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STATEMENT 

Grants and other funding opportunities to include Federal, State, Local programs are critical revenue 
sources that supplement or fully fund many Archuleta County programs and projects. However, the 
acceptance and use of grant funding obligate the County to undertake extra responsibilities, commit 
valuable resources, and comply with conditions that typically impose requirements beyond normal County 
operations. All state, federal, and local funding must comply with the County’s policies and procedures as 
well as 2 CFR, and any other applicable guidance and standards to ensure the County remains compliant 
with all standards and regulations. 
 
Uniformly applied grant approval and management procedures provide reasonable assurance that Grant 
Applications are vetted such that, if awarded, the County has the capacity to:  
 

• effectively implement the grant 
• remain in compliance 
• avoid unnecessarily burdensome obligations, as well as exposure to undue liabilities. 

 
The receiving Department Head is responsible for the monitoring of Grant funds at the designated set points 
throughout the duration of the Grant. The Procurement Officer will work with and help give support to oversee the 
reviewing of Grants on the designated basis to ensure set points are met and to ensure claimed expenses are within 
the terms of the contract. Financial duties are carried out by properly qualified personnel. It is segregated within the 
organization and subject to review to ensure that adequate internal checks and balances exist.  
 
The Finance Department uses a financial management system which allows our organization to prepare reports and 
trace funds accurately.  
 
It is the Department Head’s responsibility to ensure: 

• Awards are expended only for allowable activities and costs. 
• Contractors and sub-contractors are properly notified of required documents (if applicable) and payroll 

reports are submitted by the County. 
• Matching, level of effort and earmarking requirements are met using only allowable funds or costs that are 

properly calculated and valued. 
• Funds are used only during the authorized period of availability. 
• Accurate records are safeguarded and maintained, disposition of any equipment or real property is in 

accordance with Grant requirements. 
• Procurement of goods and services are made in compliance with applicable laws, and no subaward, contract, 

or agreement for purchases of goods or services is made with any debarred or suspended party; and 
• Reports of awards submitted to the awarding agency or pass-through entity are made according to a 

documented time schedule and include all activity of the reporting period, are supported by underlying 
accounting or performance records, and are fairly presented in accordance with program requirements. 

• Pass Through payments or Pass through Grants: It is recommended but not required to create a PO. i.e. 
Metro districts, Housing developments, pass through payments. 

• Conduct a 90-day spend down review with a Finance Department representative to ensure all cost activities 
are maximized, without surpassing awarded allowance. 
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DEFINITIONS 

Authorized Organizational Representatives (A.O.R.)- Individuals authorized to apply for and accept S t a t e  
o f  C o l o r a d o  p a s s - t h r o u g h  a n d  Federal grants using the Federal grants.gov application and 
award platform. 

 
C.F.D.A. Number - The Catalog of Federal Domestic Assistance (C.F.D.A.), an E-Gov initiative managed by the 
General Services Administration (G.S.A.), is a list of all federal financial assistance and nonfinancial assistance 
programs available to a variety of applicants.  The C.F.D.A., now called Assistance Listings on beta.SAM.gov, helps 
users find general information about the assistance, identify program objectives, eligibility requirements, and 
links to current opportunities on Grants.gov related to a particular assistance listing. C.F.D.A. numbers are the 
system for identifying and sorting the 2,000+ federal programs. Each C.F.D.A. number contains five digits and 
appears in the following format: ##.### (e.g., 10.001 or 98.102). 

 
Grants Management Compliance Officer – For the Department of Human Services, the Director is the Grants 
Management Compliance Officer. For all other County functions, the Finance Director is the Grants Compliance 
Officer. 

 
Contract - A legal instrument by which the County purchases property, goods, or services needed to 
implement a grant. Contracts establish a procurement relationship with the contractor. 

 
Contractor - An entity that provides procured property, goods, or services under a          County contract. 

 
County Entity - For the purposes of this Grants Policy, the term “Department Head” shall refer to 
Department Head, Elected Official, Appointed Official, or appointed or acting Department Head. The  

 
UEI Number – The authoritative identification number provided by the U.S. government, used to identify 
businesses awarded federal grants, awards and contracts. This has replaced the DUNS number. 

 
E-Business Point of Contact (EBiz P.O.C.) - An individual authorized to administer grant activities and 
respond to Federal office requests within an Entity. A primary and alternate EBiz P.O.C. are designated 
during the S.A.M. registration process and are the only individuals within a County Entity capable of 
establishing A.O.R. permissions for the Entity. 

 
Entitlement Grants (Formula Grants) - Entitlement grants provide funds to agencies based on a formula 
prescribed in legislation or regulation rather than based on a peer or project review. The formula is based on 
such factors as population, enrollment, per capita income, or a specific need such as free/reduced lunch student 
percentage. 

 
Fiscal Agent – The entity that manages fiscal matters for another entity. This entity assists with the managing of 
funds for another organization or entity,  

 
Grant - An award that generally does not need to be paid back and is given to finance a particular 
activity or facility. For this procedure, the term "Grant" is defined to include, but not be limited to Cash; 
Cooperative Agreements; Non-Cash Contributions; Donations of Property (including Donated Surplus 
Property); Technical Assistance; Direct Appropriations; Food Commodities; Loans; Loan Guarantees; 
Interest Subsidies; and Insurance. 

 

https://grantsgovprod.wordpress.com/2019/07/03/what-is-federal-financial-assistance/
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Grants Compliance Officer - individual(s) with established permissions to view, update, and renew an 
entity's entire System of Award Management record. Entity Administrator permissions must be 
established by the Appointing Authority or designee and approved by   
the County Manager as part of the annual S.A.M. registration renewal. For the Department of Human 
Services, the Human Services Director is the Grants Management Compliance Officer.  

 
Grant Lead - An individual who serves as the point of contact for the grantor agency and County 
Manager and is responsible for grant implementation, with technical assistance from the Department 
Head or County Manager. 

 
Grant-seeking Platform (Grant Portal) - A web-based grant portal or database used by grantors to solicit and 
accept applications for private, local, state, Federal, or other funds. 

 
Grant Application - Any proposal for private or public financial assistance including, but not limited to: Grants; 
Cooperative Agreements; Non-Cash Contributions; Donations of Property (including Donated Surplus Property); 
Technical Assistance; Direct Appropriations; Food Commodities; Loans; Loan Guarantees; Interest Subsidies; and 
Insurance. 

 
Grantor - A Federal, state, local, private, or other entity that makes any award meeting the definition of a grant 
provided above. 

 
Grants.gov - A web-based grant portal used by many Federal agencies to apply for and manage grant 
applications. 

 
Period of Performance: The Period of Performance (P.O.P.) is the period of time during which the 
grantee is expected to complete the grant activities and to incur and expend approved funds.  A typical 
Federal grant P.O.P. is three years; however, this must be verified by reviewing the notice of opportunity. 
Grantees are responsible for ensuring that all approved activities are completed by the end of the grant 
P.O.P.  

 
Program Income - Income that is generated through programs or activities directly funded by a grant. 

 
Subaward - A legally binding commitment of grant funds made to an outside entity to carry out a portion of the 
grant award. Subawards creates a grantee relationship with the subrecipient. 

 
Subrecipient (Sub-grantee) - A receiver of pass-through grant funds from a grantee rather than receiving funds 
directly from the grantor. Subrecipients are required to complete the objectives of the grant award and are 
required to follow all policies, rules, and terms of the original award in addition to any additional conditions 
required by the grantee. 

 
System for Award Management (S.A.M.) - A Federal web-based database in which all entities seeking or 
authorized to do business with the Federal government must be registered. Active S.A.M. registration is 
required for all UEI numbers under which an entity seeks Federal funds and must be updated annually. 
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ARCHULETA COUNTY DEPARTMENT OF HUMAN SERVICES  
ACCOUNTING POLICIES & FISCAL INTERNAL CONTROLS PLAN 

 
1. COUNTY FINANCIAL AND ACCOUNTING SYSTEMS 
2. ACCOUNTS RECEIVABLE & RECORDING OF CASH RECEIPT 
3. ACCOUNTS PAYABLE 
4. INTERNAL BILLING 
5. JOURNAL ENTRIES 
6. CFMS UPLOAD PROCESS 
7. TRUST ACCOUNTS 
8. PETTY CASH 
9. ASSETS AND INVENTORY CONTROL 
10. EMPLOYEE PAYROLL/TIMESHEET 
11. BUDGET 
12. SUBRECIPIENT VERSUS CONTRACTOR DETERMINATION 
13. FEDERAL GRANTS MANAGEMENT 

 
1. COUNTY FINANCIAL AND ACCOUNTING SYSTEMS 

Archuleta County Department of Human Services (DHS) adheres to all county-wide financial policies. 
Archuleta County uses accounting software from Tyler Technology. The Department of Human Services fund 
is designated as 202 and the Department of Human Services within Incode. Each discrete program/allocation 
under DHS has a sub-department and secondary sub-department to accommodate both Incode and the State 
County Financial Management System (CFMS) posting and reporting requirements. DHS reports all 
expenditures to CFMS via a manual process. The Manual process translates county general ledger numbers 
into CFMS general ledger numbers. Transactions for Accounts Payable, Journal Entries, and Payroll are then 
exported onto an Excel spreadsheet for uploading to CFMS through the State Web ApplicationDesktop 
Integrator (ADI) each month. 

2. ACCOUNTS RECEIVABLE & RECORDING OF CASH RECEIPT 

PURPOSE 

The purpose of this Accounts Receivable (AR) Policy is to establish consistent, transparent, and compliant 
practices for billing, recording, collection, adjustment, and write-off receivables owed to Archuleta County. 
This policy is designed to safeguard public funds, ensure fiscal accountability, and align County practices with 
applicable requirements of the Colorado Department of Health Care Policy and Financing (HCPF), where 
relevant, and other applicable federal and state laws as it applies to DHS.  

This Accounts Receivable Policy shall be used in conjunction with the County Cash Handling & Petty Cash 
Policy, which governs the receipt, handling, safeguarding, and deposits of cash, and other forms of payment.  

SCOPE 

This policy applies to all Archuleta County departments, offices, and programs that generate accounts 
receivable, including but not limited to fees, services, grants, intergovernmental billings, permits, fines 
(excluding those governed by court-specific rules), reimbursements, and healthcare-related receivables 
administered in coordination with HCPF. 
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DHS follows the County Cash Receipting Policy and Procedures and Accounts Receivable Policy and 
Procedures. The Archuleta County Treasurer’s Office receives and records daily revenue collection batches in 
Eagle Software. The Archuleta County Treasurer’s Office follows an over the-counter revenue collection (RC) 
procedure. Cash is counted by an Archuleta County Treasurer’s Office employee. Each RC batch is counted by 
an Archuleta County Treasurer’s Office employee with a DHS Department representative present. The 
deposit is placed into a sealed bank bag. The seal strip is marked with the County name. It is then transported 
to Wells Fargo for deposit. Each RC batch is approved by the Treasurer in Eagle Software. When money is 
anticipated to be received by EFT, the amount and details are emailed to the Treasurer email. The Treasurer’s 
office sends daily direct deposits from Wells Fargo to DHS Business Office. DHS Business Office will create RC 
batches based on the direct deposits that belong to DHS. The Business Office approves the RC batch approver 
and Archuleta County Treasurer’s Office is the final approval. The weekly bank transaction list is monitored 
by the Archuleta County Treasurer to ensure each deposit is completed. Miscellaneous Billing (MB) is used in 
Incode when DHS has invoiced another entity for reimbursement of funds. A receivable is created through 
this process. The DHS Business Office enters the MB batch and attaches relevant backup documentation. The 
batch is reviewed by Finance Accountant I. The journal created by MB is approved by Accountant I, final 
approver is the Finance Director. When a physical check is received, the check is hand-delivered to the 
Archuleta County Treasurer’s Office. The Archuleta County Treasurer’s Office satisfies the receivable and 
deposits the check. When the money is received by EFT, the details of the transaction are provided to the 
DHS Business office and the receivable is satisfied through their procedures. Checks received in the mail are 
recorded on a daily deposit log by Front office personnel. The daily log is signed by Front Office personnel 
and sent to the Archuleta County Treasurer’s Office for review. The receipt list is reviewed by the Archuleta 
County Treasurer’s Office upon receipt. CBMS and Trails claims are posted by DHS Business Office. The DHS 
Business would then notify the Resource Manager of the completed Trails and CBMS transactions end of the 
Month. 

3. ACCOUNTS PAYABLE PROCESSING 
DHS follows the County Procurement Policy - Accounts Payable Policy and Procedures. All expenditures 
require an Accounts Payable (AP) voucher form attached to the invoice indicating the item or service 
purchased, the date and amount of purchase and the specific program to be charged. The voucher is 
approved by the DHS Director, DHS Business Office, and final is the Board of County Commissioner Chair. The 
Finance Department reviews the vendor information, coding, applicable Purchase Order numbers, and 
backup documentation attached to the voucher. If the vendor is not set up in Incode a W-9 is obtained. The 
TIN is matched to the W-9 and DHS Business Office sends the vendor and TIN match information to the 
Finance Office for setting up. A weekly AP batch is created in Incode. The AP Clerk approves the AP batch, the 
Finance Director is the final approval. The batch documents are sent to the AP Clerk where the checks are 
printed and distributed according to the AP policy. 

a. EMPLOYEE REIMBURSEMENT PROCESSING 
DHS follows the County Procurement Policy - Travel Expenditures Policy and Procedures and Accounts 
Payable Policy and Procedures. Employees will follow the same process for submitting employee 
reimbursements as the Accounts Payable procedures. There is a specific voucher for employee 
reimbursement. The same approval process and AP entry process applies. Employees will follow the 
same process for submitting employee mileage reimbursements as the Accounts Payable procedures. 
There is a mileage log for employee mileage reimbursement which contains the applicable IRS mileage 
reimbursement rate. The same approval process and AP entry process applies. 

b. COUNTY PURCHASE CARD PAYMENT PROCESSING 
DHS follows the County Procurement Policy - Purchase Card Policy and Procedures and the County Per 
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Diem Policy and Procedures. An employee fills out a purchase card voucher with purchase date, vendor, 
description, funding source, amount, and any additional relevant details and attaches the applicable 
receipts and backup documentation. The employee and supervisor approve the voucher and send it to 
DHS Business Office for processing. DHS Business Office reviews the voucher for accurate coding and 
information and relevant backup documents. The Finance Office reconciles the department purchase 
card transactions monthly through the Wells Fargo CEO website and enters the appropriate coding. The 
monthly statement is reviewed by the CONNIE and approved by the Finance Director. The Finance Office 
processes the payment of the county-wide purchase card bill through Incode. The vouchers and backup 
documents are scanned into a shared drive depository and reviewed by the Finance Office for purchase 
card compliance. 

c. Per diem is a daily allowance for Lodging and Meals and Incidental Expenses (M&IE). The GSA has 
established per diem rate guidance used to reimburse employees for subsistent expense incurred while 
on official travel within the Continental U.S..  

i. Per Diem: Archuleta County follows the US General Assembly Administration (GSA) rate guidance 
regarding per diem via https://www.gsa.gov/travel/plan-book/per-diem-rates.  

ii. GSA per diem rates provide a recommended purchase ceiling for eligible travel expense. These can be 
found at www.gsa.gov/perdiem and vary by destination based on different costs of living. All employee 
reimbursement requests are subject to direct leadership approval prior to purchasing.  

iii. Lodging: Employees who are approved for overnight travel should book their lodging using an approved 
County credit card. An employee may request lodging reimbursement where County paid lodging is not 
possible, and as approved by the Department Head or County Manager. Daily lodging rates should not 
exceed GSA destination rate unless prior authorization has been received. Standard GSA lodging rates 
should apply for any location without a specified rate.  
Not all lodging expense reimbursed to an employee can be recovered by the County through 
departmental grant fund, or by a State or Federal Agency. Please check any relative notice of award 
(NOA) or department budget restrictions, prior to making any lodging reservations.  

iv. M&IE: Employees who travel overnight or away from their official work area are eligible for meal and 
incidental expense reimbursement, as approved by their Department Head or County Manager. 
Employees are not entitled to meal reimbursement (breakfast, lunch, and/or dinner) via the GSA per 
diem rate where provided for free by the employer, conference or hotel. Also, GSA per diem rates do 
not recognize specific dietary restrictions as M&IE is based on a daily flat rate. Individual employees who 
have specific dietary or health concerns, who will receive a meal that cannot be consumed, can request 
an exception meal reimbursement based on Department Head or County Manager approval.  
Note: Not all M&IE reimbursed to an employee can be recovered by the County through departmental 
grant fund, or by a State or Federal Agency. Please check any relative notice of award (NOA) or 
department budget restrictions, prior to making any lodging reservations. 

d. ORDERING AND PAYING FOR GOODS 
DHS follows the County Purchase Card Policy and Procedures. DHS follows DHS Office Supply order 
procedures. Employee makes a request to include product, price, and funding source. Supervisor 
approves the request and forwards it to DHS Director for processing. The DHS Director forwards the 
request to the Administrative Assistant who then places the order. The Administrative Assistant receives 
the mail and processes/tracks the supplies. Documentation with notes of products received is forwarded 
to the accounts payable DHS Business Office. The completed backup is attached to the relevant invoice 
and payment receipt. The above purchase card payment processing applies. 
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4. INTERNAL BILLING PROCESSING 
DHS follows the County Internal Billing Office Policy and Procedures. Charges for general pool County Motor 
Pool usage, fuel and work order expenditures for department owned vehicles are processed by Fleet 
Department. The Fleet department sends a monthly invoice to Finance. The Finance department sends each 
department an internal billing statement and backup documents for the prior month’s expenses. DHS 
Business Invoice receives the invoice and mileage sheets are used to assign the appropriate general ledger 
coding to each expense. The County Accountant approves the invoice. The above accounts payable process is 
followed for payment. 

5. JOURNAL ENTRY PROCESSING 
When the DHS Business Office needs to correct an expenditure or revenue entry the DHS Business Office fills 
out a DHS Journal Entry (JE) form with the appropriate coding, amounts, debit(s), credit(s), and 
accompanying details and attaches the backup documents. The JE is entered in Incode and the corresponding 
documents are saved toa shared finance drive. The County Accountant approves in Incode, the second level 
of approval is the Finance Director. 

6. CFMS UPLOAD PROCESS 
DHS reports all expenditures to the State County Financial Management System(CFMS) via a manual process 
using the web ADI template. The Excel spreadsheet for uploading to CFMS through the State Web Application 
Desktop Integrator (ADI) each month. DHS Business Office initiates the AP, JE, and Payroll files and reconciles 
Incode data. This process must be completed for the open CFMS period by the fifth business day of the 
following month. The DHS Business Office creates the files and is reviewed by the Finance Director. The CFMS 
journals are also uploaded via Web ADI and the County Account posts the journals. 

7. TRUST ACCOUNTS 
DHS has trust accounts for which we are listed as the representative payee for payments distributed by the 
Social Security Administration (SSA). These bank accounts are for Adult Protective (APS) clients and Child 
Welfare (CW) children. A request is emailed to the Treasurer when a new trust account is needed, there is an 
account termination, employees need view access or no longer need view access to the bank account, or 
employees need signature access or no longer need signature access for the bank account. The Treasurer 
works directly with the bank for all account changes, additions, and terminations. The DHS Director and DHS 
Business office are signers on the trust accounts, as well as Treasurer’s Office staff. Two signatures must be 
on each check. A signer cannot be a caseworker. Representative Payee notifications and benefit update 
letters from the SSA are shared with the DHS Business Office. For the APS clients, the APS Supervisor fills out 
a request with the details for payment and attaches any relevant backup documents. The DHS Director is the 
final approval. The approved disbursement request is routed to DHS Business Office for processing. APS 
clients each have their own trust account. Manual tracking is used to manage each account. DHS Business 
Office enters the deposits, writes the checks, and reconciles the accounts with the bank statements. DHS 
Business Office receives paper statements. DHS Business Office routes the checks for dual signatures and 
puts the checks in the mail. DHS business Office sets up the direct deposit connection for SSA payments. DHS 
Business Office has a collective account for SSA beneficiaries for the CW children. Manual tracking is used to 
manage the beneficiary account. DHS Business office reconciles the account with the bank statements. DHS 
Business Office posts the check from the SSA into the State Trails system to post against the child’s cost of 
care monthly. The DHS Business Office sends the Child Welfare Supervisor the Trails Client SSI/Cost of Care 
report as receipt of entry. A Journal Entry is created by DHS Business Office to record the DHS Trust Account 
balances by manual tracking as SSA payments are received. The JE process outlined in this document is 
followed. Monthly spot-checking of reconciliation is reviewed by the DHS Business Office. Blank checks for 
the trust accounts are kept in a safe or locked cabinet. 
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8. PETTY CASH ACCOUNT 
DHS manually manages the account. Cash and the tracker are kept in the safe. Petty Cash funds are to be 
used for expenditures that cannot be run through the normal Accounts Payable process. Petty cash cannot be 
used to loan money to or reimburse employees. An employee may request petty cash by filling out the petty 
cash voucher with the expense details and the reason the expenditures cannot be run through the normal 
Accounts Payable process and attach relevant backup documents. The Supervisor approves the voucher, and 
the DHS Director has final approval. The approved voucher and documents are maintained in the safe and 
reconciled every month. The DHS Business office reconciles the cash.  

9. ASSETS AND INVENTORY CONTROL 
DHS follows the County Capital Assets policy and procedures and County Procurement Code. Capital Assets 
are managed by the County Finance Department. Fixed assets are recorded manually and in Incode. 
Computer equipment is tracked in the County Equipment asset tracking system by County Accountant.  

10. EMPLOYEE PAYROLL/TIMESHEETS 
DHS follows the County Employee Handbook and the County Personnel Policy and Procedures. DHS uses 
Incode for electronic time reporting. Each employee is responsible for entering the amount of time worked in 
an 80-hour pay period. Supervisors approve employee time. All employees report time off in Incode. All 
employees submit their timesheets, and their supervisor approves them bi-weekly. DHS Business Office 
reviews the timesheets for errors. The Finance Department also checks timesheets for accuracy. Uncommon 
time-off codes are also spot-checked for accuracy. Timesheet files are exported, and employee direct deposit 
payments are processed by the Finance Department.  

11. BUDGETS 
DHS follows the County Budget Policy and Procedures. DHS follows the County process for Fund 202 annual 
budget preparation. The DHS Business Office works with the Finance Office and County Manager to complete 
the annual county budget process and meet specified timelines. The DHS Business Office facilitates the 
county budget process and submits the budget to the appropriate parties as identified in the statute. The 
DHS Director presents the budget information to the Board of County Commissioners. When budget revisions 
are needed a budget line-item transfer form or budget supplement form is filled out and approved by the 
Business Office. The request is submitted to the Finance Director for approval. The DHS Business Office 
submits all expenditures to the Finance Department for approval for every check/warrant run. The AP Clerk 
also compiles a monthly budget and expenditure report by fund to the DHS Business Office. DHS Business 
Office provides monthly Incode “Budget to Actual” reports to the Director of Human Services. DHS Business 
Office sends Settlement Accounting the monthly State Allocation Report. Once the County Board approves 
the department budget, the DHS Business Office submits a copy to the State Department, 
HCPF_Audit@state.co.us no later than February 15 of each year.  

12. SUBRECIPIENT VERSUS CONTRACTOR DETERMINATION 
The department makes a case-by-case determination whether each agreement it makes for the 
disbursement of Federal program funds casts the party receiving the funds in the role of a sub-recipient or a 
contractor. The DHS Director will review the following characteristics for each party to make the 
determination of whether an agreement between them and another non-Federal entity casts the latter as a 
subrecipient or a Contractor. All of the characteristics listed below may not be present in all cases, and the 
County Attorney must use judgment in classifying each agreement as a sub-award or a procurement contract. 
The DHS Director will make the determination based on the characteristics listed below. Then the decision 
will be placed into the permanent procurement file. 
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Subrecipients 

a. sub-award is for the purpose of carrying out a portion of a Federal award and creates a Federal assistance 
relationship with the sub-recipient. See § 75.2 Subaward. Characteristics which support the classification 
of the non-Federal entity as a subrecipient include when the non-Federal entity: 

i. Determines who is eligible to receive what Federal assistance; 
ii. Has its performance measured in relation to whether the objectives of a Federal program were met; 

iii. Has responsibility for programmatic decision-making; 
iv. Is responsible for adherence to applicable Federal program requirements specified in the Federal 

award; and 
v. In accordance with its agreement, it uses Federal funds to carry out a program for a public purpose 

specified in the authorizing statute, as opposed to providing goods or services for the benefit of the 
pass-through entity. 

Contractors 

a. A contract is for the purpose of obtaining goods and services for the non-Federal entity’s own use and 
creates a procurement relationship with the contractor. See § 75.2 Contract. Characteristics indicative of 
a procurement relationship between the non- Federal entity and a contractor are when the contractor: 

i. Provides the goods and services within normal business operations; 
ii. Provides similar goods or services to many different purchasers; 

iii. Normally operates in a competitive environment; 
iv. Provides goods or services that are ancillary to the operation of the Federal program; and 
v. Is not subject to compliance requirements of the Federal program as a result of the agreement, 

though similar requirements may apply for other reasons. 
13. FEDERAL GRANTS MANAGEMENT 

Federal funds are covered by the 2 CFR 200 (also known as Uniform Guidance) Subpart E cost principles 
including general principles, generally allowable costs, costs that require prior written approval, and generally 
unallowable costs. The DHS Business Office has a basic understanding of Subpart E cost principles to which 
the County as a grant recipient or subrecipient must adhere. The cost principles specify the responsibilities of 
the non-Federal entity (NFE) which in this case is the County, in terms of administering federal funds.  

a. The NFE is responsible for the efficient and effective administration of the Federal award through the 
application of sound management practices.  

b. The NFE assumes responsibility for administering Federal funds in a manner consistent with underlying 
agreements, program objectives, and the terms and conditions of the Federal award. 

c. The NFE, in recognition of its own unique combination of staff, facilities, and experience, has the primary 
responsibility for employing whatever form of sound organization and management techniques may be 
necessary to assure proper and efficient administration of the Federal award. 

14. The application of these cost principles should require no significant changes in the internal accounting 
policies and practices of the NFE. However, the accounting practices of the NFE must be consistent with 
these cost principles and support the accumulation of costs as required by the principles and must provide 
for adequate documentation to support costs charged to the Federal award. 
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SECTION 1: Grant Application Approval 

All County departments, elected officials, and offices ("County Entities") must comply with the Grant 
Application Approval Procedure in a timely and thorough manner. 
 

1. PROCEDURE 
All County Entities will consult with County Manager and Finance Director on the following critical processes 
before submitting a Grant Application to the BOCC for approval, including Grant Applications in which the 
Entity is proposed as a primary recipient, sub-recipient, sub-awardee, or more generally, as a project partner.  
The acquisition process for entitlement funds (formula grants) extended to the Departments of Human 
Services, Public Health, and the County Sheriff are not required to comply with SECTION 1: Grant Application 
Approval. 

a. Evaluation and Approval of Grant Applications 

i. County Entities must notify the County Manager and Finance Director when they wish to pursue a 
grant funding opportunity or participate as a subrecipient, sub-awardee, or partner in another 
entity's grant application. This will allow for the review of any financial requirements, deliverables, 
matching funds or in-kind match, and grant budgeting information. 

ii. Notification must be in the form of a memorandum to include the Notice of Funding Opportunity 
issued by the Grantor the notice of funding should include the following information: 

• Official Name of the Grant. 
• State Authorizing Agency (SAA) guidance as applicable 
• Awarding Agency or Organization. 
• If any portion of the grant consists of Federal funds, including those in the State of Colorado 

and regional "pass-through" funds. 
• How much grant money will be requested. 
• How much money will be required. 
• The total cost of the proposed grant-funded project. 
• Purpose of the grant request. 
• The grant period of performance. 
• Approximately when the grant will be awarded. 
• If Federal funds, or pass-through of Federal funds (including partial federal funds), what the 

grant's C.F.D.A. number is. 
• Attach a copy of the grant application guidelines (notice of funding opportunity) and the grant 

application. If this is posted on a website, the link to the website. 

b. Notifications should be submitted as soon as is practicable. Where there is a short deadline and time is of 
the essence, the BOCC may elect to hold a special meeting to approve the application. 

c. After the notification is submitted, the County Manager and Finance Director will collaborate with County 
Entity to assess the cost/benefit of the grant to the County. This analysis and grant request will be 
presented to the Board of County Commissioners or BOCC, which is used interchangeably for approval.  
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d. If two or more County Entities submit the same funding opportunity for approval, the Finance Director 
will prepare comparative cost/benefit analyses for each. 

e. The County Manager and Finance Director will review the cost/benefit analysis and make the final 
recommendation to the BOCC regarding approval to pursue the funding opportunity. 

f. County Entities may begin work to prepare and develop a Grant Application while   awaiting Grant 
Application Approval from the BOCC 

2. Immediate Steps Upon Grant Application Decision by BOCC 

a. If the BOCC does not authorize the Grant Application approval, all activities related to the preparation, 
development, and submittal of the Grant Application must immediately cease. 

b. If the BOCC does authorize the Grant Application Approval, the following requirements apply: 

i. Proposal Review. The County Manager and Finance Director must review and validate all Grant 
Applications for consistency with grantor regulations and County policies, completeness, budget 
requirements, and other considerations before submission. 

ii. Subrecipient versus Contractor Determinations: Unless this is a Department of Human Services or 
Public Health grant, the County Manager must review whether grant funds distributed to other 
entities will be treated as subrecipient awards or procurement contracts. See Section 3: 
Subrecipient versus Contractor Determinations. 

iii. Indirect costs. Unless prohibited by the grantor, County Entities must request indirect cost 
reimbursement in all grant applications, including applications in which the Entity is a prospective 
subrecipient. County Entities must use the indirect cost rates maintained in the County's most 
recent Departmental Indirect Cost Rate Proposal. The County Manager may grant an exemption 
from this requirement. An appeal to the County Manager’s decision may be made to the BOCC   

  



13 
 

SECTION 2: UEI NUMBERS AND GRANT PLATFORM USER 
ACCOUNTS 

BACKGROUND 
Federal and non-federal grantors often use online portals to solicit and receive grant applications. These 
systems allow an individual to set up a login, complete a profile with information about their 
organization, and then use their login to submit a proposal on behalf of the organization. 

 
The purpose of this procedure is to establish a uniform process for the creation and maintenance of 
authorized system user permissions and to ensure that secondary credentials are established and 
maintained by Finance Director whenever allowable by the registration system. This procedure applies to  all 
grant-related accounts and registrations established on behalf of Archuleta County. 

 
This procedure applies to all County departments, elected officials, departments, and offices ("County 
Entities"). 
 

PROCEDURE 
a. Grant-Seeking Platforms and User Accounts 

i. County Entities should provide the Finance Director with an up-to-date list of all existing grant-
related accounts, including all A.O.R. details. Entities should also notify the Finance Director any 
time a new user account is created on any grant-seeking platform. 

ii. County Entities must provide account access to the Finance Director, as the main A.O.R. in addition 
to other appropriate legal persons (e.g., head of departments) on all grant-related user accounts 
and platforms used by the Entities unless the platform or account prohibits assigning more than one 
A.O.R. 

b. Federal Grants & Contracts - UEI Numbers 

i. The Finance Director shall maintain a list of all UEI numbers, the unique nine-digit sequence of       
numbers used by the Federal government to identify and track businesses and government offices, 
held by County Entities and the County employee designated as the Entity Administrator on each 
UEI number. 

b. If a County Entity would like to obtain a new UEI number, the Entity must obtain approval from the 
Finance Director and the County Manager. 

c. If an Entity wants to change an existing UEI number profile (address, phone number, authorized 
representative, etc.), the Entity must obtain approval from the Finance Director. 

d. System for Award Management (S.A.M.) 

i. To apply for Federal funds and receive payments on Federal awards, entities must be registered in 
the System for Award Management (S.A.M.). A unique S.A.M. registration is required for each UEI 
number. 

e. County Entities should establish the Finance Director as a secondary Entity Administrator on all S.A.M. 
registrations. The Finance Director will provide backup support to the County Entity's primary Entity 
Administrator(s). 
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f. Entity registrations must be renewed annually. The annual renewal process requires submitting a 
notarized letter signed by the Finance Director/ County Manager.   

g. The Finance Director will monitor registration renewal deadlines and notify County Entities accordingly. 
Registration renewals should be submitted at least 60 days before expiration. 

h. County Entities must assign primary and alternate E-Business Point of Contact (  EBiz P.O.C.) roles in 
S.A.M. 

• The County Entity's lead staff member or elected official must be assigned as the primary EBiz 
P.O.C. 

• The Finance Director must be assigned as the alternate EBiz P.O.C. 
i. Grants.gov - Authorized Organizational Representatives (A.O.R.s) 

i. County Entities must establish A.O.R. permissions for at least two County employees, including one 
representative from the County Entity and the Finance Director.  

j. County Entities must maintain, with the Finance Director, an up-to-date list of all individuals with A.O.R. 
permissions and must notify Finance Director any time A.O.R. permissions are added or   updated. 

k. A.O.R. permissions can only be established by individuals registered as Entity Administrators in S.A.M. The 
County Manager and Finance Director can provide assistance and guidance to Entity Administrators 
seeking to establish or update A.O.R. permissions. 
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SECTION 3: Subrecipient and Contractor Determinations 

BACKGROUND 
2 CFR 200 - Uniform Administrative Requirements, Cost Principles, and Audit Requirements for Federal 
Awards establish detailed guidelines related to federal funds' treatment to be passed through non-
Federal entities. The purpose of this procedure is to establish a uniform process by which subrecipient 
and           contractor determinations are made as they relate to all County grant applications and awards. 

 
All County departments, elected officials, departments, and offices ("County Entities”) are expected 
to comply with this procedure in a timely and complete manner. 

 

PROCEDURE 
1.1 Subrecipient and Contractor Determinations 

1.1.1 County Entities will review their proposal or plan with the Finance Director and 
the County Attorney when seeking to pass grant funds through to another entity. The 
County Attorney will review the completeness and legal obligations in the contract 
subawards, With the supervising Elected Official or the Department Head's 
recommendation, the County Manger will review the outside Entity's relationship to the 
grant program and determine whether the external Entity will be engaged through a 
subaward or a contract.  The Department of Human Services will make its determination 
and is not required to consult the County Manager. 

 
1.1.2 County Entities must consult with the County Manager to develop, execute, and oversee 

subrecipient agreements. The County Manager must review all subrecipient contracts for 
compliance with federal regulations, County procedures, and grantor requirements 
before such contracts are forwarded to the County Attorney or provided to the 
subrecipient. The Archuleta County Purchasing Procurement Competitive Bids Policy 
does not       apply to subrecipient agreements; however, subrecipients must have their own 
Purchasing and Procurement Policy, including federal grant compliance policies in place 
before receiving funds. 

 
1.1.3 In procuring a contract for goods or services purchased under a grant, the County 

Entity must follow the Archuleta County Purchasing, Procurement Competitive Bids 
Policy to award a contract to a vendor service provider. 

 
1.1.4 Regulatory guidance from 2 CFR regarding subrecipient and contractor agreements is 

as follows: 

§ 200.331 Subrecipient and contractor determinations. 
The non-Federal entity may concurrently receive Federal awards as a recipient, a subrecipient, and a contractor, 
depending on the substance of its agreements with Federal awarding agencies and pass-through entities. Therefore, 
a pass-through entity must make case-by-case determinations whether each agreement it makes for the 
disbursement of Federal program funds casts the party receiving the funds in the role of a subrecipient or 
a contractor. The Federal awarding agency may supply and require recipients to comply with additional guidance to 
support these determinations provided such guidance does not conflict with this section. 

(a) Subrecipients. A subaward is for the purpose of carrying out a portion of a Federal award and creates a Federal 
assistance relationship with the subrecipient. See the definition for Subaward in § 200.1 of this part. Characteristics 
which support the classification of the non-Federal entity as a subrecipient include when the non-Federal entity: 

https://www.law.cornell.edu/definitions/index.php?width=840&height=800&iframe=true&def_id=63d6349963f7364efb8397442e14e141&term_occur=999&term_src=Title:2:Subtitle:A:Chapter:II:Part:200:Subpart:D:Subjgrp:30:200.331
https://www.law.cornell.edu/definitions/index.php?width=840&height=800&iframe=true&def_id=8cb0d5b7b8f071bdd6dd7b70c5f08e91&term_occur=999&term_src=Title:2:Subtitle:A:Chapter:II:Part:200:Subpart:D:Subjgrp:30:200.331
https://www.law.cornell.edu/definitions/index.php?width=840&height=800&iframe=true&def_id=de00dfd10f09071c905d0928428a197d&term_occur=999&term_src=Title:2:Subtitle:A:Chapter:II:Part:200:Subpart:D:Subjgrp:30:200.331
https://www.law.cornell.edu/definitions/index.php?width=840&height=800&iframe=true&def_id=081a194046528468942c369470c2966a&term_occur=999&term_src=Title:2:Subtitle:A:Chapter:II:Part:200:Subpart:D:Subjgrp:30:200.331
https://www.law.cornell.edu/definitions/index.php?width=840&height=800&iframe=true&def_id=43f1e6e5f743631c4c46a5423693f35c&term_occur=999&term_src=Title:2:Subtitle:A:Chapter:II:Part:200:Subpart:D:Subjgrp:30:200.331
https://www.law.cornell.edu/definitions/index.php?width=840&height=800&iframe=true&def_id=63d6349963f7364efb8397442e14e141&term_occur=999&term_src=Title:2:Subtitle:A:Chapter:II:Part:200:Subpart:D:Subjgrp:30:200.331
https://www.law.cornell.edu/definitions/index.php?width=840&height=800&iframe=true&def_id=8cb0d5b7b8f071bdd6dd7b70c5f08e91&term_occur=999&term_src=Title:2:Subtitle:A:Chapter:II:Part:200:Subpart:D:Subjgrp:30:200.331
https://www.law.cornell.edu/definitions/index.php?width=840&height=800&iframe=true&def_id=d3c30c7fcabf85260bb176c07e6d95a5&term_occur=999&term_src=Title:2:Subtitle:A:Chapter:II:Part:200:Subpart:D:Subjgrp:30:200.331
https://www.law.cornell.edu/definitions/index.php?width=840&height=800&iframe=true&def_id=7cbd32c5c688475f8e11a278f7b64299&term_occur=999&term_src=Title:2:Subtitle:A:Chapter:II:Part:200:Subpart:D:Subjgrp:30:200.331
https://www.law.cornell.edu/definitions/index.php?width=840&height=800&iframe=true&def_id=63d6349963f7364efb8397442e14e141&term_occur=999&term_src=Title:2:Subtitle:A:Chapter:II:Part:200:Subpart:D:Subjgrp:30:200.331
https://www.law.cornell.edu/definitions/index.php?width=840&height=800&iframe=true&def_id=8cb0d5b7b8f071bdd6dd7b70c5f08e91&term_occur=999&term_src=Title:2:Subtitle:A:Chapter:II:Part:200:Subpart:D:Subjgrp:30:200.331
https://www.law.cornell.edu/definitions/index.php?width=840&height=800&iframe=true&def_id=3164f893d6d82447c92d899285ce22b2&term_occur=999&term_src=Title:2:Subtitle:A:Chapter:II:Part:200:Subpart:D:Subjgrp:30:200.331
https://www.law.cornell.edu/definitions/index.php?width=840&height=800&iframe=true&def_id=43f1e6e5f743631c4c46a5423693f35c&term_occur=999&term_src=Title:2:Subtitle:A:Chapter:II:Part:200:Subpart:D:Subjgrp:30:200.331
https://www.law.cornell.edu/definitions/index.php?width=840&height=800&iframe=true&def_id=cd3b6bbdd85489e2f50207d7536faf9a&term_occur=999&term_src=Title:2:Subtitle:A:Chapter:II:Part:200:Subpart:D:Subjgrp:30:200.331
https://www.law.cornell.edu/definitions/index.php?width=840&height=800&iframe=true&def_id=081a194046528468942c369470c2966a&term_occur=999&term_src=Title:2:Subtitle:A:Chapter:II:Part:200:Subpart:D:Subjgrp:30:200.331
https://www.law.cornell.edu/definitions/index.php?width=840&height=800&iframe=true&def_id=63d6349963f7364efb8397442e14e141&term_occur=999&term_src=Title:2:Subtitle:A:Chapter:II:Part:200:Subpart:D:Subjgrp:30:200.331
https://www.law.cornell.edu/cfr/text/2/200.1
https://www.law.cornell.edu/definitions/index.php?width=840&height=800&iframe=true&def_id=de00dfd10f09071c905d0928428a197d&term_occur=999&term_src=Title:2:Subtitle:A:Chapter:II:Part:200:Subpart:D:Subjgrp:30:200.331
https://www.law.cornell.edu/definitions/index.php?width=840&height=800&iframe=true&def_id=63d6349963f7364efb8397442e14e141&term_occur=999&term_src=Title:2:Subtitle:A:Chapter:II:Part:200:Subpart:D:Subjgrp:30:200.331
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(1) Determines who is eligible to receive what Federal assistance 

(2) Has its performance measured in relation to whether objectives of a Federal program were met 

(3) Has responsibility for programmatic decision-making 

(4) Is responsible for adherence to applicable Federal program requirements specified in the Federal award 

(5) In accordance with its agreement, uses the Federal funds to carry out a program for a public purpose 
specified in authorizing statute, as opposed to providing goods or services for the benefit of the pass-through 
entity 

(b) Contractors. A contract is for the purpose of obtaining goods and services for the non-Federal entity's own use 
and creates a procurement relationship with the contractor. See the definition of contract in § 200.1 of this part. 
Characteristics indicative of a procurement relationship between the non-Federal entity and a contractor are when 
the contractor: 

(1) Provides the goods and services within normal business operations; 

(2) Provides similar goods or services to many different purchasers; 

(3) Normally operates in a competitive environment; 

(4) Provides goods or services that are ancillary to the operation of the Federal program; and 

(5) Is not subject to compliance requirements of the Federal program as a result of the agreement, though 
similar requirements may apply for other reasons. 

(c) Use of judgment in making determination. In determining whether an agreement between a pass-through 
entity and another non-Federal entity casts the latter as a subrecipient or a contractor, the substance of the 
relationship is more important than the form of the agreement. All of the characteristics listed above may not be 
present in all cases, and the pass-through entity must use judgment in classifying each agreement as a subaward or 
a procurement contract. 

SOCIOECONOMIC OUTREACH DOCUMENTATION – STEPS TO TAKE  

[2 CFR §200.321 AND 45 CFR 75.330] 

Affirmative steps shall be taken to ensure small and minority businesses, women’s business enterprises, and 
labor surplus area firms are used in the contracting process when possible.  Affirmative steps shall include: 

1. Placing qualified small and minority businesses and women’s business enterprises on solicitation 
lists. 

2. Assuring that small and minority businesses and women’s business enterprises are solicited 
whenever they are potential sources. 

3. Dividing total requirements, when economically feasible, into smaller tasks or quantities to permit 
maximum participation by small and minority- and women-owned business enterprises. 

4. Establishing delivery schedules, where the requirement permits, which encourages participation by 
small and minority- and women-owned businesses. 

5. Using the services and assistance of the Small Business Administration, and the Minority Business 
Development Agency of the Department of Commerce. 

6. Requiring the prime supplier, if subcontracts are to be made, to take the affirmative steps listed in 
this Section. 

 

https://www.law.cornell.edu/definitions/index.php?width=840&height=800&iframe=true&def_id=7cbd32c5c688475f8e11a278f7b64299&term_occur=999&term_src=Title:2:Subtitle:A:Chapter:II:Part:200:Subpart:D:Subjgrp:30:200.331
https://www.law.cornell.edu/definitions/index.php?width=840&height=800&iframe=true&def_id=7cbd32c5c688475f8e11a278f7b64299&term_occur=999&term_src=Title:2:Subtitle:A:Chapter:II:Part:200:Subpart:D:Subjgrp:30:200.331
https://www.law.cornell.edu/definitions/index.php?width=840&height=800&iframe=true&def_id=081a194046528468942c369470c2966a&term_occur=999&term_src=Title:2:Subtitle:A:Chapter:II:Part:200:Subpart:D:Subjgrp:30:200.331
https://www.law.cornell.edu/definitions/index.php?width=840&height=800&iframe=true&def_id=d3c30c7fcabf85260bb176c07e6d95a5&term_occur=999&term_src=Title:2:Subtitle:A:Chapter:II:Part:200:Subpart:D:Subjgrp:30:200.331
https://www.law.cornell.edu/definitions/index.php?width=840&height=800&iframe=true&def_id=d3c30c7fcabf85260bb176c07e6d95a5&term_occur=999&term_src=Title:2:Subtitle:A:Chapter:II:Part:200:Subpart:D:Subjgrp:30:200.331
https://www.law.cornell.edu/definitions/index.php?width=840&height=800&iframe=true&def_id=646059bc8aa88050a7cb06464725dfbb&term_occur=999&term_src=Title:2:Subtitle:A:Chapter:II:Part:200:Subpart:D:Subjgrp:30:200.331
https://www.law.cornell.edu/definitions/index.php?width=840&height=800&iframe=true&def_id=de00dfd10f09071c905d0928428a197d&term_occur=999&term_src=Title:2:Subtitle:A:Chapter:II:Part:200:Subpart:D:Subjgrp:30:200.331
https://www.law.cornell.edu/definitions/index.php?width=840&height=800&iframe=true&def_id=8cb0d5b7b8f071bdd6dd7b70c5f08e91&term_occur=999&term_src=Title:2:Subtitle:A:Chapter:II:Part:200:Subpart:D:Subjgrp:30:200.331
https://www.law.cornell.edu/cfr/text/2/200.1
https://www.law.cornell.edu/definitions/index.php?width=840&height=800&iframe=true&def_id=de00dfd10f09071c905d0928428a197d&term_occur=999&term_src=Title:2:Subtitle:A:Chapter:II:Part:200:Subpart:D:Subjgrp:30:200.331
https://www.law.cornell.edu/definitions/index.php?width=840&height=800&iframe=true&def_id=8cb0d5b7b8f071bdd6dd7b70c5f08e91&term_occur=999&term_src=Title:2:Subtitle:A:Chapter:II:Part:200:Subpart:D:Subjgrp:30:200.331
https://www.law.cornell.edu/definitions/index.php?width=840&height=800&iframe=true&def_id=7cbd32c5c688475f8e11a278f7b64299&term_occur=999&term_src=Title:2:Subtitle:A:Chapter:II:Part:200:Subpart:D:Subjgrp:30:200.331
https://www.law.cornell.edu/definitions/index.php?width=840&height=800&iframe=true&def_id=7cbd32c5c688475f8e11a278f7b64299&term_occur=999&term_src=Title:2:Subtitle:A:Chapter:II:Part:200:Subpart:D:Subjgrp:30:200.331
https://www.law.cornell.edu/definitions/index.php?width=840&height=800&iframe=true&def_id=d3c30c7fcabf85260bb176c07e6d95a5&term_occur=999&term_src=Title:2:Subtitle:A:Chapter:II:Part:200:Subpart:D:Subjgrp:30:200.331
https://www.law.cornell.edu/definitions/index.php?width=840&height=800&iframe=true&def_id=d3c30c7fcabf85260bb176c07e6d95a5&term_occur=999&term_src=Title:2:Subtitle:A:Chapter:II:Part:200:Subpart:D:Subjgrp:30:200.331
https://www.law.cornell.edu/definitions/index.php?width=840&height=800&iframe=true&def_id=de00dfd10f09071c905d0928428a197d&term_occur=999&term_src=Title:2:Subtitle:A:Chapter:II:Part:200:Subpart:D:Subjgrp:30:200.331
https://www.law.cornell.edu/definitions/index.php?width=840&height=800&iframe=true&def_id=63d6349963f7364efb8397442e14e141&term_occur=999&term_src=Title:2:Subtitle:A:Chapter:II:Part:200:Subpart:D:Subjgrp:30:200.331
https://www.law.cornell.edu/definitions/index.php?width=840&height=800&iframe=true&def_id=8cb0d5b7b8f071bdd6dd7b70c5f08e91&term_occur=999&term_src=Title:2:Subtitle:A:Chapter:II:Part:200:Subpart:D:Subjgrp:30:200.331
https://www.law.cornell.edu/definitions/index.php?width=840&height=800&iframe=true&def_id=d3c30c7fcabf85260bb176c07e6d95a5&term_occur=999&term_src=Title:2:Subtitle:A:Chapter:II:Part:200:Subpart:D:Subjgrp:30:200.331
https://www.law.cornell.edu/definitions/index.php?width=840&height=800&iframe=true&def_id=cd3b6bbdd85489e2f50207d7536faf9a&term_occur=999&term_src=Title:2:Subtitle:A:Chapter:II:Part:200:Subpart:D:Subjgrp:30:200.331
https://www.law.cornell.edu/definitions/index.php?width=840&height=800&iframe=true&def_id=646059bc8aa88050a7cb06464725dfbb&term_occur=999&term_src=Title:2:Subtitle:A:Chapter:II:Part:200:Subpart:D:Subjgrp:30:200.331
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SECTION 4: POST-AWARD GRANTS MANAGEMENT 

BACKGROUND 
Grants are an essential source of County revenue, supplementing or fully funding many departmental 
programs and projects. This procedure aims to establish countywide standards for acceptance, 
implementation, and administration of grants.  
 
All County departments, elected officials, and offices ("County Entities") must comply with the Post-Award 
Grants Management Procedure in a timely and thorough manner. Please note that this procedure assumes 
adherence to all other grants management policies and best practices. 
 

PROCEDURE 
a. Upon notification of grant award, County Entities will notify the County Manager, Finance Director, or 

Board of Health (in case of the Public Health Department). 

b. For competitive grant awards, County Entities will partner with the Finance Director, County Manager, 
and the County Attorney to develop and execute immediate post-award activities, including: 

i. Reviewing all grant agreement terms and conditions, including the original solicitation, County's 
proposal, notice of award, grant agreement, standard, special terms and conditions, and all 
regulations and policies referenced in these. 

ii. Negotiation of grant budget. 
iii. Board of County Commissioners' agenda item materials for review and acceptance. 
iv. Grant program accounting set-up, including, but not limited to entering the award in the accounting 

system and determining the programs, periods, and expenditures to be tracked under the grant 
award. 

v. Treatment of program income, if applicable. 

c. Upon acceptance by the Board of County Commissioners, the County Entity, the County Manager, and 
Finance Director will collaborate to: 

i. If the grant includes contracted services, work to procure these services ensuring all policies and 
procedures are followed and the county remains in compliance. 

ii. If the grant includes any capital equipment, secure any required permissions from the funder before 
acquisition under the Purchasing, Procurement, and Competitive Bids Policy and the Capitalization 
and Depreciation policy. 

iii. Set up equipment inventory, management, maintenance, and disposal protocols per grant 
requirements. 

iv. Establish regular grant team meetings with programmatic, fiscal, and subrecipient staff. 
v. Establish a schedule for completing programmatic/progress reports and expenditure reports with 

planned-to-actual review of performance and expenditure targets by grantee Entity staff and the 
County Manager and Finance Director before submittal. 

d. Monitoring of Grants  

i. Departments are responsible for continuous monitoring of the financial status of grants. The 
Finance Office will provide departments with online access to monthly financial reports to allow 
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monitoring. Departments must review the monthly financial statements and notify the Finance 
Director promptly of any discrepancies noted and any additional reports needed.  

ii. Line-item budget amendments must be approved before grant expenditures being made to avoid 
lost grant funds when/if amendments are denied. Line items can go negative as long as the grant 
account is not negative in total. Still, the department should remember that expenditures must be 
reported to the grantor by line item and must be allowable in the line item reported and spent.  

iii. Departments must also monitor grants for compliance with all applicable federal, state, and local 
regulations and ensure that grant expenditures comply with grant procurement policies and 
procedures as well as County policy and procedures. For example, equipment procured with grant 
funds must be disposed of per the grant's terms, and O.M.B. Circular A-87 requires payroll costs to 
be adequately supported based on the percentage worked on the grant. Federal grants must meet 
requirements set out in O.M.B. Circulars A-87, A-102, and A-133 or the Uniform Grant Guidance, as 
applicable. Departments should contact the Finance Department if assistance is needed with 
compliance issues. 
• In the event the expenditure requires a PO to be issued to the vendor the Finance Department 

will issue the PO directly to the Department Head as stated in county Procurement policy. 
iv. Individuals or agencies requesting reimbursement for training and/travel associated with training 

are required to have prior approval for attendance from their agency and the fiscal agent if 
applicable. The individual will be required to follow their agencies’ travel/training/reimbursement 
policies. When submitting for reimbursement request from grants, the individual must submit their 
agencies approval for training and travel, information regarding the training, and current 
training/travel policy. Post training the fiscal agent will require proof of attendance, all receipts 
associated with the training/travel, and proof of current agency reimbursement. No 
reimbursements for training/travel will be made to individuals. All reimbursements associated with 
grants will be done to the individual’s agency of employment. 

e. The County Entity Lead and Finance Director will review each expenditure made under the grant to 
ensure the cost is allowable, reasonable, and allocable to that grant. 

f. County Entity will review timesheets to ensure that staff working on the grant certify their time and effort 
appropriately and correctly and coordinate with other entity supervisors. 

g. County Entity will prepare financial reports, submit them to the Finance Director for review and approval, 
and submit the approved reports to the grantor. 

h. County Entity will consult with the Finance Director or the County Manager on requests to the grantor to 
amend or extend the Grant Agreement, including budget amendments. 

i. County Entity will be responsible, in collaboration with the County Manager, for submitting mandatory 
disclosures and notifications to the grantor as required. 

j. At least 60 days after completing the Period of Performance, County Entity will initiate Grant Closeout in 
coordination with the Finance Director. This will verify the completion of all obligations under the award. 

k. Following grant closeout, both the County Entity and Finance Director will retain grant related records as 
required by the grant and applicable state law. 

l. Both County Entity and County Finance Director will support the grantor and the State Auditor General's 
post-closeout audit. 
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SECTION 5: ADHERENCE TO 2 CFR 200 - Uniform Administrative 
Requirements, Cost Principles, and Audit Requirements for 
Federal Awards 

2 CFR 200 - Uniform Administrative Requirements, Cost Principles, and Audit Requirements for Federal Awards 
Compliance Supplement - Activities Allowed/Un-allowed and Allowable Costs/Cost Principles  
 
The requirements for allowable costs/cost principles are contained in 2 CFR 200 - Uniform Administrative 
Requirements, Cost Principles, Audit Requirements for Federal Awards, program legislation, Federal awarding agency 
regulations, and award's terms and conditions.  
To ensure compliance with these requirements, Archuleta County has implemented the following policies and 
procedures:  
 

1. All grant expenditures will comply with 2 CFR 200 - Uniform Administrative Requirements, Cost Principles, 
and Audit Requirements for Federal Awards, State law, County Government policy, and the grant award 
agreement provisions and be considered in determining allowability. Grant funds will only be used for 
expenditures deemed reasonable and necessary for the program's administration.  

2. Grant expenditure will be approved by the department head when the bill or invoice is received. The terms 
and conditions of the Federal award will be considered when approving. A signature will evidence the 
approval of the voucher. Accounts payable disbursements will not be processed for payment until necessary 
approval has been obtained.  

3. Payroll costs will be documented per 2 CFR 200 - Uniform Administrative Requirements, Cost Principles, and 
Audit Requirements for Federal Awards. Specifically, compensation for personal services will be handled as 
set out in §200.430, and compensation for fringe benefits will follow §200.431 of 2 CFR 200 - Uniform 
Administrative Requirements, Cost Principles, and Audit Requirements for Federal Awards.  

4. An indirect cost rate will only be charged to the grant to the extent that it was specifically approved through 
the grant budget/agreement.  

 
2 CFR 200 - Uniform Administrative Requirements, Cost Principles, and Audit Requirements for Federal Awards 
Compliance Supplement - Cash Management  
 
Source of Governing Requirements – The requirements for cash management are contained in 2 CFR 200 - Uniform 
Administrative Requirements, Cost Principles, and Audit Requirements for Federal Awards, program legislation, 
Federal awarding agency regulations, and the award's terms and conditions.  
 
To ensure compliance with these requirements, Archuleta County has implemented the following policies and 
procedures:  
 

1. Most of the County's grants are awarded on a reimbursement basis. As such, program costs will be expended 
and disbursed before requesting reimbursement from the grantor agency. If Federal grant funds are received 
first, care will be taken to minimize the time elapsing between receipt of Federal funds and disbursement to 
contractors/employees/subrecipients according to §200.302 (6) of 2 CFR 200 - Uniform Administrative 
Requirements, Cost Principles, and Audit Requirements for Federal Awards.  
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Credit cards will be used for travel costs and will be handled in a manner consistent with the County's existing 
Accounts Payable policies and per §200.305 (payments) and §200.474 (travel costs) of 2 CFR 200 - Uniform 
Administrative Requirements, Cost Principles, and Audit Requirements for Federal Awards.  All other 
payments will be processed through the Accounts Payable Voucher system. 

Supporting documentation or a copy of the credit card paperwork will be filed along with the approved 
paperwork described above and retained for audit purposes.  

 
2 CFR 200 - Uniform Administrative Requirements, Cost Principles, and Audit Requirements for Federal Awards 
Compliance Supplement - Eligibility  
 
Source of Governing Requirements – The requirements for eligibility are contained in program legislation, Federal 
awarding agency regulations, and the terms and conditions of the award.  
 
Additional Policies and Procedures. The following policies and procedures will also be applied to the extent that they 
do not conflict with or contradict the existing Board policies listed on page 3:  

1. Federal grants will only benefit those individuals and groups of participants that are deemed to be eligible.  

Initial eligibility determinations will be made by the Department Head based on the grant award/contract. 
Sufficient documentation to support these determinations will be retained and made available to 
administration, auditors, and pass-through or grantor agencies, upon request. The department's 
responsibility is to maintain complete, accurate, and organized records to support eligibility determinations.  

2 CFR 200 - Uniform Administrative Requirements, Cost Principles, and Audit Requirements for Federal Awards 
Compliance Supplement - Equipment and Real Property Management  
 
Source of Governing Requirements – The equipment requirements are contained in 2 CFR 200 - Uniform 
Administrative Requirements, Cost Principles, and Audit Requirements for Federal Awards, program legislation, 
Federal awarding agency regulations, and the award's terms and conditions.  
 
Additional Policies and Procedures. The following policies and procedures will also be applied to the extent that they 
do not conflict with or contradict the existing Board policies listed on page 3:  
To ensure compliance with these requirements, Archuleta County has implemented the following policies and 
procedures:  
 

1. All equipment will be used in the program for which it was acquired or, when appropriate, used in other 
Federal programs.  

When required, purchases of equipment will be pre-approved by the grantor or pass-through agency. The 
Department Head will be responsible for ensuring that equipment purchases have been previously approved, 
if required, and will retain evidence of this approval.  

Property/Equipment records will be maintained, a physical inventory shall be taken when deemed necessary, 
and an appropriate system shall be used to safeguard assets.  

When assets with a current per unit fair market value of $5,000 or more are no longer needed for a Federal 
program, a request for written guidance shall be made from the grantor agency regarding what to do with 
the property/equipment before sale or relocation. The County shall abide by the requirements set out in 
§200.311 and §200.313 of 2 CFR 200 - Uniform Administrative Requirements, Cost Principles, and Audit 
Requirements for Federal Awards in this regard. If a sale occurs, proper procedures shall be used to provide 
for competition to the extent practicable and result in the highest possible return.  
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2 CFR 200 - Uniform Administrative Requirements, Cost Principles, and Audit Requirements for Federal Awards 
Compliance Supplement - Matching, Level of Effort, and Earmarking  
 
Source of Governing Requirements – The matching requirements are contained in 2 CFR 200 - Uniform Administrative 
Requirements, Cost Principles, and Audit Requirements for Federal Awards, program legislation, Federal awarding 
agency regulations, and the award's terms and conditions. The requirements for the level of effort and earmarking 
are contained in program legislation, Federal awarding agency regulations, and the award's terms and conditions.  
 
Archuleta County defines "matching," "level of effort," and "earmarking" consistent with the definitions of 2 CFR 200 - 
Uniform Administrative Requirements, Cost Principles, and Audit Requirements for Federal Awards Compliance 
Supplement:  
 
 Matching or cost sharing includes requirements to provide contributions (usually non-Federal) or a specified 
amount or percentage of Federal awards. Matching may be in the form of allowable costs incurred or in-kind 
contributions (including third-party in-kind contributions).  
 
 Level of effort includes requirements for (a) a specified level of service to be provided from period to period, 
(b) a specified level of expenditure from non-Federal or Federal sources for specified activities to be maintained from 
period to period, and (c) Federal funds to supplement and not supplant non-Federal funding of services.  
 
 Earmarking includes requirements that specify the minimum and maximum percentage of the program's 
funding that must/may be used for specified activities, including funds provided to subrecipients. Earmarking may 
also be specified concerning the types of participants covered.  
 
To ensure compliance with these requirements, the County has implemented the following policies and procedures:  
 

1. Compliance with matching, level of effort, and earmarking requirements will be the Department Head's 
responsibility.  

2. Adequate documentation will be maintained to support compliance with matching, level of effort, and 
earmarking requirements. Such information will be made available to administration, auditors, and pass-
through or grantor agencies, as requested.  

 
2 CFR 200 - Uniform Administrative Requirements, Cost Principles, and Audit Requirements for Federal Awards 
Compliance Supplement - Period of Performance  
 
Source of Governing Requirements – The requirements for the period of performance of Federal funds are contained 
in 2 CFR 200 - Uniform Administrative Requirements, Cost Principles, and Audit Requirements for Federal Awards, 
program legislation, Federal awarding agency regulations, and the award's terms and conditions.  
 
To ensure compliance with these requirements, Archuleta County has implemented the following policies and 
procedures:  
 

1. Costs would be charged to an award only if the obligation was incurred during the funding period (unless pre-
approved by the Federal awarding agency or pass-through grantor agency).  

2. All obligations will be liquidated no later than 90 days after the end of the funding period (or as specified by 
program legislation).  
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3. Compliance with the period of performance requirements will initially be assigned to the Department Head.  
All A.P. disbursements are subject to the review and approval of the Finance Director and the department 
head as part of the payment process.  

 
2 CFR 200 - Uniform Administrative Requirements, Cost Principles, and Audit Requirements for Federal Awards 
Compliance Supplement - Procurement, Suspension, and Debarment  

Source of Governing Requirements – The procurement requirements are contained in 2 CFR 200 - Uniform 
Administrative Requirements, Cost Principles, and Audit Requirements for Federal Awards, program legislation, 
Federal awarding agency regulations, and the award's terms and conditions.  
 
The requirements for suspension and debarment are contained O.M.B. guidance in 2 C.F.R. part 180, which 
implements Executive Orders 12549 and 12689, Debarment and Suspension; Federal agency regulations in 2 C.F.R. 
implementing the O.M.B. guidance; 2 CFR 200 - Uniform Administrative Requirements, Cost Principles, and Audit 
Requirements for Federal Awards; program legislation; Federal awarding agency regulations; and the terms and 
conditions of the award.  
 
To ensure compliance with these requirements, Archuleta County has implemented the following policies and 
procedures:  
 

1. Purchasing and procurement related to Federal grants will be subject to the County's general policies and 
procedures. (See Procurement Policy.)  

2. Contract files will document the significant history of the procurement, including the rationale for the 
procurement method, selection of the contract type, contractor selection or rejection, and the basis of the 
contract price.  

3. Procurement will provide for full and open competition.  

4. No employee, officer, or agent may participate in the selection, award, or administration of a contract 
supported by a Federal award if they have a real or apparent conflict of interest. Such a conflict of interest 
would arise when the employee, officer, or agent, any member of his or her immediate family, his or her 
partner, or an organization which employs or is about to employ any of the parties indicated herein, has a 
financial or other interest in or a tangible personal benefit from a firm considered for a contract. The officers, 
employees, and agents can neither solicit nor accept gratuities, favors, or anything of monetary value from 
contractors or parties to subcontracts. If the financial interest is not substantial or the gift is an unsolicited 
item of nominal value, no further action will be taken. However, disciplinary measures will be applied for 
violations of such standards otherwise.  

5. The County will avoid the acquisition of unnecessary or duplicative items. Consideration will be given to 
consolidating or breaking out procurements to obtain a more economical purchase. The analysis will be made 
of lease versus purchase alternatives and any other analysis to determine the most economic approach. As 
described in §200.318 of 2 CFR 200 - Uniform Administrative Requirements, Cost Principles, and Audit 
Requirements for Federal Awards, the County will also analyze other means to ensure appropriate and 
economic acquisitions.  

6. The County is prohibited from contracting with or making sub-awards to suspended or debarred parties or 
whose principals are suspended or debarred. According to 2 CFR 200 Appendix II (H), a contract award must 
not be made to parties listed on the governmentwide exclusion in the System for Award Management (SAM), 
in accordance with the OMB guidelines at 2 CFR 180 that implemented executive orders 12549 and 12689, 
“Debarment and Suspension.” SAM Exclusions contains the dames of parties debarred, suspended, or 
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otherwise excluded by agencies, as well as parties declared ineligible under statutory or regulatory authority 
other than executive order 12549. To maintain this compliance the county will perform SAM verifications for 
each contracted vendor associated with the grant awards and maintain documentation. County staff shall 
Verify with SAM.gov for Exclusion status of contractors to avoid issues with reimbursable grant cost.  

"Covered transactions" include those procurement contracts for goods and services awarded under a non-
procurement transaction (i.e., grant or cooperative agreement) that are expected to equal or exceed $20,000 
or meet certain other specified criteria. All non-procurement transactions (i.e., sub-awards to subrecipients), 
irrespective of the award amount, are considered covered transactions.  

7. Archuleta County will include a suspension/debarment clause in all written contracts in which the 
vendor/contractor will certify that it is not suspended or debarred. The contract will also contain language 
requiring the vendor/contractor to notify the government immediately upon becoming suspended or 
debarred. This will serve as adequate documentation as long as the contract remains in effect.  

8. The Finance Director will be responsible for running a year-to-date transaction report from the County's 
accounting system. Any vendor with accumulated transactions equaling or exceeding $20,000 that is not 
subject to a written contract, including a suspension/debarment clause or for which a signed statement or 
suspension or debarment is not on file, will be subject to additional procedures. The Department Head or 
designee will check the Excluded Parties List System (E.P.L.S.) maintained by the General Services 
Administration (G.S.A.) for the vendor’s name. A potential match will be followed-up on immediately. Each 
vendor searched on E.P.L.S. will be initialed on the vendor transaction report, and the report will be signed 
and dated on the first or last page. The vendor transaction report will be retained as evidence of control.  

9. If a vendor is found to be suspended or debarred, the County will immediately cease to do business with this 
vendor.  

10. Executed contracts and signed quarterly reports and requests for reimbursements (R.F.R.) will be retained 
and filed by the Department Head.  Copies will be forwarded to the Accountant.  

 
2 CFR 200 - Uniform Administrative Requirements, Cost Principles, and Audit Requirements for Federal Awards 
Compliance Supplement - Program Income  
 
Source of Governing Requirements – The requirements for program income are found in 2 CFR 200 - Uniform 
Administrative Requirements, Cost Principles, and Audit Requirements for Federal Awards, program legislation, 
Federal awarding agency regulations, and the award's terms and conditions.  
 
To ensure compliance with these requirements, Archuleta County has implemented the following policies and 
procedures:  
 

1. Program income will include (but will not be limited to): income from fees for services performed, the use or 
rental of real or personal property acquired with grant funds, the sale of commodities or items fabricated 
under a grant agreement, and payments of principal and interest on loans made with grant funds. It will not 
include interest on grant funds unless otherwise provided in the Federal awarding agency regulations or 
terms and conditions of the award.  

2. The County will allow program income to be used in one of three methods:  
a. Deducted from outlays  
b. Added to the project budget  
c. Used to meet matching requirements  
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3. Absent specific guidance in the Federal awarding agency regulations or the terms and conditions of the 
award, program income shall be deducted from program outlays.  

4. Program income, when applicable, will be accounted for as a revenue source in the same program code as 
the Federal grant.  

 
2 CFR 200 - Uniform Administrative Requirements, Cost Principles, and Audit Requirements for Federal Awards 
Compliance Supplement - Reporting  
 
Source of Governing Requirements –  
 
To ensure compliance with these requirements, Archuleta County has implemented the following policies and 
procedures:  

1. Reports will be submitted in the required frequency and within the required deadlines. 

2. Reports will be completed using the standard forms (as applicable) and delivery method (i.e., e-mail, grantor 
website, postal service, etc.).  

3. Regardless of the report delivery method, a copy of the submitted report will be retained and any 
documentation necessary to support the report's data. The report will evidence the date of submission to 
document compliance with timeliness requirements. This may be done either physically or electronically.  

4. Financial reports will always be prepared based on the general ledger using the required basis of accounting 
(i.e., cash or accrual). In cases where financial data is tracked outside of the accounting system (such as in 
spreadsheets or paper ledgers), this information will be reconciled to the general ledger before report 
submission.  

5. Any report with financial-related data will either be prepared or reviewed by the Department Head and have 
the appropriate review based on specific grant guidelines.  

6. Preparation of reports will be the responsibility of the Department Head. All reports (whether financial, 
performance, or special) must be reviewed and approved (as applicable) before submission. This will be 
evidenced by either physical signatures or electronic timestamps of approval.  

7. Copies of submitted reports with the preparer and reviewer signatures and data will be filed with supporting 
documentation and any follow-up correspondence from the grantor or pass-through agency. Copies of all 
such reports will be made available to administration, auditors, and pass-through or grantor agencies, as 
requested.  

 
2 CFR 200 - Uniform Administrative Requirements, Cost Principles, and Audit Requirements for Federal Awards 
Compliance Supplement – Subrecipient Monitoring  
 
Source of Governing Requirements – The requirements for subrecipient monitoring are contained in 31 USC 
7502(f)(2)(B) (Single Audit Act Amendments of 1996 (Pub. L. No. 104-156)), 2 CFR 200 - Uniform Administrative 
Requirements, Cost Principles, and Audit Requirements for Federal Awards, program legislation, 2 C.F.R. parts 25 and 
170, and 48 C.F.R. parts 4, 42, and 52 Federal awarding agency regulations, and the terms and conditions of the 
award.  
 
The County will review and oversee subrecipient activity and obtain a copy of their single audit. Other oversight 
processes and procedures will be established on a case-by-case basis, dependent on grant requirements and the level 
of activity of the subrecipient.  
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2CFR 200- Personal Identifiable Information (PII) Policy 
 

1. 2 CFR 200.205 2 At a minimum, the information in the system for a prior Federal award recipient must 
demonstrate a satisfactory record of executing program or activities under Federal grants, cooperative 
agreements, or procurement awards; and integrity and business ethics. 

CFR 200.303(e) The County must take reasonable measures to safeguard protected personally identifiable 
information and other information the Federal awarding agency or pass-through entity designates as 
sensitive or the non-Federal entity considers sensitive consistent with applicable Federal, state, local, and 
tribal laws regarding privacy and obligations of confidentiality. 

It is up to all staff to ensure the least amount of exposure of any personal or professional information is 
shared. This can lead to fraud and liability. 

In case of a PII breach it will be brought to the Director of the dept. and The County Attorney will as well as 
what to do in case of a breach using each departments operating manual. 

Ways to ensure employees keep information secure. 

a. Restrict access to sensitive information for hard-copy and electronic files 
b. Require employees to report lost or stolen files and computer technology 
c. Implement response procedures for IT security breaches 
d. Require supervisory approval before submitting documents with potentially sensitive information 
e. Do not use Social Security Numbers, when possible 
f. Maintain documentation of what constitutes PII and educate employees about that 
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For general cost principles, please see the following 2 CFR 200 guidance: 
 
● §200.401 Application of Cost Principles 
● §200.402 Composition of Costs: Total Allowable Costs 
● §200.403 Factors Affecting Allowability of Costs 
● §200.404 Reasonable Costs 
● §200.405 Allocable Costs 
● §200.412 Classification of Costs 
● §200.414 Indirect Costs 
● §200.407 Prior Written Approval 
For generally allowable costs, please see the following 2 CFR 200 guidance: 
● §200.430 Compensation - Personal Services 
● §200.431 Compensation - Fringe Benefits 
● §200.432 Conferences 
● §200.453 Materials and Supplies Costs Including Costs of Computing Devices 
● §200.459 Professional Service Costs 
● §200.461 Publication and Printing Costs 
● §200.474 Transportation Costs 
For costs that require prior written approval, please see the following 2 CFR 200 guidance: 
● §200.413(c) Salary of Administrative and Clerical Staff 
● §200.438 Entertainment Costs 
● §200.439 Equipment and Other Capital Expenditures 
● §200.441 Fines, Penalties, Damages, and Other Settlements 
● §200.447 Insurance Indemnification 
● §200.454 Memberships, Subscriptions, and Professional Activity Costs 
● §200.455 Organization Costs 
● §200.456 Participant Costs 
● §200.474 Travel Costs 
For generally unallowable costs, please see the following 2 CFR 200 guidance: 
● §200.423 Alcoholic Beverages 
● §200.426 Bad Debts 
● §200.442 Fund-raising and Investment Management Costs 
● §200.444 General Costs of Government 
● §200.450 Lobbying 
● §200.4467 Selling and Marketing 
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