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INTRODUCTION


You have received a grant from The Idaho Humanities Council, a grantee of the National Endowment for the Humanities.  As a recipient of federal grant funds, you are required to adhere to the general grant provisions required by NEH and are subject to administrative requirements of the Office of Management and Budget.  The General Grant Provisions sent to the project director with the award packet provides detailed explanations of the requirements of grantees.  This booklet is designed to assist you with the financial requirements, provide forms, and answer questions related to the fiscal operation of grants.  

Please contact IHC’s Grants & Fiscal Officer (208-345-5346; outside Boise calling area, toll free 888-345-5346; cindy@idahohumanities.org) whenever you have concerns or questions.

REQUIREMENTS

1. Grantees must administer grant funds in accordance with generally accepted accounting principles.

2. Grantees must document all expenditures of both grant funds and cost-share funds.

3. Grantees must submit a final report summarizing and documenting the expenditures of grant funds and cost-share funds.

4. Grantees must maintain records for at least three years after the final report is submitted.  In the event of an audit, these records must be made available.

BOOKKEEPING

1. Open a separate checking account or set up a separate account number for the tracking of grant funds.

2. Keep a record of all grant expenditures – both payments made from grant funds and payments made or donated as cost-share.

3. Keep documentation supporting these expenditures – including bills, sales receipts, cancelled checks, and cost-share forms (sample attached).

Grantees may use reports from their established accounting systems already in place as long as they provide the required information regarding expenditures.  Please call the IHC office if you need assistance in setting up an accounting system or have questions about the information required.  Sample accounting forms are also available electronically upon request.
PAYMENTS

1. To request cash, grantees complete and submit a CASH REQUEST FORM (attached and available on website).
2. Grantees may request grant funds at any time by submitting the cash request form.  This form may be faxed, emailed, or mailed.  

3. Grantees should anticipate their needs and only request funds to cover expenditures for a three-month period.  If needs exceed $10,000 for a three-month period, grantees should request funds to cover expenditures for a thirty-day period.

4. Funds can be distributed on a reimbursement or an advance basis.  If requested as reimbursement, the cash request form must be accompanied by a printout of expenditures to date.

BUDGET CHANGES/GRANT AMENDMENTS

1. Transfers among direct cost categories (except those disallowed and listed in #3 below) may be made by the grantee unless the transfer exceeds 10% of the total project budget.

2. If transfers exceed 10% of the total project budget, grantees must submit a written request to IHC.  
3. Budget changes and transfers not allowed without written permission from IHC include:
a. Addition or deletion of budget items if amount exceeds 10% of total project budget

b. Inclusion of costs specifically disallowed by terms of the grant award

c. Funds allotted for training purposes, for example, participant stipends or fellowships

d. Transfers of funds budgeted for direct costs to absorb increases in indirect costs

4. If unforeseen circumstances result in increases in expenditures over the amount of the grant award, a grantee may request a grant amendment.  The amount of the increase and reasons should be outlined in a letter to the IHC Executive Director.  If approved, the grantee will receive an approval letter amending the grant.

Budget changes and requests for grant amendments should be submitted no later than 30 days from the grant closing date.  

FINAL REPORT

1. The final report is due 90 days from the closing date of the grant.  

2. The final report should include:

a. Financial summary of all expenditures – both IHC and cost-share.  The summary should include a budget column listing the approved budget from the original proposal and an expenditure column.  A sample is attached.
b. A printout listing actual expenditures from both IHC and cost-share funds.  A sample is attached.  
c. Cash request form, if full grant amount awarded has not been previously requested.
Grantees are required to keep all additional supporting documentation – bills, sales receipts, cost-share documentation – for at least three years after the date the final report is submitted.  These records must be made available upon request by IHC’s or NEH’s auditor.

RESTRICTIONS

1. Expenditures must be made as authorized in the award letter and the approved budget (submitted with the grant application or revised as per IHC request).

2. No grant funds may be used for indirect costs unless authorized in the approved budget.

3. No grant or cost-sharing funds may be spent for alcohol.
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