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[bookmark: _Toc422930443]EXAMPLES—INTRODUCTION
Three examples are included in this guidance. The first involves planning a trip to the Boundary Waters Canoe Area and shows that everyone performs risk assessments, even in non-work related situations. The second (grants) and third (cash receipts) examples demonstrate the application of the following steps for conducting a risk assessment as described in the Guide to Risk Assessment and Control Activities:
· Document the process
· Identify risks
· Prioritize risks
· Identify and evaluate control activities
· Create action plans to address control gaps and redundancies (note: the third example includes this step).
 All of the examples include documentation in the form of process narratives, flow charts, and risk grids.

[bookmark: _Toc422930444]EXAMPLE 1: PLANNING A TRIP TO THE BOUNDARY WATERS
[bookmark: _Toc367866450][bookmark: _Toc422930445]BWCA Introduction
We all perform risk assessments (i.e., figure out how to get things done) every day. In fact, we figure out how to get things done so often that for most of us it is a subconscious effort. 
Documentation in this example (see the Examples in the left navigation panel) includes a list of things to do (i.e., procedures), a very basic flowchart, and a risk grid. In a full-fledged risk assessment, the list of things to do must be expanded (e.g. existing step-by-step procedures, process narrative, or flow chart with enough detail to allow for identification of control activities within the process. The documentation in this example is very basic. For a more fully developed example, see the documentation in the grant and cash receipts examples.
Imagine this: you live in Minnesota and you are planning a family trip to the beautiful and remote Boundary Waters Canoe Area and Wilderness (boundary waters). Your plan, or objective, is to get the family safely to the boundary waters and back may look something like the following risk assessment.
Example Documents 
· A risk assessment including a  list of things to do, identified risks, risk ranking, and control activities
· A very basic flow chart
· A risk grid

[bookmark: _Toc367866451][bookmark: _Toc422930446]BWCA Risk Assessment
Overall Objective: Travel to the boundary waters, have fun, and return home safely.
1. Document the process (determining what needs to be done—preparing a list of procedures) 
i. Make travel arrangements 
ii. Plan the route of your trip
iii. Obtain an entry permit 
iv. Pack the right equipment 
v. Travel to the boundary waters 
vi. Have some fun
vii. Return home
2. Identify risks (what can go wrong):
i. Your boss could cancel your vacation time
ii. You could experience car trouble on the way to northern Minnesota
iii. You could be denied entry into the area you would like to go for lack of available permits
iv. You could get lost in the wilderness
v. You could encounter potentially dangerous animals and insects
vi. You could experience severe weather 
vii. You could flip your canoe  
viii. You could fall ill or hurt yourself during the trip
ix. You could get sunburned
x. You could fight with a family member
3. Prioritize risks: 
You decided on using a scale of 1 to 3 to prioritize your risks: 1 being a low risk, 2 a medium risk, and 3 a high risk. A low risk would be one that results in an inconvenience. A medium risk is one that falls between a high and a low risk. A high risk is one that could result in the cancellation of the trip or bodily harm. The risk ranking might be similar to this (the risk rankings appear in parenthesis):
i. Your boss could cancel your vacation (3)—you could lose your job if you went on vacation anyway
ii. You could experience car trouble on the way to northern Minnesota (2)—this may not lead to a cancellation of the trip, but it could be very inconvenient and expensive
iii. You could be denied entry into the area you would like to go for lack of available permits (2)—this could lead to a cancellation of the trip, but probably would just inconvenience you 
iv. You could get lost in the wilderness (3)—This could lead to possible bodily harm, or a very costly rescue by authorities 
v. You could encounter potentially dangerous animals and insects (3)—dangerous with a chance of bodily harm
vi. You could fall ill or hurt yourself during the trip (3)—potential bodily harm
vii. You could experience severe weather (3)—more potential bodily harm
viii. You could flip your canoe (2)—potentially dangerous, but more likely a minor setback
ix. You could get sunburned (1)—potential bodily harm but more of an inconvenience 
x. You could fight with a family member (1)—unlikely to lead to a cancellation of the trip and may only be a slight inconvenience
4. Identify and evaluate control activities (formulate actions that will reduce the chance of things going wrong):
Reactions to things that can go wrong fall into four categories: transfer, avoidance, reduction/mitigation (a common response), or acceptance, (which often goes hand-in-hand with reduction/mitigation). Applied to our example:
i. Your boss cancels your vacation (3):
· Get written approval for vacation well in advance
· Block-off vacation days on your work calendar
ii. You could experience car trouble on the way to northern Minnesota (2):
· Perform all required vehicle maintenance prior to the trip
· Check vehicle fluid levels immediately prior to your departure
· Bring a small tool kit and a spare tire in your vehicle
iii. You could be denied entry into the area you would like to go for lack of available permits (2):
· Plan route through the Boundary Waters Canoe Area well in advance
· Obtain an entry permit for the planned route from the National Forest Service several months before you embark. 
iv. You could get lost in the wilderness (3):
· Familiarize yourself with land navigation 
· Bring a map and compass
· Bring a GPS device with extra batteries
v. You could encounter potentially dangerous animals and insects (3):
· Learn about the types of wildlife you may encounter in the boundary waters
· Pack food in bear-proof containers or hang it from a tree
· Travel in groups of two or more
· Bring plenty of insect repellant
· Check for ticks regularly 
vi. You could fall ill or hurt yourself during the trip (3):
· Filter or boil water collected from lakes and streams before drinking
· Bring a first aid kit 
· Get plenty of food and rest
vii. You could experience severe weather (3):
· Check the forecast before leaving
· Pack appropriate clothing for inclement weather
· Bring a weather radio
viii. You could flip your canoe (2):
· Familiarize yourself with safe canoeing maneuvers 
· Wear a floatation device while paddling
· Practice recovering from a flipped canoe before leaving for your trip
ix. You could get sunburned (1):
· Carry and wear plenty of sunscreen
· Wear a hat and sunglasses
· Avoid excessive exposure to the sun
x. You could fight with a family member (1):
· Try to get along
· Discuss potential issues in advance
This example illustrates that:
1. You know how to perform a risk assessment. Every activity you are involved in (work or play) involves determining what needs to be done and what can go wrong, prioritizing the things that can go wrong, and taking steps to ensure it gets done. 
2. The person or people best able to determine “what” needs to be done and “how” to ensure it gets done, is usually the person or people in charge or someone closely associated with them. The individual or group preparing the risk assessment must have a good understanding of all aspects of what is involved. In our example, it would be foolish to delegate the planning of the trip to a young child, no matter how intelligent he or she may be. Therefore, a risk assessment is typically a top-down process.
3. There are many strategies in dealing with risk. The first option is to transfer the risk to someone else, such as hiring a local guide for traveling through the boundary waters. However, even after transferring risk to the guide, you remain responsible for physically getting yourself through the Boundary Waters Canoe Area. A second option would be to avoid the risks altogether by not taking the trip. 
A third option would be to reduce the risks to an acceptable level. It is impossible to eliminate everything that can go wrong because it is impossible to predict all potential outcomes for an event. In this example, you reduce the risk of missing your trip by getting approval for vacation from your supervisor well in advance of your trip. Even after you have received approval from your supervisor and have blocked your calendar for the appropriate period, there is a chance that that some work-related circumstance will force the cancelation of the trip. You accept that risk (option four) because the cost of seeking further assurances, like irritating your supervisor with daily reminders of your planned vacation, outweigh any benefits received, and may even be detrimental to your employment. 

Risk reduction and risk acceptance are like two sides of the same coin. The process of reducing risk involves identifying risks, and based on a prioritization of the risks, allocating whatever resources (control activities) are available to minimize the risks. This addresses the two main requirements of risk acceptance: (a) a listing of the risks and (b) a description of control activities in place to justify management’s acceptance of the risk.
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[bookmark: _Toc422930448]BWCA Flowchart - Text Format
The following step-by-step narrative is an alternative to the flowchart representing the to-do list for planning a trip. There are two swim lanes in this example: one for home and the other for the Boundary Waters Canoe Area. A swim lane represents an area in which an activity occurs.
Step 1: Swim lane: Home: Request vacation and mark calendar
Step 2: Swim lane: Home: Plan your route
Step 3: Swim lane: Home: Reserve an entry permit
Step 4: Swim lane: Home: Load your equipment and canoe
Step 5: Swim lane: Boundary Waters Canoe Area: Travel to the Boundary Waters Canoe Area
Step 6: Swim lane: Boundary Waters Canoe Area: Enter through the right entry point
Step 7: Swim lane: Boundary Waters Canoe Area: Have some fun
Step 8: Swim lane: Home: Travel back home
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	RISKS
	RISK PRIORITIZING/ RANKING
(HIGH =3, MEDIUM =2, OR LOW =1) AND WHY
	CONTROL ACTIVITIES

	Your boss cancels your vacation.
	3—would result in cancellation of the trip or you could get fired if you ignored your boss.
	· Get written approval of you vacation in advance
· Block-off vacation days on your calendar

	You get lost in the wilderness.
	3—could result in a costly rescue or possible bodily harm.
	· Familiarize yourself with land navigation
· Bring a map and compass
· Bring a GPS device with extra batteries

	You are denied entry into the area you would like to go for lack of available permits.
	2—could result in cancellation of trip, but it is likely just an inconvenience.
	· Plan your route through the boundary waters well in advance
· Obtain an entry permit for the planned route from the National Forest Service several months before you embark

	You experience severe weather.
	3—more potential bodily harm.
	· Check the forecast before you leave
· Pack appropriate clothing for inclement weather
· Bring a weather radio

	You encounter potentially dangerous animals and insects.
	3—dangerous with a chance of bodily harm.
	· Learn about the types of wildlife you may encounter in the boundary waters
· Pack your food in bear-proof containers or hang it from a tree 
· Travel in groups of two or more
· Bring plenty of insect repellant
· Check yourself for ticks regularly

	You experience car trouble on the way to northern Minnesota.
	2—may not lead to cancellation, but very inconvenient.
	· Perform all required maintenance on your vehicle prior to the trip
· Check vehicle fluid levels immediately prior to your departure 
· Bring a small tool kit and a spare tire in your vehicle

	You flip your canoe.
	2—potentially dangerous, but more likely a minor setback.
	· Familiarize yourself with safe canoeing maneuvers 
· Wear a floatation device while paddling
· Practice recovering from a flipped canoe before leaving for your trip

	You fall ill or hurt yourself during your trip.
	3—potential bodily harm.
	· Filter or boil water collected from lakes and streams before drinking
· Bring a first aid kit with you
· Get plenty of food and rest

	You have a big family fight.
	1—Unlikely to result in bodily harm or additional expense.
	· Try to get along
· Discuss potential issues in advance

	You could get sunburned.
	1—Will result in slight discomfort.
	· Carry and wear plenty of sunscreen
· Wear a hat and sunglasses
· Avoid excessive exposure to the sun
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[bookmark: _Toc422930451]Grant Process Introduction
This is an example of conducting a risk assessment by following the steps below as described in the Guide to Risk Assessment and Control Activities:
· Document the process
· Identify risks
· Prioritize risks
· Identify and evaluate control activities
This example is:
· A fictional case meant for educational purposes only. It may contain more or less information than what is actually needed for an actual risk assessment. For example, standard grant agreement content is included in this example, which may be unnecessary in situations where risk assessment participants are already knowledgeable of agency grant practices and statewide grant policy requirements. 
· A representation of a state competitive grant available to local government entities. Certain activities required by Administration’s Office of Grants Management (OGM) policies have been incorporated into the narrative as they relate to the Lacrosse example. For more information regarding state grants policies, please view the OGM website at http://mn.gov/admin/government/grants/.
This example is not:
· A case that applies to state bond financed property acquired with state general obligation bond proceeds (MS 16A.69) or political subdivision requests for capital project grants (MS16A.86).
· Inclusive of grant set-up activities in SWIFT, which are critical to ensuring accurate reporting in the Comprehensive Annual Financial Report (CAFR). Management has the option of including the set-up activities in a grants or a financial reporting risk assessment. Critical activities to be included in a risk assessment include the tracking and documentation of grantee payments/grantee expenses and documentation to support the grants payable balance at the end of the fiscal year.
Things to keep in mind while reading this example:
· This example is a risk assessment of one grant program. Preparing a risk assessment for a single grant program is rarely cost effective, because the program likely shares many administrative processes with other programs. As part of risk assessment planning, senior leadership should determine the most effective organizational level at which to perform risk assessment projects.
· Although both a process narrative and a flow chart are presented in this example, you can choose how to document the process with existing step-by-step procedures, process narrative, or flow chart. Whichever documentation method is selected, there should be enough detail to make control activity identification possible, but not so much detail as to overwhelm a reader.
[bookmark: _Toc422930452]Example Documents 
· Process narrative 
· Flowchart 
· Risk identification and  ranking
· Risk and control activity matrix

[bookmark: _Toc422930453]Grant Process Background, List of Procedures and Narrative
[bookmark: _Toc367887499][bookmark: _Toc422930454]Example Background
The 2012 Legislature passed a resolution stating its support for the continued advancement of the game of lacrosse within the state. As a companion to the resolution, the legislature provided an appropriation of $100 million to your agency for the construction of lacrosse fields. The appropriation is available for the 2013-2014 biennium, and will be canceled as of June 30, 2014. The appropriation must be used to provide grants to local units of government throughout the state and must be spent to construct new dedicated lacrosse facilities. The local governmental unit must provide a 50% match for any construction funds awarded. The following is a high level list of procedures and process narrative for the grant process.
[bookmark: _Toc367887500][bookmark: _Toc422930455]List of Procedures
1. Appointment of a grants administrator to run the program
2. Pre-award Grant Process
3. Grant Application Review Process
4. Grant Award and Grant Agreement Execution Process
5. Grant payments, monitoring, and reporting
6. Grant close-out
[bookmark: _Toc367887501][bookmark: _Toc422930456]Process Narrative
1. Appointment of a Grant Administrator to Run the Program[footnoteRef:1] [1:  Appendix A –Notes provides further explanation about each of the procedures listed in the narrative. The notes are for informational purposes only and should not be considered part of a typical grant narrative.] 

The agency was made aware of the pending legislation for the lacrosse grant program and began preparing for its enactment. Part of this preparation involves appointing a grant administrator for the program. The appointed grant administrator assigned to the grant program has several years of experience in administering grants in general and in the specific area of the grant. The grant administrator is the lead person for the program and is responsible for overseeing the program’s day-to-day activities. 
2. Pre-award Grant Process
Upon enactment, the legislation is reviewed by the agency’s senior leadership team (i.e., agency attorney, grant administrator and agency budget officer). The team prepares a summary report listing requirements and identified provisions. Ambiguous provisions are referred to the State Attorney General’s office for an opinion and changes are made to the report as appropriate.
The summary report includes a determination on whether the grant program created by the legislation was competitive, formula-driven, single, or sole-source grant. The state agency has determined that the lacrosse grant program is competitive and so the remainder of this narrative describes the process for competitive grants.
Because local units of government are required to apply for this grant, a Request for Proposal (RFP) document is prepared notifying grant seekers of a competitive grant opportunity, and including information on grant requirements, selection criteria, timelines and process. The agency has dedicated development/administrative staff who review the legislation, agency summary report and uses the information to prepare a detailed RFP. The RFP includes the following:
· A description of the grant program
· The state’s goals and priorities in making the grants
· Eligibility requirements for applicants
· A statement on whether a multi-organization collaboration is required, welcome or not allowed for this grant program
· Grant outcome expectations and reporting requirements
· Deadlines and timelines for each step in the application and award process
· Amount of money for distribution and how it will be allocated
· Selection criteria and weight
· Detailed application formatting instructions or an application template
· General information about the review process and a general overview of the composition of the review committee
· Requirements for in-kind or matching funds
· The state agency’s contact name and information
· A statement regarding when information in their grant application becomes public data
The development of the RFP involves grants staff who work closely with the agency content specialist staff. The completed RFP is reviewed by the agency attorney and the supervisory/managerial staff responsible for grant operations. Once the RFP draft has been completed and reviewed, it is publically released through the following steps:  
a. Posted to the agency internet site (under “Grant Opportunities”) with a link to an application and additional information on the program  
b. Posted to MN Grants, the website that provides a single entry point to State of Minnesota grant opportunities 
c. Sent electronically to the chief executive of each eligible organization 
d. Published in the Minnesota State Register  
e. Sent reminder emails to chief executives of each eligible organization thirty days before the closing date for responses to the RFP
The RFP requires local units of government to provide the 50% match in the form of cash or land. If cash is provided, the local unit of government must demonstrate the cash is not otherwise obligated. If land is being contributed, the unit of local government must demonstrate (a) the land is suitable for the intended purpose, (b) the unit of local government holds clear title to the land, and (c) the land is appropriately valued. The unit of local government must also demonstrate ability to complete construction within the period of availability for the grant funds, i.e., by the end of the 2014 fiscal year.
The grants staff and agency content specialist staff work together to coordinate and develop the agency’s internal calendar and timeline for grant application review through fully executing the grant agreement. This includes planning for the grant application review process. As these are new grant funds that are highly competitive, they plan for a high number of submitted grant applications and begin recruiting grant reviewers with content expertise that can assist with the grant application review process. 
The grant administrator and grants specialist develop the grant application review form and scoring template for use by the grant reviewers.  
3. Grant Application Review Process 
The grant administrator ensures the application review procedures are thorough, comprehensive and able to be completed in a timely manner. The grant administrator works closely with the grants specialists during this process. Fifty units of local government applied for a grant under this program by the RFP deadline.  
The grants specialist(s) manages the Conflict of Interest process with the recruited grant reviewers. The specialist ensures that each grant reviewer:
· Receives a complete list of grant applicants and a Conflict of Interest disclosure form
· Returns a complete and signed disclosure form prior to the grant review
The grants specialists complete an initial review of the grant applications by verifying and confirming the grant applications meet the minimum eligibility requirements stated in the RFP. The review includes verifying the evidence of the state charter, the 50% matching requirement in the form of cash or land, and the ability of the applicant to complete construction within the period of availability for the grant funds.  
The next review of the grant applications that have met the minimum eligibility requirements is completed by the team of 8 recruited grant reviewers that provide content expertise and verify that they do not have a conflict of interest. The grants specialist(s) sends each reviewer between 6-8 grant applications to review and score based on the selection criteria and weight that are listed and provided in the RFP. The following factors are considered:
· Project need 
· Project sustainability, 
· Soundness of approach 
· Probability of achieving results 
· Financial management capacity (accounting, timekeeping, and funds management) 
· Project funds raised to-date 
· Geographic coverage 
· Knowledge of the community being served
Each grant reviewer completes the scoring template using a standard scoring scheme of 0 to 100 scale; 0 indicating the application failed to meet the selection criteria minimum requirements and 100 indicating the application fully meets the selection criteria components. The grants specialist compiles and tracks all of the grant application scores. Based on these grant application scores, the grants specialist establishes a cut-off score. The grant administrator then selects a sample of rejected applications and reviews the scores for reasonableness. Applications making the point cutoff are reviewed by the grant administrator and at least two other grant managers. The grant administrator can choose to schedule and facilitate a grant reviewer discussion to clarify scores in the event that there are significant questions or discrepancies across grant application scores. The grant administrator also takes into account if any of the applications represent grant applicants that have had prior grants from the agency and if applicable, reviews past performance outcomes. Reasons for any changes to the ranking scores are documented on the scoring template.
Notification letters are sent to successful applicants, starting with those with the highest score until the appropriations have been exhausted. Similarly, rejection letters are sent to all applicants whose applications were rejected.
4. Grant Award and Grant Agreement Execution Process
The grant program requires grant agreements between the agency and the grantee. The agency’s grants division develops a grant agreement template specific to this grant. The grant agreement includes standard grant language (e.g., standard requirements, payment procedures, reporting, approved work plans, budgets, audit clause, etc.). The grant agreement’s approved budget reflects the budget submitted by the applicant during the application process. The budget contains line item expenditures that are allowable and demonstrate continuity with the workplan. 
The agreement prohibits the units of local government from using suspended or debarred contractors and vendors on this program. The unit of local government must demonstrate that it has the ability to screen vendors and contractors.
After the Accounting Director in Fiscal Services confirms the funds are encumbered, a properly executed grant agreement is signed by the authorized representatives of the agency and the grantee.  
The grant administrator keeps a hard copy of the grant agreement on file. All executed agreements are scanned and stored on one of the agency’s hard drives. The grant administrator sends the grantee a copy of the fully executed grant agreement in addition to general grant administrative requirements (e.g., information on reimbursement and required reporting). 
5. Grant Payments, Monitoring and Reporting
Payments 
Payments to grantees are made on a reimbursement basis. Information regarding the agency reimbursement process is included in the general grant administrative requirements sent to the grantee upon fully executing the grant agreement.  
The grantee completes an invoice and submits it with an architect’s certificate to the grant administrator. The architect’s certificate certifies the percentage of the project completed. The grant administrator performs the following review prior to approving the invoice for payment:
· Confirms the percentage of construction completed
· Verifies invoiced expenses are incurred during the grant period
· Confirms expenses are allowable under the grant agreement
· Verifies the cumulative expenditure by line item does not exceed the approved budget 
· Ensures the grantee has submitted progress reports required by the grant agreement
The grant administrator signs the invoice as evidence of review and approval and forwards the invoice to the Fiscal Services department (Fiscal Services) for processing. A grant accountant with Fiscal Services confirms the invoice has the appropriate approvals based on the agency’s delegation of authority and checks the SWIFT system for the suspended/debarred vendor list maintained by the General Administrative Department. The grant accountant then records the invoice in GRANT MANAGER, the agency’s internal grant management tracking system, and queues it up for payment.
Monitoring
Grantee monitoring for the lacrosse grants consists of the following activities:
· Receiving and reviewing periodic progress reports. Each grantee submits at least one progress report. For grants over $100,000, a quarterly progress report is required while construction is in process. Progress reports are accompanied by architect certificates.
a. Receiving and reviewing independent audit reports. Each lacrosse grant award is in excess of $50,000 and, therefore, is required to have at least one independent audit during the grant period. Copies of the audit reports are sent to the grant administrator who follows up on any issues that may impact the grant.
b. Completing financial reconciliations. During the grant period, one financial reconciliation is performed by a grants specialist within the agency. Results are captured in a standard reporting template and issued to the grantee. Any questions, follow-up, or discrepancies are addressed in the report and appropriate follow-up with the grantee is conducted by the grant administrator. 
c. Conducting monitoring visits. Grants between $50,000 and $250,000 are subject to one on-site monitoring visit or desk review during the grant period. Grants over $250,000 require annual on-site monitoring visits. Monitoring visits are performed jointly by grants specialists or the grant administrator. A standard monitoring reporting template captures the monitoring activities performed and results. The monitoring reports prepared by the grants specialists are reviewed by the grant administrator. The monitoring reports prepared by the grant administrator are reviewed by the administrator’s supervisor. The grantee submits a plan to the grant administrator to resolve any questions, follow-up, or discrepancies addressed in the report.
Agency procedures require the grant administrator to use and refer to the division’s established grant monitoring/financial reconciliation plan that provides a broad overview and schedule of reporting, monitoring, and reconciliation requirements by grant type, grant award amount, and grant award period. The grant administrator routinely reviews/updates this plan to ensure the program information is accurate and planned financial reconciliation/monitoring activities are completed.
Reporting
Grantee progress reports are tracked in GRANT MANAGER, an agency-specific grant management tracking system. GRANT MANAGER keeps a record of progress report status (e.g., due date; receipt date). 
Grant financial transactions are recorded and tracked in GRANT MANAGER. A grant accountant routinely reconciles grant payments and financial transactions recorded in GRANT MANAGER to SWIFT. A supervisor reviews reconciliations.
An accounting supervisor produces a quarterly Manager’s Financial Report (MFR) from SWIFT. The supervisor sends the report to the grants administrator. The grants administrator and supervisor meet to review the report to discuss any questions or discrepancies.

6. Grant Closeout 
At the end of each grant, the grant administrator performs a closeout and saves the information as part of the official grant file. The closeout includes a grantee evaluation summary based on the following factors: a) effective use of grant funds, b) management capabilities, and c) administrative support, accounting, etc. This information is selected from the monitoring conducted during the grant period and is used to assess whether the grantee should be considered for future grants and if any additional training, technical assistance, or controls should be placed on future grants.  
Grant closeouts are completed after the grantee submits final certificates of completion from the architect(s) and final payments have been issued. 
[image: ]
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[bookmark: _Toc422930457]Grant Process Risk Identification and Ranking
Procedure 1: Appointment of grant administrator to run the program
	RISKS
	RISK PRIORITIZING/RANKING

	Agency lacks grants staff with the knowledge and experience to implement the program.
	High (3)—without knowledgeable and experienced staff the grant administration and management will struggle to provide effective oversight and technical assistance 

	Agency does not have staffing capacity to administer an additional competitive grant program. 
	High (3) – without appropriate staff resources the agency is unable to effectively administer and manage the additional grant program

	The grant is implemented in a way that fails to achieve the legislature’s intent as expressed in legislation.
	High (3)—failure to implement the grant program in accordance with legislative intent would lead to a waste of public funds.

	 Increased chance of fraud, waste, and abuse.
	High (3)—fraud, waste, and abuse would undermine the grant’s effectiveness.


Procedure 2: Pre-award grant process
	RISKS
	RISK PRIORITIZING/RANKING

	Grantee and state obligations in the RFP are unclear, preventing the grant from being effectively implemented and undermining the agency’s oversight of the grant.
	High (3)—failure could lead to fraud, waste and abuse. This could result in expensive litigation.

	Potential grantees may not be aware of the opportunity afforded by the grant, limiting the effectiveness of the grant.
	Medium (2)—passage of legislation authorizing the grant is public knowledge and state legislators often encourage constituents to seek grant funds.





Procedure 3: Grant application review process 
	RISKS
	RISK PRIORITIZING/RANKING

	Grant awards are issued to units of local government that do not meet the match requirement

	Low (1)—Units of local government that cannot meet the 50% match requirement are unlikely to apply and/or unable to demonstrate the required match documentation in the grant application process

	Grant reviewers have an actual, potential or perceived conflict of interest involving one or more applicants that may compromise the integrity of their reviews. 
	High (3)-Units of local government may be inappropriately accepted. The overall results could be brought into question and result in reputational concerns and mistrust. 


Procedure 4: Grant award and grant agreement execution process 
	RISKS
	RISK PRIORITIZING/RANKING

	Failure to identify and communicate each party’s rights and obligations leads to confusion, waste and expensive litigation.
	High (3)—significant chance of confusion and waste. Agency may not be able to enforce compliance.


Procedure 5: Grant payments, monitoring, and reporting
	RISKS
	RISK PRIORITIZING/RANKING

	Grantees use funds on un-allowed activities.
	High (3)—likely to lead to a waste of program funds.

	Grant funds are used for purposes other than those intended
	High (3)—likely to result in fraud, waste, and abuse.

	Agency grant staff fails to detect problems with implementation of the grant.
	Medium (2)—could lead to a waste of program funds, but a secondary risk because there are other ways to ensure progress is being made.

	Grantees fail to implement the grant effectively leading to a waste of public funds.
	High (3)—failure to monitor grant performance could lead to a waste of public funds.

	Grantee activities could lead to fraud, waste, and abuse.
	Medium (2)—Could lead to waste, fraud, and abuse, but a secondary risk because there are other ways to ensure progress is being made.




Procedure 6: Grant closeout
	RISKS
	RISK PRIORITIZING/RANKING

	Program reports are materially misstated.
	High (3)—Information provided to the public would be incorrect. Makes it more difficult to detect fraud, waste, and abuse.

	Failure to detect fraud, waste, and abuse during grant closeout.
	High (3)—failure to be aware of the financial status of the grant or the underlying transactions increases the chances of fraud/abuse/waste

	Inability to articulate whether grant goals have been met.
	Medium (3)—failure to document if grant goals  met can lead to inefficient public investment and increases the chances of waste


Note: Given that a low number of risks were identified, the risk assessment team decided to include all the above risks–not only the higher ranked risks–in the control identification process.
Table 1: Grant Process Risk and Control Activity Matrix
	Risk Rank and Control Activities [footnoteRef:2] [2:  Control Activity descriptions can be found on the following page; key control activities are indicated by bold font and shaded cells.] 

	Rank (1-3)
	C1
	C2
	C3
	C4
	C5
	C6
	C7
	C8
	C9
	C10
	C11
	C12
	C13
	C14
	C15
	C16
	C17
	C18
	C19
	C20
	C21
	C22
	C23
	C24
	C25
	C26
	C27
	C28
	C29
	C30
	C31
	C32
	C33

	Risks
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	

	Agency staff lacks the knowledge and experience to implement the program.
	3
	X
	blank
	blank
	blank
	X
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	

	Agency does not have staffing capacity to administer an additional competitive grant program.
	3
	X
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	

	The grant is implemented in a way that fails to achieve the legislature’s intent as expressed in legislation.
	3
	X
	X
	blank
	blank
	blank 
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	

	Increased chance of fraud, waste, and abuse during grant implementation.
	3
	X
	blank
	X
	blank
	blank 
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	X
	X
	blank
	blank
	X
	X
	blank
	blank
	blank
	X
	X
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	

	Grantee and state obligations in the RFP are unclear, preventing the grant from being effectively implemented and undermining the agency’s oversight of the grant.
	3
	blank 
	X
	blank
	X
	X
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	X
	X
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	

	Potential grantees may not be aware of the opportunity afforded by the grant, limiting the effectiveness of the grant.
	2
	blank
	blank
	blank
	blank
	blank
	X
	X
	X
	X
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	

	Grant awards are issued to units of local government that do not meet the match requirement.
	1
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	X
	X
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	

	Grant reviewers have an actual, potential or perceived conflict of interest involving one or more applicants that may compromise the integrity of their reviews.
	3
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	X
	blank
	blank
	X
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank

	Failure to identify and communicate each party’s rights and obligations leads to confusion, waste and expensive litigation.
	3
	X
	blank
	blank
	 blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	X
	X
	X
	blank 
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	

	Grantees use funds on un-allowed activities.
	3
	X
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	X
	blank
	blank
	
	X
	X
	blank
	X
	X
	X
	X
	blank
	blank
	blank
	blank
	blank
	X
	X
	blank
	

	Grant funds are used for purposes other than those intended.
	3
	X
	blank
	blank
	X
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	X
	blank
	blank
	X
	X
	X
	X
	blank
	blank
	X 
	  X 
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	

	Agency grant staff fails to detect problems with implementation of the grant.
	2
	X
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	X
	X
	X
	X
	blank
	blank
	blank
	blank
	blank
	blank 
	

	Grantees fail to implement the grant effectively leading to a waste of public funds.
	3
	blank
	blank
	blank
	X
	blank
	blank
	blank
	blank
	blank
	blank
	X
	X
	X
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	X
	X
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	

	Grantee activities could lead to fraud, waste and abuse during grant period.
	2
	X
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	X
	X
	blank
	blank
	X
	blank
	blank
	blank
	blank
	blank
	

	Program reports are materially misstated.
	3
	blank 
	blank
	X
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	X
	X
	blank
	Blank
	blank
	

	Failure to detect fraud, waste, and abuse during grant closeout.
	3
	X
	blank
	X
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	X
	X
	X
	X
	blank 
	

	Inability to articulate whether grant goals have been met.
	2
	X
	X
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	
	X



[bookmark: _Toc422930458]Control Activity Legend
	CONTROL ACTIVITY #
	CONTROL ACTIVITY DESCRIPTION

	C1
	A program administrator is appointed to each grant program. The administrator is a grant manager with several years of experience in managing grants in general and in the specific area of the grant. 

	C2
	The agency’s senior leadership team (i.e., agency attorney, appointed grant administrator, and agency budget officer) reviews the legislation and prepares a summary listing legislation’s goals. Ambiguous provisions in the legislation are referred to the state Attorney General’s office for interpretation.

	C3
	There is considerable segregation of duties within the grant process. Grant administrators are responsible for issuing RFPs, receiving applications, signing grant agreements, monitoring grantees, and closing out grants. Fiscal Services is responsible for processing payments. No one employee has the ability to complete an entire transaction on his or her own.

	C4
	The agency has dedicated development/administrative staff who review the legislation, agency summary report and use the information to prepare a detailed RFP.

	C5
	The completed RFP is reviewed by the agency attorney and the appropriate supervisory/managerial staff responsible for grant operations.

	C6
	The RFP is posted on the agency website under “Grant Opportunities”.

	C7
	The RFP is posted on MN Grants and published in the Minnesota State Register.

	C8
	The RFP is sent via email to chief executives of units of local government.

	C9
	30 days before the closing date for responses to the RFP, a reminder email is sent to chief executives of units of local government (ULG).

	C10
	The RFP requires that the match be either in cash or in land. The unit of local government must show that it has title to its contribution. For cash, the ULG must show that the cash is not otherwise obligated. For land, the ULG must demonstrate that (a) the land is suitable for the intended purpose, (b) the unit of local government holds clear title to the land, and (c) the land is appropriately valued.

	C11
	All state employees and grant reviewers involved in the review of grant applications must complete and sign a conflict of interest disclosure form for the grant review process.

	C12
	Grant applications are initially reviewed for minimum eligibility. The next grant application review is conducted by a grant review team who complete a scoring template. The scoring template is based on criteria established by the grant administrator and the RFP. All grant application scores are compiled and tracked. The grants specialist establishes a cut-off score based on the average of the total grant scores. 

	C13
	A sample of applications that fail to meet the score cutoff is reviewed by the grant administrator to ensure the assigned scores are reasonable. 

	C14
	Applications making the point cutoff are reviewed by the grant administrator and at least two other grant managers. The grant administrator also takes into account if any of the applications represent grant applicants that have had prior grants from the agency and if applicable, reviews past performance outcomes. Reasons for any changes to the ranking scores are documented on the scoring template.

	C15
	Each competitive grant program must have a grant agreement. No funds can be disbursed to the grantee without a signed agreement.

	C16
	The grant agreements are based on templates developed together with the General Administration Department’s Central Contracts Office (CCO).

	C17
	Prior to executing the grant agreement (signatures), the Accounting Director must confirm that the funds are encumbered.

	C18
	A line item budget is submitted as part of the grant application process. The line item budget is approved together with the application.

	C19
	All requests for reimbursement must be submitted in a standard format invoice and accompanied by an architect’s certificate.

	C20
	The grant administrator performs the following review prior to approving an invoice for payment:
· Confirms the percentage of construction completed
· Verifies invoiced expenses are incurred during the grant period
· Confirms expenses are allowable under the grant agreement
· Verify the cumulative expenditure by line item does not exceed the approved budget 
· Ensures the grantee has submitted progress reports required by the grant agreement

	C21
	The invoice is reviewed and signed as evidence of approval based on the agency’s delegated authority and written policies and procedures; a grant accountant confirms the invoice contains the appropriate approvals. 

	C22
	State agency grants staff have ongoing communication with grantee management and authorized designees (e.g., monitoring visits, financial reconciliations, etc.)

	C23
	Grant agreements contain specific references to all pertinent grant requirements – (payments, reporting, monitoring, reconciliation, sub-contracting requirements, etc.)

	C24
	Grants staff perform one financial reconciliation for all grants over $50,000 at least once during the grant period using a standard template. Results are documented through a standard reporting format. Questions, concerns, and/or discrepancies are brought to the grant administrator’s attention and discussed with the grantee.

	C25
	Grants staff conduct annual monitoring of grants over $250,000 and at least once during the grant period for grants between $50,000 and $250,000. Results are documented through a standard monitoring template. Issues are discussed with the grantee and grant administrator.

	C26
	Each grantee is required to submit at least one progress report. For grants over $100,000, a progress report is required for every three months that the grant is ongoing.

	C27
	Reimbursement payments are made only if the grantee has submitted all required progress reports.

	C28
	Grantees are required to submit at least one independent audit of their financial records conducted during the grant period. 

	C29
	Fiscal Services accounting staff reconcile grant balances in SWIFT with GRANT MANAGER 

	C30
	The GRANT MANAGER to SWIFT reconciliation is reviewed and approved by an accounting supervisor.

	C31
	Each grant administrator receives a Manager’s Financial Report (MFR) from the agency fiscal services unit.

	C32
	Fiscal Services grant accountants meet regularly with respective grant administrators to review the MFR.

	C33
	At the end of each grant, the grant administrator completes the grant closeout; the information is saved as part of the official grant file.
A grantee evaluation summary is provided based on the following factors: a) effective use of grant funds, b) management capabilities, and c) administrative support (accounting, etc.). This information is selected from the monitoring conducted during the grant period and is used to assess whether the grantee should be considered for future grants and if any additional training, technical assistance, or controls should be placed on future grants.  
Grant closeouts are completed after the grantee submits final certificates of completion from the architect(s) and final payments have been issued. The appropriate and pertinent state agency staff responsible for supervising grants management functions review all completed projects and grant closeout information.




Notes: 
The matrix and control activity legend are provided for illustrative purposes only, to show that control activities often address multiple risks and one risk can be addressed by multiple control activities. The matrix does not purport to represent a complete match of control activities to the associated risks in this example. 
Key control activities address (a) significant risks, or (b) multiple lesser risks, which cumulatively are significant to the organization. Whether or not a control activity is 'key' is determined by management. 
Some suggested key control activities in this example include C1, C2, C3, C4,  C6, C7, C8, C11, C12, C14, C15, C18, C19, C23, C24, C25, C29, and C33. 

[bookmark: _Toc422930459]GRANT PROCESS - Appendix A-Notes
1. Appointment of a Grant Administrator to Run the Program
State grants are initiated by legislation. The agency usually is aware of pending legislation and has time to prepare for its enactment. For grant programs, part of this preparation involves appointing a grant administrator for that particular program to the program’s day-to-day activities. The grant administrator is appointed when it appears the legislation creating this program is about to pass. The state agency is generally allowed to use a portion of the grant for grants administration, which provides resources for appropriate grants staffing, administration, and grants management capacity.
2. Pre-award Grant Process
Upon enactment, the agency thoroughly reviews the legislation. Any ambiguous provisions are referred to the State Attorney General’s office for an opinion.
The staff determines if the new grant program is competitive, formula-driven, single, or sole-source grant[footnoteRef:3]. A competitive grant is a grant that is awarded through an application process in which multiple grant applications are reviewed. Grants are awarded to applicants that most closely meet the selection criteria identified by the granting agency. A formula grant is one specifically created by statute and disbursed by a mandated formula, such as the number of children in a school district. A sole source grant is a type of non-competitive grant that is awarded to an entity because it is the only provider of a particular service. A single-source grant is a type of non-competitive grant that is awarded to an entity that is selected due to specific reasons, such a geographic location or community knowledge and relationships that make that entity uniquely able to fulfill the intent of the grant.   [3:  Office of Grants Management (OGM) Policy 08-07: Single and Sole Source Grants] 

For competitive grants, a Request for Proposal (RFP) (also known as a notice of grant opportunity) document is prepared notifying grant seekers of a competitive grant opportunity, and includes information on grant requirements, selection criteria, timelines and process. Agencies generally have dedicated staff that review the legislation and summary report to prepare a detailed RFP. State policy[footnoteRef:4] requires the RFP to include the following: [4:  OGM Policy 08-03: Publicizing Grants Notices and Requests for Proposal] 

· A description of the grant program
· The state’s goals and priorities in making the grants
· Eligibility requirements for applicants
· A statement on whether a multi-organization collaboration is required, welcome or not allowed for this grant program
· Grant outcome expectations and reporting requirement
· Deadlines and timelines for each step in the application and award process
· Amount of money for distribution and how it will be allocated
· Selection criteria and weight
· Detailed application formatting instructions or an application template
· General information about the review process and a general overview of the composition of the review committee
· Requirements for in-kind or matching funds
· Name and contact information of a contact person at the state agency
· A statement regarding when information in their grant application becomes public data
Once the RFP draft has been completed and reviewed, it is publically released[footnoteRef:5] through the following steps:   [5:  OGM Policy 08-03: Publicizing Grants Notices and Requests for Proposal] 

a. Posted to the agency internet site  
b. Posted to MN Grants/ the website that provides a single entry point to State of Minnesota grant opportunities 
c. Sent electronically to the chief executive of each eligible organization (not a policy requirement)
d. Published in the Minnesota State Register (not a policy requirement) 
3. Grant Application Review Process 
The grant administrator is responsible for ensuring the application review process is thorough, comprehensive and able to be completed in a timely manner. 
A grants specialist typically performs the initial review on each application to verify minimum eligibility requirements. In some instances, such as a large grant applicant pool or a new grant program, the grant administrator will recruit skilled community members with content area expertise to review and score grant applications in order to assist with the additional volume of work. All state employees and grant reviewers involved in the review of grant applications must complete and sign a conflict of interest disclosure form for each grant review in which they participate. [footnoteRef:6] [6:  OGM Policy 08-01: Grants Conflict of Interest] 

Each application is reviewed based on criteria developed by the grant administrator and the RFP group. Although the criteria[footnoteRef:7] differ from program to program, the following factors are generally considered: [7:  OGM Policy 08-02: Rating Criteria for Competitive Grant Review] 

· Project need, 
· Project sustainability, 
· Soundness of approach, 
· Probability of achieving results, 
· Financial management capacity (accounting, timekeeping, and funds management), 
· Project funds raised to-date, 
· Geographic coverage, and 
· Knowledge of the community being served
Agency staff develop a standardized scoring sheet that facilitates the scoring process and assesses how well each grant application conforms to each of the selected scoring criterion. Each reviewer completes a scoring sheet using a standard scoring scheme. Based on the grant review scores, the grants specialist sets a cut-off score.
The grant administrator then selects a sample of rejected applications and reviews the scores for reasonableness. Applications making the point cutoff are reviewed by the grant administrator and at least two other grant managers. The grant administrator can choose to schedule and facilitate a grant reviewer discussion to clarify scores in the event that there are significant questions or discrepancies across grant application scores. The grant administrator also takes into account if any of the applications represent grant applicants that have had prior grants from the agency and if applicable, reviews past performance outcomes. Reasons for any changes to the ranking scores are documented on the scoring template.  
Notification letters are sent out to successful applicants, starting with those with the highest score until the appropriations have been exhausted. Similarly, rejection letters are sent to all applicants whose applications were rejected.
4. Grant Award and Grant Agreement Execution Process
All competitive, legislatively-named, formula, single and sole source grant programs require grant agreements between the agency and the grantee. [footnoteRef:8] Agencies often use standard grant templates[footnoteRef:9] that contain all required legal and policy language, such as grant requirements, payment procedures, reporting, approved work plans and budgets. Other clauses such as the “Audit Clause”, which gives a state-appointed auditor access to the grantee’s books for at least six years and stating who will be responsible for the cost of audit, are usually included. The grant agreement’s approved budget reflects what the grant applicant submitted as part of the application process. The budget contains line item expenditures that are allowable and demonstrate continuity with the workplan. [8:  Grants policy on the OGM Policy 08-04: Use of Grant Agreements]  [9:  Standard templates are available from the Minnesota Department of Administration, Office of Grants Management (OGM). Agencies are strongly encouraged to contact OGM or their assistant attorney general to review any modifications.] 

A grant agreement will not be signed unless the funds are encumbered. As part of the agreement execution process, an authorized employee in the financial management area confirms the funds are encumbered. Once encumbrance has been confirmed, a properly executed grant agreement is signed by the authorized representatives of the agency and the grantee.  
The grant administrator is responsible for keeping a hard copy of the executed grant agreement on file. All executed agreements can also be scanned and stored electronically. The grant administrator sends the grantee a copy of the fully executed grant agreement in addition to general grant administrative requirements – such as information on reimbursement and required reporting. The grant administrator may also provide orientation and training materials to new grantees in order to provide strong customer service and build positive rapport with grantees.  
5. Grant Payments, Monitoring and Reporting
Payments
Grants policy[footnoteRef:10] recommends making payments to grantees on a reimbursement basis. This means the grantee incurs grant-related expenses that reflect what was approved in the grant agreement budget and then submits an invoice to the agency for payment.   [10:  OGM Policy 08-08:Grant Payments] 

Advance payments are allowed after a written justification has been approved by an appropriate contact in the agency’s financial management area. Advance payments must be negotiated with the grantee on a case-by-case basis and must be reflected in the grant agreement.
Grantee requests for reimbursement are matched to the line items in the approved grant budget. The agency’s authorized representative (named in the grant agreement) reviews each request against the approved grant budget, grant expenditures to date and the latest grant progress report before approving payment. Grant payments are not made on grants with past due progress reports, unless the state agency has given the grantee a written extension.  
Monitoring [footnoteRef:11] [11:  OGM Policy 08-10:Grant Monitoring] 

All grants between $50,000 and $250,000 are subject to one monitoring visit (either by phone or on- site). All grants over $250,000 are subject to annual monitoring visits. A monitoring visit may cover topics such as statutory compliance, challenges faced by grantee, grant program modifications, program outcomes, grantee policies and procedures, grantee governance, training needs and technical needs.
In addition, agencies must conduct financial reconciliations once during the grant period on grants over $50,000. A financial reconciliation involves reconciling a grantee’s request for payment in a given period with supporting documentation for that request. 
Reporting
Agencies require grantees to submit progress reports at least annually. Progress reports summarize grant activities and outcomes for a given period. Progress reports must be reviewed and tracked. Agencies cannot make payments to grantees with past due progress reports.[footnoteRef:12] [12:  OGM Policy 08-09 Progress Reports] 

Grant financial transactions are recorded and tracked in SWIFT or in an agency’s grant sub-system. For grant sub-systems, appropriate grant staff routinely reconcile grant payments and financial transactions recorded in the sub-system to SWIFT. A supervisor typically reviews reconciliations. Depending on the circumstances, discrepancies may require the grant administrator to follow up directly with the grantee. Documentation of this activity is kept as part of the official grant file.  
6. Grant Closeout
The purpose of a closeout evaluation is to consider a grant applicant’s past performance before awarding subsequent grants to them. Prior grant performance must be considered before an agency makes new grant awards over $5,000. State agencies can create a closeout evaluation process that best meets their needs.[footnoteRef:13] [13:  OGM Policy 08-13: Grant Closeout Evaluation] 




[bookmark: _Toc422930460]EXAMPLE 3: CASH RECEIPTS PROCESS
[bookmark: _Toc422930461]Cash Receipts Introduction
This example differs from previously discussed examples in the following ways:
· It addresses performing a risk assessment for a process that already exists. 
· The business process described is less linear than previous examples.
· It demonstrates a technique to document risks and controls where a multiple-risk to multiple-control relationship exists (risk and control matrix).
· It shows how a control gap may be identified and addressed. 
The cash receipts example demonstrates the application of the following steps for conducting a risk assessment as described in the Guide to Risk Assessment and Control Activities:
· Document the process
· Identify risks
· Prioritize risks
· Identify and evaluate control activities
· Create action plans to address control gaps and redundancies 
Note: The example is completely fictional, and was devised as a means of illustrating how a team might perform a risk assessment. The example is not intended to be exhaustive in terms of risks or control activities identified and may contain more or less information than is suitable for preparing a complete risk assessment. 
Example Documents 
· Process Background, narrative, list of procedures and risk assessment steps
· Original Flowchart – A graphical depiction of the process narrative 
· Risk Ranking – A list of risks ranked by severity
· Original Risk and Control Activity Matrix – A matrix relating risks to their corresponding controls
· Updated Risk and Control Activity Matrix – The original matrix updated with new controls
· Updated Flowchart – The original flowchart with control activity cross-references 
· Action Plan for addressing control gap

[bookmark: _Toc367954285][bookmark: _Toc422930462]Cash Receipts Process Background, Narrative, List of Procedures and Risk Assessment Steps
[bookmark: _Toc367954286][bookmark: _Toc422930463]Example Background
The Minnesota Board of Professional Balloonists (MNBPB, colloquially pronounced “Minbipy”) licenses balloon operators to fly passengers for recreational purposes in the state of Minnesota, in addition to a few other industry related activities. A Minnesota statute requires these licenses be renewed every two years. 
The board collects fees for issuing and renewing licenses to balloon operators. The fees are used to fund safety and regulatory activities within Minnesota’s ballooning industry. This process of issuing licenses and collecting fees has been in place for many years. 
The newly appointed executive board chairperson of MNBPB has been reviewing the board’s many business processes to familiarize herself with her new job. After her review, she decided that risk assessments should be performed on all critical processes. She determined the first business area to perform the risk assessment would be in cash receipts processing. She based her decision on the high risk of financial errors or fraud in this area, and the potential for damage to the board’s credibility should fraud or errors occur. 
The board chairperson assembled a risk assessment team of key personnel in the cash receipts process. The first item on the agenda was to determine what needs to get done in the cash receipts process. To do this, they discussed the process with one another from beginning to end. The entire process was written down in a narrative, which can be viewed below. 
	[bookmark: _Toc367954287][bookmark: _Toc422930464]Process Narrative 
Notifications of pending license expiration and payment remittance documents are printed and mailed to license holders using the operations unit subsystem, which is a database of licensee information. When mail is received, envelopes are opened by a clerk in the mailroom who restrictively endorses any checks that were received. The remittance documents are prepared by the mailroom clerk and sent with the checks to the manager. When a check or cash is delivered in person through the office counter, the transaction is recorded on a cash register by counter staff. The register closeout tape is sent to the manager at the end of each day.
Next, the manager takes the remittance documents and compares the cash and checks to the totals that have been recorded. The manager then authorizes batches for upload into the accounting system, and places the cash and checks into locked bags for pickup by an armored car service. The receipts are deposited in the bank and deposit slips are sent to MNBPB General Ledger Accounting. 
The board’s accounting system interfaces with a subsystem that authorizes the creation of new licenses. The licenses are created when prompted by the subsystem and then mailed to the license holder by the operations unit. Any undelivered mail is investigated and resolved by the operations unit. Any interface problems between the accounting system and the subsystem are noted and reviewed in an exception report on a daily basis.




Using the narrative, the team developed a flowchart that depicts the entire receipts process from start to finish. They were also able to determine a high level list of activities in the receipts process (procedures). The list can be found below. To view a graphical display of the team’s narrative, see the document titled “Original Flowchart.”
[bookmark: _Toc367954288][bookmark: _Toc422930465]Procedures
Send-out notices to license holders that their license is about to expire
Receive cash and checks for origination and renewal of balloonist licenses
Record receipt of cash in the accounting system and operations unit subsystem
Deposit cash into bank accounts
Send license holders their new licenses
[bookmark: _Toc422930466]Risk Assessment Steps
Risk Identification
After the team completed a process narrative and a flowchart, they walked through each part of the process and asked themselves: “What could go wrong if there were no control activities in place?” They addressed each part as a group while maintaining an open mind regarding all possible risks. The end result was a list of risks found in the process. 
Risk Ranking
Next, the team ranked each risk on a scale of 1 to 3. Risks that seemed very unlikely to occur, or risks which would likely not lead to any serious ramifications, were ranked as a 1. Risks that were very likely, or were less likely but the occurrence of which would be very costly, were ranked 3. The team got together and averaged their scores to determine higher risks. The higher ranked risks (2 and 3) were carried forward into the control activity identification process. The final product of the group’s work can be viewed by referring to the risk ranking document.  
Control Activity Identification
With the list of risks established, the team worked on documenting the control activities in place that mitigated these risks. The control activities were documented using a risk and control matrix. The team listed the risks that they had previously ranked in the left column of the matrix and listed the corresponding control activities in the top row. They found this grid format useful because it allowed them to easily convey how one control could cover multiple risks, or alternatively, how one risk could be mitigated by multiple controls. See the original risk and control matrix to view the group’s work. 
Conclusion
While completing the risk and control matrix, the team identified a significant risk–cash is lost or stolen before it gets entered into the accounting system–that had insufficient controls in place to address it. They discovered that the Receipts Manager was responsible for preparing receipts for deposit while also having the ability to edit the remittance documents before they are uploaded into the accounting.  


Although the Receipts Manager was a trusted employee of MNBPB, and no wrongdoing had occurred as a result of these incompatible duties, it was decided that a control activity should be established to better manage the process and reduce the risk of undetected errors and theft. See the action plan document developed to address the control gap. 
The team also realized several of the controls that they had already documented were able to mitigate other risks within the matrix. They added special tick marks where appropriate to document this additional risk mitigation. See the updated risk-control matrix to view the increase in coverage from the existing control activities. The matrix also indicated the key control activities[footnoteRef:14]. An updated flowchart with notes referencing the controls the team documented in the process is also available. [14:  Non-key control activities may be beneficial in certain situations to provide added protection in the event a key control fails. However, risk assessment teams should always be aware of redundant control activities that may be costly to maintain, add little value, and/or reduce process effectiveness and efficiency. Redundant control activities should be identified and brought to management’s attention.] 

A few of the team members volunteered to walk through the business process and validate that key control activities were present and operating as intended. The members did not find any issues; they documented the results of the walkthrough and testing in a memo addressed to the risk assessment team and business process owners. 
The team presented the results of risk assessment project to the Board of Directors. The team provided an overview of project, provided the risk ranking and risk and control matrices to each board member. They also presented the recommendation to improve segregation of duties over the process.
The Board of Directors agreed with the recommendation and an action plan was developed to address the gap. The action plans are routinely monitored by the Board. See the completed action plan.
40
[bookmark: _Toc422930467]Cash Receipts Process: Original Flowchart
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[bookmark: _Toc422930468]Cash Receipts Risk Ranking
Procedure 1: Send out notices to license holders
	Risk
	Rank
(1-3)
	Risk Ranking Comments

	Notice is sent to wrong address.
	2
	Medium probability and impact - input error

	Notice is not sent.
	2
	Medium impact if system failure

	Wrong expiration date in the database records.
	2
	Medium impact on budget; receipts not received when anticipated

	Notice is lost in the mail.
	2
	Low probability of occurrence; low impact (license won't be renewed)


Procedure 2: Receive cash and checks for origination and renewal of balloonist licenses
	Risk
	Rank
(1-3)
	Risk Ranking Comments

	Mail is lost or stolen from mailroom.
	3
	Cash has a high inherent risk of fraud or theft

	Renewal check is not sent after notice.
	1
	Customer's responsibility; no risk to agency

	Renewal check mailed to wrong address.
	2
	Medium risk to agency if agency-provided incorrect information

	Cash is lost or stolen from the cash register.
	3
	Cash has a high inherent risk of fraud or theft

	The counter at the MNBPB office is robbed. 
	3
	Cash has a high inherent risk of fraud or theft

	Not enough change is available at the register.
	1
	Walk-in customers typically have exact amount for payment

	Check is sent when renewal is not due.
	1
	Low probability of occurrence

	Cash is sent via mail and is lost or stolen.
	3
	Cash has a high inherent risk of fraud or theft


Procedure 3: Reflect receipt of cash and checks in the accounting system and operations unit subsystem
	Risk
	Rank
(1-3)
	Risk Ranking Comments

	Cash is lost or stolen before it is entered into the accounting system.
	3
	Cash has a high inherent risk of fraud or theft

	Data is erroneously entered into the accounting system.
	3
	Cash has a high inherent risk of fraud or theft

	No data is entered into the accounting system before cash is deposited.
	3
	Cash has a high inherent risk of fraud or theft


Procedure 4: Deposit cash into bank accounts
	Risk
	Rank
(1-3)
	Risk Ranking Comments

	The bank mishandles/loses cash.
	2
	Low probability of occurrence; medium impact if large deposit

	The bank reflects a deposit that is different from the cash submitted.
	2
	Low probability of occurrence; medium impact if large cash deposit

	The armored car is robbed before it reaches the bank.
	2
	Low probability of occurrence; medium impact if large deposit

	The bank goes out of business or is destroyed somehow.
	1
	Low probability of occurrence; banks must follow strict regulatory requirements to protect customer deposits

	Some checks have insufficient funds.
	3
	Unpaid licenses


Procedure 5: Send customers their new licenses
	Risk
	Rank
(1-3)
	Risk Ranking Comments

	The accounting system does not interface with the subsystem correctly.
	3
	Accounting/Reporting errors

	Data is corrupted in the subsystem.
	3
	Accounting/Reporting errors

	License is sent to wrong address.
	2
	Medium probability and impact - input error

	Customer moves without notifying a change of address.
	1
	Customer's responsibility; license will expire

	License is lost in the mail.
	1
	Low probability of occurrence; customer can request duplicate license


Notes:
1. Management decided to focus on the higher ranked risks for identifying control activities. As a result, the risks ranked “1” were not included in the receipts risk and control matrices or the updated flowchart.
2. A more thorough discussion on how to prioritize risks can be found in the Guide to Risk Assessment and Control Activities. The risk ranking and risk ranking comments are purely fictional and should not be used to prioritize risks in an actual cash receipts process. The risks noted above are for illustrative purposes only and may not contain every risk relevant to a receipts process.
[bookmark: _Toc422930469]Cash Receipts: Original Risk and Control Matrix
	Control Activities A-M: see legend table below for control activity descriptions
	blank
	A
	B
	C
	D
	E
	F
	G
	H
	I
	J
	K
	L
	M

	Risk 
	Rank (1-3)
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank

	Notice is sent to wrong address.
	2
	x
	blank 
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank

	Notice is not sent.
	2
	blank
	x
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank

	Wrong expiration date in the database records.
	2
	blank
	blank
	x
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank

	Notice is lost in the mail.
	2
	blank
	blank
	blank
	x
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank

	Mail is lost or stolen from mailroom.
	3
	blank
	blank
	blank
	blank
	x
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank

	Renewal check mailed to wrong address.
	2
	blank
	blank
	blank
	blank
	blank 
	x
	blank
	blank
	blank
	blank
	blank
	blank
	blank

	Cash is lost or stolen at the cash register.
	3
	blank
	blank
	blank
	blank
	blank
	blank
	x
	blank
	blank
	x
	blank
	blank
	blank

	The counter at the MNBPB office is robbed. 
	3
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	x
	x
	 
	blank
	blank
	blank

	Cash is sent via mail and is lost or stolen.
	3
	blank
	blank
	blank
	x
	blank
	blank
	blank
	blank
	blank 
	x
	blank
	blank
	blank

	Cash is lost or stolen before it gets entered into the accounting system. (No control activities identified for this risk; see action plan for documentation of control gap.)
	3
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank

	Data is erroneously entered into the accounting system.
	3
	blank
	blank
	x
	blank
	blank
	blank
	blank
	blank
	blank
	x
	blank
	blank
	blank

	No data is entered into the accounting system before cash is deposited.
	3
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	x
	blank
	blank
	blank

	The bank mishandles/loses cash.
	2
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	x
	blank
	blank
	blank

	The bank reflects a deposit that is different from the cash submitted.
	2
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	x
	blank
	blank
	blank

	The armored car is robbed before it reaches the bank.
	2
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	x
	x
	blank
	blank

	Some checks have insufficient funds.
	3
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	x
	blank 

	The accounting system does not interface with the subsystem correctly.
	3
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	x
	blank
	blank
	x

	Data is corrupted in the subsystem.
	3
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	x
	blank
	blank
	x

	License is sent to wrong address.
	2
	x
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	 blank

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	



[bookmark: _Toc422930470]Control Activity Legend
	Control Letter
	Control Description

	A
	Mailing address must match record of address assigned to license

	B
	There is an expiration date on each license which serves as a secondary indication of expiration

	C
	Receipts manager reviews remittance docs for accuracy

	D
	All MNBPB correspondence is sent certified mail

	E
	Two workers in mailroom at mail opening time: 1 to open envelopes and 1 to restrictively endorse

	F
	Notices are sent with enclosed preprinted envelopes with a remittance advice

	G
	Register is totaled at the end of each shift by a clerk, reviewed by receipts manager, and approved

	H
	Cash in the register is limited to $300

	I
	Video surveillance is used in the customer service area

	J
	General Ledger Accounting reconciles bank deposit records with transaction detail in accounting system and license subsystem

	K
	The car only operates during daylight hours, armed guards escort monies, additional risk accepted

	L
	Licenses are not sent until 3 days after approval in the subsystem (receipt of payment), GL Accounting notifies the Operations Unit to halt process should there be insufficient funds 

	M
	Daily review of exception report from license subsystem




[bookmark: _Toc422930471]Cash Receipts: Updated Risk and Control Matrix
	Control Activities A-M: see legend table below for control activity descriptions
	blank
	A
	B
	C
	D
	E
	F
	G
	H
	I
	J
	K
	L
	M

	Risk 
	Rank (1-3)
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank

	Notice is sent to wrong address.
	2
	x
	blank 
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank

	Notice is not sent.
	2
	blank
	x
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank

	Wrong expiration date in the database records.
	2
	blank
	o
	x
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank

	Notice is lost in the mail.
	2
	blank
	blank
	blank
	x
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank

	Mail is lost or stolen from mailroom.
	3
	blank
	blank
	blank
	blank
	x
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank

	Renewal check mailed to wrong address.
	2
	blank
	blank
	blank
	blank
	blank 
	x
	blank
	blank
	blank
	blank
	blank
	blank
	blank

	Cash is lost or stolen at the cash register.
	3
	blank
	blank
	o
	blank
	blank
	blank
	x
	o
	o
	x
	blank
	blank
	blank

	The counter at the MNBPB office is robbed. 
	3
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	x
	x
	
	blank
	blank
	blank

	Cash is sent via mail and is lost or stolen.
	3
	blank
	blank
	o
	x
	o
	blank
	blank
	blank
	blank
	x
	blank
	blank
	blank

	Cash is lost or stolen before it gets entered into the accounting system. (No control activities identified for this risk; see action plan for documentation of control gap.)
	3
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank

	Data is erroneously entered into the accounting system.
	3
	blank
	blank
	x
	blank
	blank
	blank
	o
	blank
	blank
	x
	blank
	blank
	blank

	No data is entered into the accounting system before cash is deposited.
	3
	blank
	blank
	blank
	blank
	blank
	blank
	o
	blank
	blank
	x
	blank
	blank
	blank

	The bank mishandles/loses cash.
	2
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	x
	blank
	blank
	blank

	The bank reflects a deposit that is different from the cash submitted.
	2
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	x
	blank
	blank
	blank

	The armored car is robbed before it reaches the bank.
	2
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	x
	x
	blank
	blank

	Some checks have insufficient funds.
	3
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	x
	blank 

	The accounting system does not interface with the subsystem correctly.
	3
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	x
	blank
	blank
	x

	Data is corrupted in the subsystem.
	3
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	x
	blank
	blank
	x

	License is sent to wrong address.
	2
	x
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Table Tick mark Explanations
x – indicates risk/control activity relationship as depicted in original risk and control matrix
o - indicates where team realized several of the control activities already identified were also able to mitigate other risks within the matrix
[bookmark: _Toc422930472]Updated Control Activity Legend
	Control Letter
	Control Description

	A
	Mailing address must match record of address assigned to license (key control activity)

	B
	There is an expiration date on each license which serves as a secondary indication of expiration (key control activity)

	C
	Receipts manager reviews remittance docs for accuracy

	D
	All MNBPB correspondence is sent certified mail (key control activity)

	E
	Two workers in mailroom at mail opening time: 1 to open envelopes and 1 to restrictively endorse (key control activity)

	F
	Notices are sent with enclosed preprinted envelopes with a remittance advice (key control activity)

	G
	Register is totaled at the end of each shift by a clerk, reviewed by receipts manager, and approved (key control activity)

	H
	Cash in the register is limited to $300

	I
	Video surveillance is used in the customer service area

	J
	General Ledger Accounting reconciles bank deposit records with transaction detail in accounting system and license subsystem (key control activity)

	K
	The car only operates during daylight hours, armed guards escort monies, additional risk accepted

	L
	Licenses are not sent until 3 days after approval in the subsystem (receipt of pymt), GL Accounting notifies the Operations Unit to halt process should there be insufficient funds (key control activity)

	M
	Daily review of exception report from license subsystem (key control activity)


Note: The cash receipts flowchart on the following page was updated  to reflect where the above control activities appeared in the overall cash receipts process. The table below describes the procedure (from the cash receipts narrative) in the left column and the related control activity in the right column.
 
	Cash Receipts Procedure
	Control Activity

	Expiring license data are flagged for notification in system.
	A: Mailing address must match record of address assigned to license (key control activity)

	Notifications of pending license expiration are mailed to licensees by Operations Unit staff.
	D: All MNBPB correspondence is sent certified mail (key control activity)
F: Notices are sent with enclosed preprinted envelopes with a remittance advice (key control activity)

	When a check or cash is delivered in person through the office counter, Counter Sales staff record  transaction on a cash register.
	E: Two workers in mailroom at mail opening time: 1 to open envelopes and 1 to restrictively endorse (key control activity)
H: Cash in the register is limited to $300
I: Video surveillance is used in the customer service area

	The register closeout tape is sent to the manager at the end of each day. The manager takes the remittance documents and compares the cash and checks to the totals that have been recorded.
	G: Register is totaled at the end of each shift by a clerk, reviewed by receipts manager, and approved (key control activity)

	Bank deposit is picked up by armored car.
	K: The car only operates during daylight hours, armed guards escort monies, additional risk accepted

	Receipts manager reviews accuracy of data input; authorizes batches; compares deposits to batch sheets.
	C: Receipts manager reviews remittance docs for accuracy

	Operations Unit mails license to customer.
	A: Mailing address must match record of address assigned to license (key control activity)
D: All MNBPB correspondence is sent certified mail (key control activity)
L: Licenses are not sent until 3 days after approval in the subsystem (receipt of pymt), GL Accounting notifies the Operations Unit to halt process should there be insufficient funds (key control activity)

	Customer receives license.
	B: There is an expiration date on each license which serves as a secondary indication of expiration (key control activity)
F: Notices are sent with enclosed preprinted envelopes with a remittance advice (key control activity)

	Operations Unit receives and reviews an exception report from the license subsystem.
	M: Daily review of exception report from license subsystem (key control activity)

	License subsystem is reconciled to general ledger and bank statement by General Ledger Accounting staff.
	J: General Ledger Accounting reconciles bank deposit records with transaction detail in accounting system and license subsystem (key control activity)



[bookmark: _Toc422930473]Cash Receipts Process: Updated Flowchart
[image: ]
[bookmark: _Toc422930474]Action Plan for Addressing the Control Gap
	Process Name
	Description of Control Activity
	Issue
(control gap or redundancy)
	Risk or Implication of the Control Issue
	Actions Planned for Improvement
	Persons Responsible for Resolving Issue
	Target Completion Date

	Cash Receipts
	Receipts manager prepares receipts and can also edit remittance documents in the accounting system
	Insufficient segregation of duties.
	Fraud, waste or abuse
	Change security role privileges of the receipts manager to allow him to approve batch uploads to the accounting system but not the ability to edit remittance documents being uploaded
	CFO
	08/31/CY
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Example–Lacrosse Grant Program Flowchart 

RFP groupprepares 

RFP

1. Cross-divisional agency team (agency attorney,grant administrator, and agency budget officials) prepares summary report.                                                                      

2. RFP is posted on agency website, MN Grants website, published in MN State Register.                                       

3. Grant reviewers complete Conflict of Interest Disclosure.                                                                                                                            

4. Each application is reviewed for minimum eligibility by grants specialist and then scored by grant review team.           

5. Applications that meet the cutoff score are reviewed by grants administrator. 

6. Invoice reviewed by grant administrator for compliance with grant agreement, budget contract period, and progress reporting requirements.

7. Grant reimbursement is approved in SWIFT based on the agency's delegation of authority.                                   

8. Grant accountant checks for grant administrator approval. 

9. Grant accountant confirms approved vendor. 

10. Grant accountant reconciles SWIFT to GRANTS MANAGER (agency-specific grant tracking system;  accounting director reviews reconciliation.

11.Accounting director provides grant program fiscal activity reports/manager's financial reporting to verify grant encumbrances, balances and 

expenditures. Fiscal services staff meet with individual grant administrators to discuss/follow up on grant financial reports.

12. Grant accountant meets with individual grant administrators to discuss transactions.               

13. Grants staff perform financial reconciliation and monitoring.

14.  Grant closeout documentation reviewed by agency managerial staff responsible for grant functions. 
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