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General Information 
 
 
Building Safer Communities  
The mission of Wisconsin’s Office of Justice Assistance is to provide communities, 
state and local government agencies, and private nonprofit programs with 
effective financial resources, meaningful justice system planning data and 
information, and appropriate linkages to justice system programming in order to 
have a positive, long-term impact on Wisconsin's justice system while promoting 
the safety of its citizens.  OJA administers grants in the following program areas: 
 
 Criminal Justice  
 Homeland Security  
 Juvenile Justice  
 Violence Against Women Act (VAWA)  
 Wisconsin Justice Information Sharing (WIJIS) 
 
Goal of the Guide.  OJA has prepared this guide in an attempt to provide 
recipients with basic information which will facilitate the efficient administration 
of a grant program.  Circulars published by the Office of Management & Budget, 
the OJP Financial Guide, OJA policy memoranda, and other Federal and state 
regulations were used in preparing this guide. 
 
Questions.  An attempt has been made to provide all pertinent information 
while emphasizing simplicity.  Questions not answered by the guide may be 
addressed to OJA.   
 
All requests for assistance should be addressed to: 
 

WI Office of Justice Assistance 
1 S. Pinckney Street, Suite 600 

Madison, WI  53702 
(608) 266-3323 
www.oja.wi.gov 
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Resources 
 

Federal Resources 
 
US Department of Justice/Office of Justice Programs Financial Guide  This guide 
serves as a primary reference manual to assist award recipients in fulfilling their 
fiscal responsibility to safeguard grant funds and ensure funds are used for the 
purposes for which they were awarded. The guide should serve as a day-to-day 
management tool for OJP award recipients and may also be used by sub-
recipients in administering their grant programs. The provisions of the guide 
apply to all grantor agency awards. 
 
Code of Federal Regulations  This is the codification of the general and 
permanent rules published in the Federal Register by the executive departments 
and agencies of the federal government. It is divided into fifty titles that 
represent broad areas subject to federal regulation. 

OMB Circulars.  Instructions or information issued by OMB to federal agencies. 

Administrative Requirements: 

OMB Circular A-102:  Grants and Cooperative Agreements with State and Local 
Governments. 

OMB Circular A-110:  Uniform Administrative Requirements for Grants and 
Agreements With Institutions of Higher Education, Hospitals and Other Non-
Profit Organizations (codified at 28 CFR Part 70). 

Cost Principles: 

OMB Circular A-21:  Cost principles for Educational Institutions (codified at 28 
CFR Part 66, by reference). 

OMB Circular A-87:  Cost Principles for State, Local, and Indian Tribal 
Governments (codified at 28 CFR Part 66, by reference). 

OMB Circular A-122:  Cost Principles for Non-Profit Organizations (codified at 28 
CFR Part 66, by reference). 

Audit Requirements: 

OMB Circular A-133:  Audits of States, Local Governments and Non-Profit 
Institutions (codified at 28 CFR Part 66 & Part 70). 
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OJA Website 

 
 
OJA Document Library  This section of our website is the source for financial 
documents, grant materials, applications, procedures or other types of 
documents or forms within OJA. 
 
OJA Contact Email Addresses 
 
Contact the OJA program areas listed below: 

Criminal.Justice@oja.state.wi.us 

Juvenile.Justice@oja.state.wi.us 

Homeland.Security@oja.state.wi.us 

Justice System Training Program 

Violence.Against.Women.Act@oja.state.wi.us 

WIJIS@oja.state.wi.us 
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For financial questions, use one of the following email addresses: 

Grants.Management@oja.state.wi.us 

Fiscal.Management@oja.state.wi.us 
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Conflicts of Interest 
 
Personnel and other officials connected with agency funded programs shall 
adhere to the following requirements: 
 
Advice.  No official or employee of the state or unit of local government or of 
non-governmental recipients shall participate personally through decisions, 
approval, disapproval, recommendation, the rendering of advice, investigation, or 
otherwise in any proceeding, application, request for a ruling or other 
determination, contract, award, cooperative agreement, claim, controversy, or 
other particular matter in which award agency funds (including program income 
or other funds generated by federally funded activities) are used, where to 
his/her knowledge, he/she or his/her immediate family, partners, organization 
other than a public agency in which he/she is serving as an officer, director, 
trustee, partner, or employee or any person or organization with whom he /she 
is negotiating or has any arrangement concerning prospective employment has a 
financial interest or less than an arms-length transaction. 
 
Appearance.  In the use of OJA project funds, officials or employees of state or 
local units of government and non-governmental recipients shall avoid any action 
which might result in or create the appearance of: 
 
 Using his/her official position for private gain 
 Giving preferential treatment to any person 
 Losing complete independence or impartiality 
 Making an official decision outside official channels 
 Affecting adversely the confidence of the public in the integrity of the 

government or the program 
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Certifications 
 

Federal regulations require that recipients of federal funds provide certifications 
regarding: 
 
 Lobbying 
 Debarment, Suspension, and Other Responsibility Matters 
 Drug-Free Workplace Requirements 

Certified Assurances 
 
Sample forms are located in the appendix of this guide. 
  
 
OJA will provide you with the appropriate forms to be completed as part of the 
grant process.  Applicant agencies should carefully read these forms prior to 
signing.  Applicant agencies should contact OJA for more information or 
clarification. 
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Equal Employment Opportunity Plan 
 

Equal Employment Opportunity Plan (EEOP) Requirement 
For Sub-Grantees Receiving U.S. Department of Justice Grant Funds 

 
The following information is required to determine whether the grantee a) is 
exempt from EEOP development, b) must have an approved EEOP on file, or c) 
must submit an EEOP directly to the Office for Civil Rights, Office of Justice 
Programs, U.S. Department of Justice. 
 

If the Grantee: Then: 

 
Has 49 or Fewer Employees 

 
They are Exempt from EEOP 

 
Receives less than $25,000 in federal Office of Justice grants 

or sub-grants 

 
They are Exempt from EEOP 

 
Has 50 or more employees; AND received a total of $25,000 
or more in federal Office of Justice grants or sub-grants; AND 

have 3 percent or more minorities in service population 
(however, if less than 3 percent minorities in service 

population, an EEOP must still be prepared, but must focus 
on employment practices affecting women only). 

 

 
 

Maintain an EEOP on file for 
review by Office of Justice Programs, 

if requested. 

 
Has 50 or more employees; AND received over $500,000 (or 
$1,000,000 during an 18-month period) or more in federal 

Office of Justice grants or sub-grants; AND have 3 percent or 
more minorities in service population (however, if less than 3 
percent minorities in service population, an EEOP must still 

be prepared, but must focus on employment practices 
affecting women only). 

 

 
Submit an EEOP to the Office for 

Civil Rights, Office of Justice 
Programs, U.S. Department of 

Justice, 810 Seventh Street N.W., 
Washington, D.C. within 60 days of 
award (include the grant number, 

award amount, and start/end dates). 

 
For assistance in developing an EEOP, contact a Compliance Specialist at the 
Office for Civil Rights, (202) 307-0690. 
 
At this time this condition does not apply to Homeland Security grant funds. 
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OJA Grants Process 

 

OJA applies for and receives funds from the federal government. 

OJA Sub-grant Process 
 

Pre-Award Functions 
1. Sub-grant funding opportunity is announced 
2. Sub-grant applications are received by OJA 
3. Applications are reviewed 
4. Grant awards are mailed to selected applicants 

Post-Award Functions 
1. Technical assistance is provided to sub-grantees 
2. Reimbursements are processed 
3. Program Reports are received and recorded 
4. Grant change requests are processed 
5. Grants are monitored. 

Close-out Functions 
1. Sub-grantee reports verified to have been submitted 
2. Sub-grantee expenditures are analyzed and reconciled 
3. Funds turned-back from sub-grantees are collected and 

processed 

Closeout documents are supplied to the federal government, including all 
fiscal and program reports. 
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Application Process 
 
Eligibility for Funding.  OJA administers block, formula, and discretionary 
grants to units of state and local government, Tribes and Tribal organizations, 
educational institutions, hospitals, and private non-profit organizations.  Eligibility 
for funding varies by grant program and initiative.  Please review all funding 
announcements for your agency's eligibility. 
 
Application Contents.  Applications generated by OJA typically the following 
sections: 
 
 Contact page 
 Program summary 
 Goals/Objectives 
 Budget page 
 Certifications and signature pages 
 
Application Period.  Once a funding announcement is generated by OJA, 
eligible applicants will have a set time period to complete and return all 
application materials, as indicated.  Incomplete applications may be omitted from 
funding consideration. 
 
Review Process.  Once an application period has ended, the grant review 
process begins.  It is during this period that OJA will address any questions that 
may arise from completed applications.  An internal or external grant review will 
then follow.  Applicants selected for funding will then receive notification letters 
and grant award documents.  Those not selected will be notified. 
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Conditions of Award and Acceptance 
 

The Grant Award.  After completion of the review process, applications 
designated for approval are formally issued a Grant Award.   This document 
includes: 
 
 Name of recipient 
 Grant period 
 Type of federal funds 
 Amount federal funds 
 Grant number and 
 Special conditions, as appropriate, that the grantee must meet if the award is 

accepted 
 
A grant award document is broken down into 3 main sections: 
 
Signature Page.  This page details the name of the grantee, grant number, type 
of Federal funds, and end-date of the grant.  This page must be signed by the 
authorized signing officials of both OJA and the grantee agency. 
 
Attachments A, B, and/or C.  These attachments detail the grant period, 
approved budget, and any general or special conditions of the grant. 
 
Acknowledgement Notice.  This section details the reporting requirements 
expected of the grantee, and must be signed by the Project Director. 
 
A sample grant award document can be found in the appendix of this 
guide. 
 
Award Notification and Acceptance.  Upon approval, OJA will process and 
send the grantee two copies of signed grant award documents.  Upon receipt, 
the grantee will have 30 days to do the following: 
 
1. Read the entire grant award carefully 
2. Contact OJA with any questions 
3. Obtain the signature of the authorized official and project director(both 

copies) 
4. Mail one copy of the award documents back to OJA (the other copy is kept 

for the grantee’s records) 
 
Upon OJA’s receipt of the returned award document with all original signatures, 
the grant is considered to be active.   
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Authorized Signatures for Grant Awards.  For local units of government, 
OJA requires that grant award documents are signed by the highest elected 
official.  These individuals are typically: 
 
Cities:  Mayor or City Manager 
Counties:  County Board Chairperson or County Executive 
 
For Non-Profit Organizations the officers or employees authorized to sign 
contracts is typically detailed in the by-laws of the organization.   
 
Letters of Commitment do not require signatures. 
 
Commencement of Grant Activities.  Grant activities and related 
expenditures may not begin until the agreed upon start date of the grant. 
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Special Conditions of Award 
 
In some instances, a grant may contain Special Conditions.  These are conditions 
that the grantee must meet in addition to general conditions associated with the 
grant.  Some examples of special conditions include: 
 
Need for Revised Budget.  In the event that a grant project is approved at a 
different amount than applied for, or if a certain section of the requested budget 
is removed, OJA may require a revised budget be submitted before disbursing 
funds. 
 
Grant Extensions.  Some grant periods may be contingent upon the end-date 
of the federal grant award.  In this case, a condition may state that an extension 
of the grant end date will be made pending OJA receiving an extension of the 
federal grant award. 
 
Submission of Required Forms.  In some cases, required forms may not have 
been submitted to OJA during the grant application process.  These could include 
certification forms, contracts, or other grant-related forms.  All required forms 
need to be submitted before OJA will disburse funds. 
 
Programmatic Concerns.  Certain grants may require specific programmatic 
conditions, such as goals that must be met or certifications that an activity has 
been completed.  Evidence of these conditions must be shown before the grant 
can be closed out. 

 
Please read Attachment A and/or B of your grant award closely for any 
Special Conditions.  Work with OJA to clear them as soon as possible, 
in order to ensure compliance with all grant requirements and allow 
timely grant payments. 
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Financial Management Standards 
 
All recipients are required to establish and maintain accounting systems and 
financial records to accurately account for funds awarded to them.  These 
records shall include both federal funds and all matching funds of state, local, 
and private organizations, when applicable. 
 
Accounting System.  The recipient is responsible for establishing and maintaining 
an adequate system of accounting and internal controls for itself.  An acceptable and 
adequate accounting system: 
 
 Presents and classifies projected historical cost of the grant as required for 

budgetary and evaluation purposes 
 Provides cost and property control to assure optimal use of funds 
 Controls funds and other resources to assure that the expenditure of funds 

and use of property are in conformance with any general or special conditions 
of the recipient 

 Meets the prescribed requirements for periodic financial reporting of 
operations 

 Provides financial data for planning, control, measurement, and evaluation of 
direct costs 

 
Accounting System Standards.  The recipient is responsible for establishing and 
maintaining an adequate accounting system and internal controls.  Accounting 
systems are made up of a series of operations which involve classifying, recording, 
summarizing, and reporting transactions.  Elements of the system must consist of 
an account structure, accounting records, source documents, a system for coding 
financial transactions, and written procedures prescribing the manner in which and 
by whom these operations are performed.  A recipient’s accounting system must 
include the following: 
 
 System coding or classification must permit summarization and reporting of 

grant expenditures by specific programs, projects, uniform receipt and 
expenditure classifications 

 Accounting records should adequately identify the receipt and expenditure of 
each recipient or contractor 

 Accounting records, which must include a ledger and supporting books of 
account, should refer to subsidiary records or documentation which support 
each entry and which can be readily located and identified with the grant 

 Accurate, current, and complete financial reporting information 
 Systems integration with an adequate system of internal controls to 

safeguard grant funds and properties, check the accuracy and reliability of 
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accounting data, promote operational efficiency, and encourage adherence by 
the recipient to prescribed management policies 

 
Commingling of Funds.  The accounting systems of all recipients must ensure 
that agency funds are not commingled with funds from other federal agencies.  
Each award must be accounted for separately.  Recipients are prohibited from 
commingling funds on either a program-by-program basis or a project-by-project 
basis.  Funds specifically budgeted and/or received for one project may not be 
used to support another. 
 
Minimization of Cash Balance.  Recipient organizations should request funds 
based upon immediate disbursement requirements.  OJA policy is to make grant 
payments on a reimbursement basis.  Requests for terms other than 
reimbursement will be considered on a case-by-case basis.  Recipients must 
ensure that cash on hand is kept at a minimal balance. 
 
Interest Earned on Advances.  All recipients, shall account for interest earned 
on advances of federal funds as follows: 
 
a. May keep interest earned on all advances of federal grant funds up to $100 

per fiscal year per recipient and report the interest earned to OJA.  This 
amount is not per award but from all funds received as a result of federal 
programs. 

b.  Interest may be added to the funds committed to the grant agreement and 
used for the purpose and under the conditions of the grant agreement.  
Interest earnings must be reported to OJA. 

 
Special Conditions.  The recipient must provide written documentation that 
shows that the General and Special Conditions in Attachment B and Attachment 
C (as appropriate) to the award have been met.  Failure to meet any of the 
General and Special Conditions, unless specifically waived in writing by both the 
program specialist and the financial officer prior to termination of the grant, will 
result in the disallowance of all award expenditures and the return of all state 
and federal funds to OJA. 
 
Supplanting.  A written certification must be provided to OJA that federal funds 
will not be used to supplant state or local funds.  Federal funds must be used to 
supplement existing funds for program activities, and not replace those funds 
which have been appropriated for the same purpose.  If there is a potential 
presence of supplanting, the recipient will be required to supply documentation 
demonstrating that the reduction in non-federal resources occurred for reasons 
other than the receipt or expected receipt of federal funds. 
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Travel Guidelines 
 
Travel guidelines for OJA-funded grants use the State of Wisconsin travel 
policies. 

 
Item Policy Amount 

 
 
 

Meals 

Meal claims must be actual, reasonable and necessary and 
represent the actual amount spent. For a claim to be reimbursed 
in excess of the maximum amount, an itemized receipt or charge 
card credit slip (tear tabs are not acceptable) must be provided 
and there must be documentation that the cost was incurred 
outside of the traveler’s control. To be allowed reimbursement for 
breakfast, the employee must leave home before 6:00 a.m.;  
lunch, departure must be before 10:30 a.m. and return after 2:30 
p.m.; dinner, return must be after 7:00 p.m. 
  
On any particular day an employee is entitled to reimbursement 
for two or more consecutive meals, the maximum amount for one 
or more meals may be exceeded and the employee may claim the 
actual amount spent for each meal as long as the total amount 
claimed for the eligible meals is not greater than the combined 
maximum reimbursement rate for those meals. If meal maximums 
are not reached on one day, the excess amount does not accrue 
and cannot be applied to meals on another day or other costs 
incurred. An employee is eligible for a higher meal reimbursement 
rate when traveling out of state. 

In-State:         
 Breakfast $ 8.00

                           Lunch $ 9.00
                         Dinner $17.00

Bag Lunch $ 4.00

Out-Of-State: 
 Breakfast $ 10.00

Lunch $ 10.00
Dinner $ 20.00

Reimbursement includes 
tax and gratuity, but not 
alcoholic beverages. 

Lodging Out of state lodging:  All government rates should be 
sought for standard room only. 
 
 

LODGING IN-STATE:  
$70 for all counties excluding 
Milwaukee, Waukesha and 
Racine Counties. 
 
Rates for Milwaukee, Waukesha 
and Racine Counties=$80 
(All rates are excluding sales 
and/or room taxes) 
 

 
Mileage 

 
 

 
Use state mileage rate. 

 
State Rate:        $.485 per mile 
 

 
Airfare 

 
Coach fare at the lowest fare available.  Requires 
original receipt for reimbursement. 

 
 

Actual Cost 

  
Costs incurred beyond the state approved rates are the 
responsibility of the grantee. 
 
All rates current as of 7/1/08 
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Match or Cost Sharing 
 

Match Requirements.  Match is to be provided for on a project-by-project 
basis, unless otherwise stated in the program guidelines.  Match is restricted to 
the same use of funds as allowed for federal funds. 
 
Types of Match. 
 
 Hard Match (Cash) includes cash spent for project related costs.  Any time 

devoted to the project by an employee of the recipient that is not reimbursed 
by OJA is considered cash match. 

 
 Soft Match (In-Kind) includes, but is not limited to, the valuation of in-kind 

services.  In-kind is the value of something received or provided that does 
not have a cost associated with it.  For example, if in-kind match is permitted 
by law, then the value of donated services could be used to comply with the 
match requirement. 

 
Source and Type of Funds.  Hard match (cash) may be applied from the 
following sources: 
 
 Funds from state and local units of government that have a binding 

commitment of matching funds for programs or projects 
 Funds from the Housing and Community Development Act of 1974, 42 U.S.C. 

5301, et seq. (subject to the applicable policies and restrictions of the 
Department of Housing and Development) 

 Equitable Sharing Program, 21 U.S.C. 881(e) (current guidelines developed 
by the DOJ Asset Forfeiture Office apply).  Forfeited assets used as match 
from the Equitable Sharing Program would be adjudicated by a Federal Court 

 Funds contributed from private sources 
 Program income and the related interest earned on that program income 

generated from projects may be used as match provided it is identified and 
approved prior to making an award 

 Program income funds earned from seized assets and forfeitures (adjudicated 
by a State court, as State law permits) 

 Funds appropriated by Congress for the activities of any agency of a Tribal 
government or the Bureau of Indian Affairs performing law enforcement 
functions on Tribal lands 

 Otherwise authorized by law 
 
Timing of Matching Contributions.  Matching contributions need not be 
applied at the exact time or in proportion to the obligation of the federal funds.  
However, the full matching share must be obligated by the end of the period for 
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which the federal funds have been made available for obligation under an 
approved program or project.  Time-phased matching may be required by OJA 
on awards to nongovernmental recipients. 
 
Records for Match.  Recipients must maintain records which clearly show the 
source, the amount, and the timing of all matching contributions.  In addition, if 
a program or project has included within its approved budget contributions which 
exceed the required matching portion, the recipient must maintain records of 
them in the same manner as it does the awarding agency funds and required 
matching shares. 
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Program Income 
 

Program income means gross income earned by the recipient, during the funding 
period, as a direct result of the award.  Direct result is defined as a specific act 
or set of activities that are directly attributable to grant funds and which are 
directly related to the goals and objectives of the project. 

 
Interest Income.  Interest income should be treated and reported as program 
income.  Refer to specific program guidelines on interest income. 
 
Royalties.  The recipient shall retain all royalties received from copyrights or 
other works developed under projects or from patents and inventions, unless the 
terms and conditions of the project provide otherwise or a specific agreement 
governing such royalties has been negotiated between OJA and the recipient. 
 
Asset Seizures and Forfeiture Income.  Income received from the sale of 
seized and forfeited assets (personal or real property) or from seized and 
forfeited money shall follow the Addition Method of handling program income.  
The following policies apply to program income from asset seizures and 
forfeitures: 
 
 Program income, with the approval of OJA, may be retained by the entity 

earning the program income or used by the recipient for any purpose that 
furthers the objectives of the legislation under which the grant was made. 

 
 Program income earned in an anti-drug abuse task force operation must 

remain within the task force, even if a unit of government no longer 
participates in the task force or a change of lead agency occurs. 

 
 State or local units of government may use program income funds from 

seized and forfeiture assets as match when assets are adjudicated by a state 
court, in accordance with state law.  In addition, state and local units of 
government MAY use cash received under the equitable sharing program for 
the non-Federal portion (match) of program costs, as provided for in the 
guidelines established by the DOJ Asset Forfeiture Office, when the assets are 
adjudicated by a federal court. 

 
 There are no federal requirements governing the disposition of program 

income earned after the end of the funding period unless the terms of the 
award or OJA’s regulations provide otherwise.  Program income from asset 
seizures and forfeitures is considered earned by the project at the time of the 
seizure, and is available for use by the recipient upon forfeiture. 
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Refer to the “OJA Guidelines for Use of Program Income Generated by Seizures 
and Forfeitures” manual. 
 
Other Guidelines.  In the absence of other restrictions on disposition contained 
within the award or the terms and conditions of the project, program income 
shall be added to the funds committed in the agreement (Addition Method of 
handling program income).  The program income shall be used by the recipient 
for any purpose that furthers the broad objectives of the legislation under which 
the award was made (i.e. expanding the project or program, continuing the 
project or program that furthers the broad objectives of the State, obtaining 
equipment or other assets needed for the project or program or for other 
activities that further the statute’s objectives). 
 
Program Income Accountability.  All income generated as a direct result of 
an agency funded project shall be deemed program income.  Program income 
must be reported to OJA and used for the purposes and under the conditions 
applicable to the award.  Program income costs follow the same allowability 
criteria as the federal grant funds.  The federal portion of program income must 
be accounted for up to the same ratio of federal participation as funded in the 
project.  For example: 
 
 A grant was funded by 100% federal funds, and must account for and report 

on 100% of the total program income earned.  The total program income 
earned was $20,000 and the recipient must account for and report $20,000 
as program income on the financial report. 

 
 A grant was funded by 75% federal funds and 25% non-federal funds.  The 

total program income earned by the grant was $100,000 of which $75,000 
must be accounted for and reported by the recipient as program income on 
the financial report. 
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Reporting Requirements 
 

Financial Reporting.  In order to obtain financial information concerning 
the use of federal funds, OJA requires that recipients of these funds submit 
timely fiscal reports for review. 
 
Submission Requirement.  Financial reports must be submitted each time 
funds are requested and at a minimum on the dates specified on the 
Acknowledgement Notice (final page of the grant award packet).  Future awards 
and fund draw-downs may be withheld if the financial report is delinquent. 
 
Person Responsible for Fiscal Report Completion.  Please indicate the 
name and telephone number of the person responsible for completion of the 
fiscal report.  This will enable OJA fiscal staff to easily reach this person for 
answers to pertinent questions regarding this report (and hopefully expedite 
processing time!). 
 
Official Signatures.  G-2 and G-4 Financial Reports must be signed and dated 
by both the Project Director and the Financial Officer of the project and the 
original document submitted. 
 
Reconciliation of Confidential Funds.  OJA grant recipients of confidential 
funds must submit a Reconciliation of Confidential Funds Report, as well as a 
Confidential Funds Expenditure Report with the G-2 financial report.  Failure to 
submit these reports may result in suspension of funding or termination of the 
grant. 
 
Program Income Generated by Seizures & Forfeitures.  For Drug Task 
Force grants, the Program Income Generated by Seizures & Forfeitures Report 
and the Program Income Expenditure Report must be submitted with the G-2 
financial report.  Instructions for completion of these reports may be found in the 
“Guidelines for Use of Program Income Generated by Seizures & Forfeitures” 
manual.  
 
Uniform Crime Reporting.  Law enforcement agencies required by state law, 
as direct providers, must submit Uniform Crime Reports (UCR) to OJA by the 15th 
of each month.  Grant funds will not be released to any recipient that is found to 
be delinquent in the submission of monthly Uniform Crime Reports.  Temporary 
waiver of this requirement may be granted upon request of OJA. 
 
G-2 Financial Report.  This is the financial reporting and fund request form for 
most OJA grants.  A sample G-2 form is located in the appendix of this guide. 
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G-4 Grant Termination Report.  This is the financial reporting and fund 
request form used for Homeland Security grants.  A sample G-4 form is located 
in the appendix of this guide. 
 
G-5 Final Inventory List.  For equipment grants, it may be necessary to 
complete the G-5 Final Inventory List.  This form details the specific items 
purchased with grant funds. 
 
Recipients who have received funds in excess of their final actual expenditures 
will be notified in writing to reimburse OJA for any overpayment. 
 
Program Reporting.  The Office of Justice Assistance is required to submit 
reports to the Wisconsin Legislature and federal granting agencies which detail 
the types of projects funded and their effectiveness in meeting the program 
requirements. The source of the majority of information reported to the state 
and federal government is individual grantees through the submission of 
progress reports related to grant funded activities. Progress reports also provide 
a basis for discussion during on-site monitoring visits from your program 
manager. 
 
How you will report will vary depending on the source of grant funds being used 
for your project.  The appropriate reporting forms will be listed on your award 
documents.  Reports will be due on the dates specified on the Acknowledgement 
Notice (final page of the grant award packet).  Grants may be suspended if 
required reports are not provided in a timely matter.  Expenditures will not be 
reimbursed if progress reports are overdue. 
 
The following are programmatic reporting requirements for OJA grantees: 
 
1.  Quarterly/Semi-Annual Reporting 
Progress reports are typically done on a quarterly or semi-annual basis. Progress 
reports are due 12 days after the end of the reporting period. At a minimum, you 
will be provided with instructions and a format to submit your reports and, where 
applicable, you will be given forms to complete.  Additionally, reporting forms 
can be found on the OJA website. 
 
NOTE: You are encouraged to submit any information at any time that speaks to 
the success of your program. Publicity (news articles, awards, etc.), survey 
results and letters of support are always useful to your grant manager in 
understanding the impact of your project. 
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2.  Final Progress Report 
Your final report will consist of your final quarter’s report plus a summary of 
activities and accomplishments during the entire project period. Your final report 
should detail how all of the objectives in the approved work plan have been met, 
or if not met, an explanation of why not. You will also be asked to discuss, what, 
if anything, could have been done differently that might have enhanced the 
impact of the project or improved its operation. 
 
3.  Other Reporting Requirements Requested by the Program (See 
Award Documents) 
 
 

 
Grant Closeout Procedures.  Within 60 days of the end-date of the 
grant, the grantee must submit the following to OJA: 
 

 Final (or Annual) Progress Report 
 

 Final G-2 Financial Report (or G-4 Report for Homeland Security grants) 
 

 G-5 Final Inventory List with attached invoice copies (equipment grants 
only) 

 
Final Refund.  If the grantee received more funds than warranted given cash 
expenditures and obligations, the difference must be refunded to the State of 
Wisconsin - OJA.  In such an event, please send a check with your final G-2 
Financial Report.  Make the check payable to ‘Wisconsin Department of 
Administration.’ 
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Grant Payments 
 
Payment Process.  OJA processes grant payments on a reimbursement basis.  
The general turnaround for grant payments is 30 days upon the date of OJA’s 
receipt of a G-2 fund request form.  
 
Withholding of Funds.  In some instances, payment from OJA may be held for 
a number of administrative reasons.  Possible reasons for OJA withholding funds 
include: 
 
 Failure to submit timely progress reports 
 Un-cleared special conditions on the grant 
 Improper/missing original signatures 
 Incorrect budget information on the G-2 form 
 
OJA will work with the grantee to correct any of these issues to ensure payment 
as soon as possible.  Please review your grant award carefully in order to meet 
all requirements and ensure prompt payment. 
 
Advance Payments.  Advance payments are approved on a case-by-case basis.  
Contact OJA for more information. 
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Grant Period/Availability of Funds 
 
Obligations.  An obligation occurs when funds are encumbered, through a valid 
purchase order or requisition to cover the cost of purchasing an authorized item 
on or after the begin date and up to the last day of the grant period in the 
award.  Any funds not properly obligated by the recipient within the grant award 
period will lapse and revert to the awarding agency. The obligation deadline is 
the last day of the grant award period unless otherwise stipulated.  (Example: If 
the award period is 1/1/04 to 12/31/04, the obligation deadline is 12/31/04.) 
Sub-grantees must complete performance during the obligation period (Example:  
OJA could not approve funding for a conference in April 2005 if the grant period 
ended 12/31/04.)  Performance as a result of a contract under a block/formula 
grant may be completed during the expenditure period not to exceed 60 days 
after the end date of the grant. 
 
No additional obligations can be incurred after the end of the grant. 
 
 
Expenditures.  Funds which have been properly obligated by the end of the 
award period will have 60 days in which to be liquidated (expended).  Any funds 
not liquidated at the end of the 60-day period will lapse and revert to OJA. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Goods must be received and the services provided within the approved 
grant period.  Project costs incurred before or after the approved grant 
period cannot be paid with grant funds. 
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Adjustments to Awards 
 

All requests for programmatic and/or administrative budget changes must be 
submitted in writing for OJA review and approval, prior to obligation, in a timely 
manner by the recipient (emailed requests are acceptable).  All requests for 
changes to the approved award shall be carefully reviewed by OJA for both 
consistency with this guide and their contribution to project goals and objectives.  
 
Grant Commencement.  If a project is not operational within 60 days of the 
original start date of the award period, the recipient must report by letter to OJA 
the steps taken to initiate the project, the reasons for delay, and the expected 
start date. 
 
If a project is not operational within 90 days of the original start date of the 
award period, the recipient must submit a second statement to OJA explaining 
the implementation delay.  Upon receipt of the 90-day letter, OJA may cancel the 
project.  OJA may also, where extenuating circumstances warrant, extend the 
implementation date of the project past the 90-day period. 
 
Types of Project Changes. 
 
 Change in project site 
 Change in or temporary absence of the project director 
 Retirement of special conditions, if required 
 Change in project period (no cost extension) is allowed 
 Change in the scope of the programmatic activities 
 Change to the project budget requiring prior approval 
 
Budget Changes.  Transfers of funds between the major cost categories as 
listed in Attachment A of the award may require the approval of OJA.  Budget 
line item transfers of less than 10% of the affected line items do not require 
prior approval if they do not materially alter the scope of the grant.  Any budget 
change which materially alters the project scope requires prior approval from 
OJA.  All changes in personnel and contractual services require prior approval 
from OJA.  Deviation from these requirements will make such expenditures 
subject to audit exception.  All budget changes must be requested within the 
grant period.  Retroactive budget changes will not be considered. 
 
Grant Period Changes.  Requests for changes in the award beginning- and 
end-dates may be requested from OJA.  Recipients must provide evidence that 
such extension is necessary and reasonable.  Retroactive extensions will not be 
considered.  In the event that funds have not been obligated by the end of the 
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project period, the following criteria must be met by the recipient agency when 
submitting a request to extend the obligation deadline: 
 
a. Quarterly Reports (Fiscal and Narrative):  All such reports must be up-to-date 

and satisfactory. 
b. Special Conditions:  All special and general conditions attached to awards 

must be satisfied, except those conditions that must be fulfilled in the 
remaining period of the award.  This includes the performance and resolution 
of audits and on-site monitor report findings in a timely manner. 

c. Justification:  A narrative justification must be submitted with the extension 
request.  Complete details must be provided, including the justification and 
the extraordinary circumstances which require the proposed extension.  
Explain the effect of a denial of the request on the project. 

d. When to File Extension Request:  All requests for extension must be made at 
least one month prior to the end of the original obligation (award period) 
deadline for the grant.  

 
Sanctions.  If a recipient materially fails to comply with the terms and 
conditions of an award, whether stated in a federal statute, regulation, 
assurance, application, certification, or notice of award, OJA may take one or 
more of the following actions, as appropriate in the circumstances: 
 
 Temporarily withhold cash payments pending correction of the deficiency by 

the recipient 
 Disallow (i.e. deny both use of funds and any applicable matching credit for) 

all or part of the cost of the activity or action not in compliance 
 Wholly or partly suspend or terminate awards for the project or program 
 Withhold further awards for the project or program 
 Take other remedies that may be legally available 
 
Grant Termination.  OJA may terminate any project, in whole or in part, when 
a recipient materially fails to comply with the terms and conditions of an award 
or when the recipient and OJA agree to do so.  In the event that a project is 
terminated, OJA will: 
 
 Notify the recipient in writing of its decision 
 Specify the reason 
 Accord the recipient a reasonable time to terminate project operations 
 Request the recipient seek support from other sources 
 
A project which is prematurely terminated will be subject to the same 
requirements regarding audit, recordkeeping, and submission of reports as a 
project which runs for the duration of the project period. 
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Costs 
 

The cost section deals with general allowability of costs.  For specific cost 
information, refer to general funding guidelines for each specific federal program 
administered by OJA. 
 
Determination of Allowability.  To be allowable under a grant program, costs 
must meet the following general criteria: 
 
 Be necessary and reasonable for proper and efficient administration of the 

grant programs 
 Be allocable to federal awards under the provisions of the applicable circular 
 Be authorized or not prohibited under state or local laws or regulations 
 Conform to any limitations or exclusions set forth in these principles, federal 

laws, terms and conditions of the grant award, or other governing regulations 
as to types or amounts of cost items 

 Be consistent with policies, regulations, and procedures that apply uniformly 
to both federal awards and other activities of the governmental unit 

 Be accorded consistent treatment.  A cost may not be assigned to a federal 
award as a direct cost if any other cost incurred for the same purpose in like 
circumstances has been allocated to the Federal award as an indirect cost 

 Be determined in accordance with generally accepted accounting principles 
 Not be included as a cost or used to meet cost sharing or matching 

requirements of any other federal award in either the current or a prior 
period, except as specifically provided by Federal law or regulation. 

 Be net of all applicable credits 
 Be adequately documented. 
 Be paid, or obligated, for services provided during the grant period 
 Be paid, if obligated by the end of the grant period, within 60 days of the 

grant period ending date 
 
Allowable Costs.  Allowable costs are those costs identified in the circulars 
mentioned below, in addition to program guidelines that may be more specific.  
In addition, costs must be reasonable, allocable, necessary to the project, and 
comply with the funding requirements. 
 
 OMB Circular A-87:  Cost Principles for State and Local Units of Governments 
 OMB Circular A-122:  Cost Principles for Non-Profit Organizations 
 OMB Circular A-21:  Cost principles for Educational Institutions 
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Publications.  All written, visual, or audio materials publicizing or resulting from 
award activities shall contain an acknowledgement of the awarding agency 
assistance. An acknowledgement of support shall be made through use of the 
following or comparable footnote: "This project was supported by Award No. 
_______ awarded by the (name of specific office/bureau), Office of Justice 
Programs." If the awarding agency is not OJP, language should reflect the proper 
agency name. 
 
Costs Requiring Prior Approval: 
 
 Pre-Agreement Costs:  Prior approval is required for pre-agreement costs. 
 Indirect Costs:  If allowed under specific program guidelines, a copy of the 

Cost Agreement should be submitted to OJA. 
 Consultant Rates:  Compensation for individual consultant services is to be 

reasonable and consistent with that paid for similar services in the 
marketplace. Consideration will be given to compensation including fringe 
benefits for those individuals whose employers do not provide the same. In 
addition, when the rate exceeds $450 (excluding travel and subsistence 
costs) for an eight-hour day, a written PRIOR APPROVAL is required from 
OJA. Prior approval requests require additional justification. An eight-hour day 
may include preparation, evaluation, and travel time in addition to the time 
required for actual performance. Please note, however, that this does not 
mean that the rate can or should be $450 for all consultants. Rates should be 
developed and reviewed on a case-by-case basis and must be reasonable and 
allowable in accordance with OMB cost principles. Approval of consultant 
rates, in excess of $450 a day, that are part of the original application with 
appropriate justification and supporting data will be approved on a case-by-
case basis.  If consultants are hired through a competitive bidding process 
(not sole source), the $450 threshold does not apply. 
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Unallowable Costs 
 

This section deals in general with unallowability of costs.  For specific 
information, refer to general funding requirements for each specific federal 
program administered by OJA. 
 
Alcoholic Beverages.  Costs of alcoholic beverages are unallowable. 
 
Bad Debts.  Any losses arising from uncollectible accounts and other claims, 
and related collection and legal costs, are unallowable. 
 
Bonuses or Commissions.  The recipient is prohibited from paying any bonus 
or commission to any individual or organization for the purpose of obtaining 
approval of an application for award assistance.  Bonuses to officers or board 
members of profit or non-profit organizations is determined to be a profit or fee 
and is unallowable. 
 
Compensation of Federal Employees.  Salary payments, consulting fees, or 
other remuneration of full-time federal employees are unallowable costs. 
 
Conferences and Workshops.  Unallowable costs include:  entertainment, 
sports, visas, passport charges, tips, bar charges, beverages, laundry charges, 
meal service, honorarium, etc. 
 
Contingencies.  Contributions to a contingency reserve or any similar provision 
made for events the occurrence of which cannot be foretold with certainty as to 
time, intensity, or with an assurance of their happening, are unallowable. 
 
Contributions and Donations.  Contributions and donations by the 
organization to others are unallowable. 
 
Dual compensation.  In no case is dual compensation allowable.  That is, an 
employee of a unit of government may not receive compensation from their unit 
or agency of government AND from an award for a single period of time (e.g., 1 
p.m. to 5 p.m.) even though such work may benefit both activities. 
 
Entertainment.  Costs of entertainment, including amusement, diversion, social 
activities, ceremonials, and any costs directly associated with such costs (such as 
tickets to shows or sports events, meals, lodging, rentals, transportation, and 
gratuities) are unallowable. 
 
Fines and Penalties.  Costs of fines, penalties, damages, and other settlements 
resulting from violations (or alleged violations) of, or failure of the organization 
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to comply with, federal, state, local, or Tribal laws and regulations are 
unallowable. 
 
Fund Raising.  Costs of organized fund raising, including financial campaigns, 
endowment drives, solicitation of gifts and bequests, and similar expenses 
incurred solely to raise capital or obtain contributions, may not be charged either 
as direct or indirect costs against the award.  Neither the salary of persons 
engaged in such activities nor indirect costs associated with those salaries may 
be charged to the award. 
 
An organization may accept donations (i.e. goods, space, services) as long as the 
value of the donations is not charged as a direct or indirect cost to the award. 
 
Nothing in this section should be read to prohibit a recipient from engaging in 
fund raising activities as long as such activities are not financed by federal or 
non-federal award funds. 
 
General Government Expenses.  The general costs of government are 
unallowable.  These include: 
 
 Salaries and expenses of the Office of the Governor of a State, or the chief 

executive of a political subdivision, or the chief executive of federally-
recognized Tribal governments 

 Salaries and other expenses of state legislatures, Tribal councils, or similar 
local governmental bodies (such as county supervisors, city councils, school 
boards), whether incurred for purposes of legislation or executive direction. 

 Cost of the judiciary branch of government 
 Cost of prosecutorial activities unless treated as a direct cost to a specific 

program when authorized by program regulations 
 Other general types of government services normally provided to the general 

public, such as fire and police, unless provided for as a direct cost in program 
regulations 

 
For federally-recognized Tribal governments and Councils of Governments 
(COGs), the portion of salaries and expenses directly attributable to managing 
and operating federal programs by the chief executive and his staff is allowable. 
 
Honorariums.  Payments for services on which no fee is set or legally 
obtainable are not allowable. 
 
Imputed Interest.  Cost of money as an element of the cost of facilities 
capital, Cost Accounting Standards (CAS) 414, imputed interest, is not allowed. 
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Interest.  Costs incurred for interest on borrowed capital or the use of a 
governmental unit’s own funds, however represented, are unallowable. 
 
Land Acquisition.  The funding legislation specifies that no award involving the 
renting, leasing, or construction of buildings or other physical facilities shall be 
used for land acquisition.  Accordingly, land acquisition costs are unallowable. 
 
Lobbying.  The cost of certain influencing activities associated with obtaining 
grants, contracts, cooperative agreements, or loans is an unallowable cost.  
Lobbying with respect to certain grants, contracts, cooperative agreements, and 
loans shall be governed by the common rule, “New Restrictions on Lobbying” 
published at 55 FR 6736 (Feb. 26, 1990). 
 
Military Type Equipment.  Costs for such items as armored vehicles, explosive 
devices, and other items typically associated with the military arsenal, excluding 
automatic weapons, are unallowable. 
 
State and Local Sales Taxes.  These are unallowable when the government 
assesses taxes upon itself or disproportionately to federal programs.  An example 
of an unallowable tax would be if the government levied taxes as a result of 
federal funding.  An example of an allowable sales tax would be user taxes, such 
as gasoline tax.  These provisions became effective as of the government’s fiscal 
year beginning on or after January 1, 1998. 
 
Travel of Federal Employees.  Costs of transportation, lodging, subsistence, 
and related travel expenses of employees are unallowable. 
 
Underrecovery of Costs Under Grant Agreements.  Any excess of cost over 
the federal contribution under one grant agreement are unallowable under other 
grant agreements. 
 
Unallowable costs are those identified in the circulars mentioned below: 
 
 OMB Circular A-87:  Cost Principles for State and Local Units of Governments 
 OMB Circular A-122:  Cost Principles for Non-Profit Organizations 
 OMB Circular A-21:  Cost principles for Educational Institutions 
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Property and Equipment 
 

Acquisition of Property.  Recipients are required to be prudent in the 
acquisition and management of property with federal funds.  Expenditure of 
funds for the acquisition of new property, when suitable property required for 
the successful execution of projects is already available within the recipient 
organization, will be considered an unnecessary expenditure. 
 
Loss, Damage, or Theft of Equipment.  Recipients are responsible for 
replacing or repairing the property which is willfully or negligently lost, stolen, 
damaged, or destroyed.  Any loss, damage, or theft of the property must be 
investigated and fully documented and made part of the official project records. 
 
Equipment Acquired with Edward Byrne, LLEBG, or JAG Funds.  
Equipment acquired shall be used and managed to ensure that the equipment is 
used for criminal justice purposes.  Standards and procedures governing 
ownership, use, management, and disposition are as follows: 
 
 Title:  The Omnibus Crime Control and Safe Streets Act of 1968, as amended, 

requires that the title to all equipment and supplies purchased with funds 
made available under the Crime Control Act shall vest in the criminal justice 
agency or nonprofit organization that purchased the property if it certifies to 
the state office that it will use the property for criminal justice purposes.  If 
such written certification is not made, title to the property shall vest in the 
state office, which shall seek to have the equipment and supplies used for 
criminal justice purposes elsewhere in the state prior to using it or disposing 
of it in any other manner. 

 
It is the intent of federal legislation that where equipment is purchased with 
task force monies, this equipment must remain within the task force, even if 
a unit of government no longer participates in the task force or a change of 
lead agency occurs. 

 
 Use and Management:  A recipient shall use and manage equipment in 

accordance with their own procedures as long as the equipment is used for 
criminal justice purposes. 

 
 Disposition:  When equipment is no longer needed for criminal justice 

purposes, a state shall dispose of equipment (for both state and for 
recipients), in accordance with state procedures.   

 
Equipment Acquired with Juvenile Justice Act and Violence Against 
Women Act Formula Funds.  Equipment acquired under an award shall be 
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used and managed to ensure that the equipment is used for criminal justice 
purposes.  Standards and procedures governing ownership, use, management, 
and disposition are as follows: 
 
 Title:  Title to equipment acquired under an award will vest upon acquisition 

in the recipient subject to the obligations and conditions set forth in 28 CFR 
Part 66. 

 
 Use:  Recipients shall use equipment in accordance with the following 

requirements: 
 
 Equipment must be used by the recipient in the program or project for 

which it was acquired as long as needed, whether or not the project or 
program continues to be supported by federal funds.  When no longer 
needed for the original program or project, the equipment may be used in 
other activities currently or previously supported by a federal Agency. 

 
 The recipient shall also make equipment available for use on other 

projects or programs currently or previously supported by the federal 
government, providing such use does not interfere with the work on the 
projects or programs for which it was originally acquired.  First preference 
for other use shall be given to other programs or projects supported by 
OJA.  User fees should be considered, and treated as program income to 
the project, if appropriate. 

 
 Notwithstanding program income, the recipient shall not use equipment 

acquired with funds to provide services for a fee to compete unfairly with 
private companies that provide equivalent services, unless specifically 
permitted or contemplated by federal statute. 

 
 When acquiring replacement equipment, recipients may use the 

equipment to be replaced as a trade-in or sell the equipment and use the 
proceeds to offset the cost of the replacement equipment subject to the 
written approval of OJA. 

 
 Management:  Procedures for managing equipment (including replacement) 

whether acquired in whole or in part with grant funds will, at a minimum, 
meet the following requirements: 

 
 Property records must be maintained which include:  a description of the 

property, a serial number or other identification number, source of the 
property, identification of who holds the title, acquisition date, cost of the 
property, the percentage of federal participation in the cost of the 
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property, location of property, use and condition of the property, and 
disposition data including the date of disposal and sale price. 

 
 A physical inventory of the property must be taken and the results 

reconciled with the property records at least once every two years. 
 
 A control system must exist to ensure adequate safeguards to prevent 

loss, damage, or theft of the property.  Any loss, damage, or theft shall be 
investigated by the recipient. 

 
 Adequate maintenance procedures must exist to keep the property in 

good condition. 
 
 If the recipient is authorized or required to sell the property, proper sales 

procedures must be established to ensure the highest possible return. 
 
 Disposition:  Recipients shall dispose of the equipment when original or 

replacement equipment acquired under the award is no longer needed for the 
original project or program, or for other activities currently or previously 
supported by a federal agency.  OJA must be notified of all equipment 
dispositions.  Disposition of the equipment will be made as follows: 

 
 Items with a current per unit fair market value of less than $5,000 may be 

retained, sold, or otherwise disposed of with no further obligation to OJA. 
 
 Items with a current per unit fair market value in excess of $5,000 may be 

retained or sold and OJA shall have a right to an amount calculated by 
multiplying the current market value or proceeds from sale by OJA’s share 
of the equipment.  The seller is also eligible for sale costs. 

 
 In cases where a recipient fails to take appropriate disposition actions, 

OJA may direct the recipient to take excess and disposition actions. 
 
Equipment Acquired with Homeland Security Funds.  Equipment 
purchased with Homeland Security Grant funding must be an allowable 
equipment item under an approved category in the ODP Published Authorized 
Equipment List (AEL).  No equipment should be procured that is not on the AEL 
without prior approval from OJA.  The AEL is referenced within the Homeland 
Security funding announcements.  (note: the AEL varies with each year’s 
funding)   
 
 Use and Management:  Equipment purchased through OJA Homeland 

Security Funds will be used for the purpose of Homeland Security approved 
functions only.  Misuse of equipment could result in the return of funds to 
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OJA to reimburse for items funded that were used inappropriately.  As a 
condition of funding, sub-grantees must also agree that, when practicable, 
any equipment purchased with grant funding shall be prominently marked as 
follows:  ‘Purchased with funds provided by the U.S. Department of 
Homeland Security.’ 

 
Property records must include: a description of the property, serial number, 
source of the property, identification of who holds the title, acquisition date, 
cost of the property, amount of federal funds used to purchase item, location 
of property-including discipline, disposition date and sale price. 

 
 Procurement process:  Sub-grantees must follow their own documented 

procurement guidelines as long as the processes meet or exceed federal 
requirements.  Documentation of procurement processes by the grantee is 
required and must be maintained in their records. 

 
 Title:  Title to equipment acquired under an award will vest upon acquisition 

in the recipient. 
 
 Disposition:  When equipment is no longer needed for Homeland Security 

purposes, items may be disposed of in accordance with local procedures.  
OJA should be notified when equipment is moved or disposed of. 

 

Replacement of Property (Equipment and Non-Expendable Personal 
Property) 

When an item of property is no longer efficient or serviceable but the 
recipient/sub-recipient continues to need the property, the recipient/sub-
recipient may replace the property through trade-in or sale and subsequent 
purchase of new property, provided the following conditions are met: 

 Similar Function.  Replacement property must serve the same function as the 
original property and must be of the same nature or character, although not 
necessarily of the same grade or quality.  

 Credits.  Value credited for the property, if the property is traded in, must be 
related to its fair market value.  

 Time.  Purchase of replacement property must take place soon enough after 
the sale of the property to show that the sale and the purchase are related.  

 Compensation.  When acquiring replacement property, the recipient/sub-
recipient may use the property to be replaced as a trade-in or the proceeds 
from the sale of the property to offset the cost of the new property.  
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 Prior Approval.  State sub-recipients shall obtain the written permission of the 
state to use the provisions of this section prior to entering into negotiation for 
the replacement or trade-in of property.  

Retention of Property Records 

Records for equipment, non-expendable personal property, and real property 
shall be retained for a period of three years from the date of the disposition or 
replacement or transfer at the discretion of the awarding agency. If any 
litigation, claim, or audit is started before the expiration of the three-year period, 
the records shall be retained until all litigations, claims, or audit findings involving 
the records have been resolved. 

Supplies 

 Title.  Title to supplies acquired under an award or sub-award vests, upon 
acquisition, in the recipient or sub-recipient, respectively.  

 Disposition.  If there is a residual inventory of unused supplies exceeding 
$5,000 in total aggregate fair market value upon termination or completion of 
the funding support and the supplies are not needed for any other federally-
sponsored programs or projects, the recipient or sub-recipient shall 
compensate the awarding agency for its share. The amount of compensation 
shall be computed in the same manner as for non-expendable personal 
property or equipment.  

Copyrights 

The awarding agency reserves a royalty-free, non-exclusive, and irrevocable 
license to reproduce, publish, or otherwise use, and authorize others to use, for 
federal government purposes: 

1. The copyright in any work developed under an award or sub-award; and  
2. Any rights of copyright to which a recipient or sub-recipient purchases 

ownership with support 
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Procurements Under Awards of Federal Assistance 
 
Standards.  Recipients shall use their own procurement procedures and 
regulations, provided that the procedures conform to applicable federal law and 
the standards identified in the Procurement Standards Section of 28 CFR Parts 66 
and 70 (Circular OMB A-110).  Any recipient (state or local) whose procurement 
system has been certified by a federal agency is not subject to prior approval 
requirements of 28 CFR Parts 66 and 70.  OJA’s prior approval will only be 
required for areas beyond limits of the recipient certification. 
 
Adequate Competition.  All procurement transactions whether negotiated or 
competitively bid and without regard to dollar value, shall be conducted in a 
manner so as to provide maximum open and free competition. 
 
Non-Competitive Practices.  The recipient shall be alert to organizational 
conflicts of interest or non-competitive practices among contractors which may 
restrict or eliminate competition or otherwise restrain trade.  Contractors that 
develop or draft specifications, requirements, statements of work, and/or 
Requests for Proposals (RFPs) for a proposed procurement shall be excluded 
from bidding or submitting a proposal to compete for the award of such 
procurement.  An exemption to this regulation requires the prior approval of OJA 
and is only given in unusual circumstances such as when a non-profit 
organization is acting as the agent for the state or local unit of government.  Any 
request for exemption must be submitted in writing to OJA. 
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Retention and Access Requirements for Records 
 
Retention of Records.  In accordance with 28 CFR Parts 66 and 70, all 
financial records, supporting documents, statistical records, and all other records 
pertinent to awards shall be retained by each organization participating for at 
least three years following the closure of their most recent audit report.  
Retention is required for purposes of federal examination and audit.  Records 
may be retained in automated format. 
 
 Coverage:  The retention requirement extends to books of original entry, 

source documents supporting accounting transactions, the general ledger, 
subsidiary ledgers, personnel and payroll records, canceled checks, and 
related documents and records.  Source documents include copies of all 
awards, applications, and required recipient financial and narrative reports.  
Personnel and payroll records shall include the time and attendance reports 
for all individuals reimbursed under the award, whether they are employed 
full-time or part-time.  Time and effort reports are also required for 
consultants. 

 
 Retention Period:  The three-year retention period starts from the date of the 

submission of the closure of the most recent single audit report which covers 
the grant period.  If any litigation, claim, negotiation, audit, or other action 
involving the records has been started before the expiration of the three-year 
period, the records must be retained until completion of the action and 
resolution of all issues which arise from it or until the end of the regular 
three-year period, whichever is later. 

 
Maintenance.  Recipients of funds are expected to see that records of different 
grants are separately identified and maintained so that information desired can 
be readily located.  Recipients are also obligated to protect records adequately 
against fire or other damage.  When records are stored away from the recipient’s 
principal office, a written index of the location of records stored should be on 
hand and ready access should be assured. 
 
Access to Records.  The awarding agency includes the funding agency, the 
federal agency, the Department of Justice Office of the Inspector General and 
the Comptroller General of the United States, or any of their authorized 
representatives, shall have the right to access any pertinent books, documents, 
papers, or other records of recipients which are pertinent to the award, in order 
to make audits, examinations, excerpts, and transcripts.  The right of access 
must not be limited to the required retention period but shall last as long as the 
records are retained. 
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Audits 
 
The intent of this section is to identify the policies for determining the proper and 
effective use of public funds rather than to prescribe detailed procedures for the 
conduct of an audit. 
 
Audit Requirement.  Non-federal entities that expend $500,000 or more of 
federal awards in a year shall have a single or program-specific audit conducted 
for that year in accordance with the provisions OMB Circular A-133:  Audits of 
States, Local Governments and Non-Profit Institutions.  Non-federal entities that 
expend less than $500,000 a year in federal awards are exempt from federal 
audit requirements for that year, except as noted in S_.215(a), but records must 
be available for review or audit by appropriate officials of the federal agency, 
pass-through entity, and General Accounting Office (GAO). 
 
Audit Costs.  The prorated costs of audits made in accordance with the 
provisions of OMB Circular A-133 are allowable charges to federal awards.  A 
non-federal entity shall not charge the cost of auditing a non-federal entity which 
has federal awards expended of less than $500,000 per year and is thereby 
exempted under S_.200(d) from having an audit conducted.  However, this does 
not prohibit OJA from securing the services of auditors to conduct a limited-
scope audit to monitor the activities of recipients as necessary, to ensure that 
federal awards are used for authorized purposes in compliance with laws, 
regulations, and the provisions of contracts or grant agreements, and that 
performance goals are achieved. 
 
Audit Objectives.  Awards are subject to conditions of fiscal, program, and 
general administration to which the recipient expressly agrees.  Accordingly, the 
audit objective is to review the recipient’s administration of funds and required 
non-Federal contributions for the purpose of determining whether the recipient 
has: 
 
 Established an accounting system integrated with adequate internal fiscal and 

management controls to provide full accountability for revenues, 
expenditures, assets, and liabilities.  This system should provide reasonable 
assurance that the organization is managing federal financial assistance 
programs in compliance with applicable laws and regulations 

 Prepared financial statements which presented fairly, in accordance with 
generally accepted accounting principles 

 Prepared financial reports which contain accurate and reliable financial data, 
and are presented in accordance with the terms of applicable agreements 
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 Expended federal funds in accordance with the terms of applicable 
agreements and those provisions of federal law or regulations that could have 
a material effect on the financial statements or on the awards tested 

 
Audit Reporting Requirements.  Independent auditors should follow the 
requirements prescribed in OMB Circular A-133:  Audits of States, Local 
Governments and Non-Profit Institutions. 
 
Audit reports are due to the Federal Clearinghouse no later than nine months 
after the end of the recipient’s fiscal year. 
 
OJA’s sub-grantee audit coordination is done through the Wisconsin Department 
of Administration. 
 
If an auditor becomes aware of illegal acts or other irregularities, prompt notice 
shall be given to recipient management officials above the level of involvement.  
The recipient, in turn, shall promptly notify OJA and the cognizant federal agency 
of the illegal acts or irregularities and of proposed and actual actions, if any. 
 
Failure to Comply.  Failure to have audits performed as required may result in 
the following:   
 
a. Withholding a percentage of federal awards until the audit is completed 

satisfactorily   
b. Suspending federal awards until the audit is conducted 
c. Terminating the federal award 
 
Audit Resolution.  Timely action on recommendations by responsible 
management officials is an integral part of the effectiveness of an audit.  Each 
recipient shall have policies and procedures for responding to audit 
recommendations. 
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Top Ten Audit Findings 
 
 
1. Untimely report submissions 
 
2. Lack of documentation 
 
3. Inadequate monitoring of sub-recipients 
 
4. Inadequate time/effort reports 
 
5. Inaccurate reports (Financial Status Reports and Requests for Payment) 
 
6. Commingling of funds 
 
7. Excess cash on hand 
 
8. Unallowable costs 
 
9. Inappropriate changes 
 
10. Conflicts of interest 
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Grant Monitoring 
 
The term ‘monitoring’ is used to describe both the broad overall system of 
reviewing and tracking the use of federal and state funds, and the more specific 
day-to-day review processes to assure that a particular sub-grantee is in 
compliance with federal or state rules and regulations, and is meeting the goals 
and objectives of the grant.  These day-to-day review processes include the 
following: 
 
 Desk Reviews:  Reviews of financial and narrative reports, audit reports, 

correspondence, and other documentation provided by the grantee agency 
 Telephone Contacts:  Direct communication with the grant recipient by 

telephone to ask or answer questions and check on the progress of the 
project 

 On-Site Monitoring:  A visit to the project site to review one or more aspects 
of the sub-grantee project 

 
On-Site Monitoring.  A certain number of sub-grantees will be selected for on-
site monitoring each year.  The number of site visits will vary by funding 
program.  In some cases, monitoring is done in response to a perceived problem 
or concern.  Some common problems that could necessitate a monitoring visit 
include: 
 
 Untimely submission of progress and/or financial reports 
 Expenditures in unauthorized budget categories 
 Spending rate too fast/too slow 
 Discrepancies between narratives and financial reports 
 Delay in program start-up 
 Unresponsiveness to requests for information 
 Allegations of misuse of funds 
 Audit exceptions requiring follow-up 
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Frequently Asked Questions 
 

General Questions 
 
Q:  I’ve submitted a G-2 fund request form.  How soon can I expect payment? 
A:  Turnaround for payments is 30 days from the date OJA receives the G-2.  
Payments may be delayed if the grantee has any delinquent progress reports, 
special conditions that haven’t been cleared, missing original signatures, or if the 
G-2 form is filled out in error. 
 
Q:  Where are the reporting forms found? 
A:  Reporting forms can be found electronically on OJA’s website 
(http://oja.state.wi.us/), and are located under specific program areas. 
 
Q:  Can I email my progress and financial reports to OJA? 
A:  Progress reports can be emailed to OJA.  G-2 Financial Reports, however, 
require original signatures and must be mailed to OJA. 
 
Q:  What is ‘Unallotted?’ Why is all or part of my budget in ‘Unallotted?’ 
A:  ‘Unallotted’ is a budget category that OJA uses for a number of reasons.  In 
some cases, a budget item may be deemed questionable or determined un-
fundable.  An entire budget may also be placed in ‘Unallotted’ if a decision is 
made during the grant review process to fund a grant at a lower amount than is 
applied for.  In both instances, OJA will include a Special Condition that the sub-
grantee must submit a new budget for the new amount of the grant. 
 
Q:  Why does my grant award amount not match what I applied for? 
A:  Some grant amounts may be lower than the amount applied for, due to such 
factors as availability of funds, allowability of items in the application budget, and 
general grant review decisions. 
 
Q:  When does my grant become active? 
A:  A grant is considered official upon signing of acceptance by the sub-grantee 
and OJA’s receipt of the returned award document with all original signatures.  
Be aware of the start and end date printed on the award documents.  Costs 
covered by the grant award must be incurred for services between these dates. 
 
Q:  What do I do if implementation is delayed or equipment is backordered? 
A:  Contact OJA staff to request an extension of the grant period, if available. 
 
Q:  Am I required to send copies of invoices to OJA with my financial reports? 
A:  Most OJA programs do not require sub-grantees to submit copies of 
expenditure details, but only to have it in their records and available for review 
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at any time.  Homeland Security sub-grantees, however, must attach copies of 
invoices for equipment grants. 
 
 
Homeland Security-Specific Questions 
 
Q:  When is my grant officially closed out? 
A:  The grant is officially closed out once the sub-grantee has submitted the G-4 
& G-5 (closeout documents) and the sub-grantee has amended the grant 
application form to reflect the actual payment received. If there is a match 
between the two, nothing needs to be done. 
 
Q:  When are my G4 & G5 (closeout documents) due? 
A:  The closeout documents are due 60 days after the end of the grant period. 
 
Q:  How can the sub-grantee help to expedite the payment process? 
A:  The sub-grantee can help expedite the payment process by making sure 
that only invoices are being submitted for payment and ensuring that there is a 
match between the invoices and the line items on the grant application form 
before submitting a payment request.  
 
Q:  Who do I call to open up the online tool application when I want to amend 
the grant application form? 
A:  You can contact your fiscal contact person via e-mail.   
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Glossary 
 

Closeout is a process in which the awarding agency determines that all 
applicable administrative actions and all required work of the award have been 
completed by the recipient and the awarding agency. 
 
Commingling of Funds.  The accounting systems of all recipients must ensure 
that agency funds are not commingled with funds from other Federal agencies.  
Each award must be accounted for separately.  Recipients are prohibited from 
commingling funds on either a program-by-program basis or a project-by-project 
basis.  Funds specifically budgeted and/or received for one project may not be used 
to support another. 
 
Consultant is an individual who provides professional advice or services. 
 
Contracts are entered into by recipients.  With the exception of a few justified sole 
source situations, contracts are awarded via competitive processes to procure a 
good or service.   
 
Equipment is tangible non-expendable personal property having a useful life of 
more than one year and an acquisition cost of $5,000 or more per unit. 
 
Expenditure of Funds.  Funds which have been properly obligated by the end of 
the award period will have 60 days in which to be liquidated (expended).  Any funds 
not liquidated at the end of the 60-day period will lapse and revert to OJA. 
 
F.T.E. (Full-Time Equivalent) is a percentage of time an employee works, 
compared to a full-time staff person.  For example, if a full-time employee works 40 
hours per week (1.0 FTE), a person who works 20 hours per week is a .50 FTE 
employee. 
 
Grants are awarded to states, units of local government, or private 
organizations at the discretion of the awarding agency or on the basis of a 
formula. Grants are used to support a public purpose. 
 
Indirect Costs are costs of an organization that are not readily assignable to a 
particular project, but are necessary to the operation of the organization and the 
performance of the project.  Indirect costs are only allowable for organizations 
that have a federally approved rate. 
 
Match is the recipient share of the project costs.  Match may either be “in-kind” or 
“cash.”  In-kind match includes the value of donated services.  Cash match includes 
actual cash spent by the recipient. 
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Obligation of Funds occurs when funds are encumbered on a valid purchase order 
or requisition to cover the cost of purchasing an authorized item on or after the 
beginning date and up to the last day of the grant period in the award.  Any funds 
not properly obligated by the recipient within the award period will lapse and revert 
to OJA.  The obligation deadline is the last day of the award period. 
 
Program Income means gross income earned by the recipient, during the funding 
period, as a direct result of the award.  Direct result is defined as a specific act or 
set of activities that are directly attributable to grant funds and which are directly 
related to the goals and objectives of the project. 
 
Purchase of Evidence (P/E) is the purchase of evidence and/or contraband, such 
as narcotics and dangerous drugs, firearms, stolen property, counterfeit tax stamps, 
etc., required to determine the existence of a crime or to establish the identity of a 
participant in a crime. 
 
Purchase of Service (P/S) includes travel or transportation of a non-Federal officer 
or an informant;  the lease of an apartment, business front, luxury-type 
automobiles, aircraft or boat, or similar effects to create or establish the appearance 
of affluence;  and/or meals, beverages, entertainment, and similar expenses 
(including buy money and flash roll, etc.) for undercover purposes, within 
reasonable limits. 
 
Purchase of Specific information (P/I) includes the payment of monies to an 
informant for specific information.  All other informant expenses would be classified 
under P/S and charged accordingly. 
 
Supplanting means to deliberately reduce state or local funds because of the 
existence of federal funds.  An example would be:  when state funds are 
appropriated for a stated purpose and federal funds are awarded for that same 
purpose, the state replaces its state funds with federal funds, thereby reducing the 
total amount available for the stated purpose. 
 
Supplemental Awards are the addition of funds to an existing award to 
support new or additional activities not identified in the original grant, support an 
expansion of approved grant activities, or provide for an increase in costs due to 
unforeseen circumstances. 
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Appendix 
 

Sample Forms 
Grant Award............................................................................................ A-1 

G-2 Financial Report ................................................................................ A-4 

Grant Adjustment Notice (GAN) ................................................................ A-5 

G-4 Termination Report (Homeland Security) ............................................. A-6 

G-5 Equipment Inventory List ................................................................... A-7 

Certified Assurances................................................................................. A-8 

Lobbying/Debarment Form ....................................................................... A-9 

Frequently Asked Questions Form ...........................................................A-11 
 
 
 

*The sample forms that follow are provided as a general guide for sub-grantees.  
Forms may vary across programs.   
 



 

A-1 

Grant Award 
 

 
 

 
 



 

A-2 

 
 

 
 
 



 

A-3 

 
 

 
 
 



 

A-4 

G-2 Financial Report 
 

 

 Both original signatures are 
required for payment. 

This information can be found on 
Attachment A of your grant award. 

Please see ‘Program 
Income’ section of Guide. 



 

A-5 

Grant Adjustment Notice (GAN) 
 

 
 
 
 

Budget changes are 
reflected here. 

Changes in grant period are 
reflected here. 



 

A-6 

G-4 Termination Report (Homeland Security) 
 

 
 
 
 

Please see ‘Program 
Income’ section of Guide. Both original signatures are 

required for grant close-out. 

This box must be checked 
before submission. 

This information can be found on 
Attachment A of your grant award. 



 

A-7 

G-5 Equipment Inventory List 
 

 
 
 
 

This should reflect the 
Actual Cost of Item

s. 
This inform

ation is required 
for reim

bursem
ent. 

Verify correct category for 
each item

. 

Both original signatures are 
required for grant close-out. 

This should reflect the 
am

ount funded by O
JA. 



 

A-8 

Certified Assurances 
 

 
 
 



 

A-9 

Lobbying/Debarment Form 
 

 
 
 
 



 

A-10 

 
 

 
 
 
 



 

A-11 

Frequently Asked Questions Form 
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