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CASA of Liberty/Chambers Counties
Policies and Procedures


Grant Application and Management Policy
Overview

Funding sources available to the CASA program come in various forms and through various individuals.

CASA of Liberty/Chambers Counties receives annual funding support through TX CASA Pass-Thru grants (i.e., CVC, VOCA, etc.), which have a set schedule for renewal and expiration.  The process for being eligible for this support is the same each year, and can be put on a local program funding calendar in anticipation of required board action, operating budget approval and grant allocation budget setting.

Other funding sources available to the program through active solicitation or interpersonal relationships may be identified as:

· Corporate Donation:  A single, 1-time business donation; 1-page application or less; does not require full financials or have mandates regarding use of funds; money disbursed to CASA as a single distribution at the time of award.

· Corporate Grant:  Specified grant period;  requires an Operations Narrative, Needs Assessment; Full Financial Overview, Grant Allocation Budget; Scheduled Statistical or Financial Reporting; May require monthly Request for Reimbursement, or have other special disbursement schedule or timeline for use of funds.

· TX CASA Special Funding:  Unexpected funding opportunity, arising during the course of the fiscal year, for specific non-budgeted program use within a specific time period (i.e., technology expenditures through Aug 31).

This policy is applicable to the annual TX CASA Pass-Thru grants (VOCA, CVC, etc.), and any Corporate Grant opportunities.

Corporate Donations and TX CASA Special Funding opportunities are not subject to the full authorization process; however, the Executive Director shall advise the board of these opportunities as they arise, as a matter of full disclosure and information sharing.
New or Renewing Grants
CASA of Liberty/Chambers Counties (CASA) will review all applications for new or renewing grants, as well as any grant revisions to existing grants.  The Board will also review statistical data reports, completed as required at the end of the grant period.
The Executive Director, Finance Committee, and Board President shall review new grant applications, revisions to existing grants, grant renewal submissions, and grant statistical data reports.

The criteria for review shall include but not be limited to (1) How the grant fits within current practices; (2) How grant requirements will be both measured and reported; and (3) If any additional Board of Directors (Board) action / approval might be required.
The Finance Committee will make a recommendation to the full Board, regarding the acceptance of any new, revised, or, renewed grants.  The Executive Director will report the results of the statistical data report at the first Board meeting following the submission of the report. 
Existing grants requiring revisions during the grant term must be presented to the Finance committee by the Executive Director, and a discussion within the Finance committee should concentrate on (1) The financial implications of the revision, insuring maximum utilization of grant funds is accomplished; (2) That criteria for revision, as per the grant funding source, has been met; and (3) If any additional action will be required by the full Board.  
Grant Approval and Management Personnel

The Executive Director, Board President, Treasurer, and additional Grant Official Designees (as approved by Board and submitted to TX CASA), shall be authorized to directly participate in the submission, approval, reviews, and revision of new and existing grants, and submit and approve new grants, revisions to existing grants, and statistical data reports.

New Grants
The Executive Director or applicable Board Member shall present new TX CASA Pass-Thru, or Corporate Grant funding opportunities to the Finance Committee within five (5) days of receipt of the opportunity.

Presentation shall be by e-mail, during sub-committee meetings, or at regularly scheduled Board meetings.

The Finance Committee and Executive Director will discuss the opportunity as previously outlined, and upon agreement a recommendation to the Executive Committee of the Board will be made by the Finance Committee Chair.  
Executive Committee approval of any new grant application authorizes the Finance Committee to have oversight and approval of any completed application and for the Board President, Treasurer, and Executive Director to be authorized as final signatories for submission to the applicable funding agency.

The Executive Director shall submit the completed grant application to the Finance committee no less than five business days prior to the due date for submission to the funding agency.  This is to allow sufficient time for review and Committee discussion if necessary. 
In the event that the amount of time between being notified of grant availability and the submission due date is too brief to allow for the five (5) day criteria, the Executive Director and Finance Committee will discuss options for modifying the standard timeline.

The Executive Director, Board President, and Treasurer shall make their original signatures available on all applicable forms, relating to the grant application process.

The Board will be notified as to the progress of all pending grant submissions at the monthly Board meetings.

Revisions to Existing Grant Terms or Budget
Additional Board action/approval shall be required for material changes to existing grants or grant budgets.  TX CASA requires Board and TX CASA approval for revisions to the initial grant budget, when the total revision amount is equal to or greater than 10% of the total budget.

TX CASA also requires Local Program Board and TX CASA approval for any new line items added to the initial grant budget.  No expenditures for new line items can be made until the budget revision is approved first by the local program board, and then by TX CASA.

The Executive Director will review the grant budget YTD actuals to determine a need for revision, at the sixth month of the grant period, or at the end of the 2nd quarter of the fiscal year.

The Executive Director shall advise the Finance Committee of any budget revisions and indicate if revision is more than 10% of total budget, or if there is a need for a new line item.
If the revisions do not meet or exceed the 10% criteria, or represent a new line item on the initial budget, the Executive Director will prepare the revision and submit to the Finance Committee for review and approval at the local level.  No further action will be required at the TX CASA level.

If the revisions do meet or exceed the 10% criteria, or require a new line item for the budget, The Executive Director and Finance Committee shall prepare and take action as stated above, followed by the Chair of the Finance Committee making a recommendation to the full Board.

Upon Board review and approval, the budget revision shall be submitted to TX CASA by the Executive Director.

In accordance with TX CASA policy, revisions to the TX CASA Pass-Thru grants are only allowed once per quarter.  

Any revisions to grant budgets for Corporate Grants or other funding sources will be subject to the stipulations of those sources.  The Executive Director, Board President, and Treasurer shall be authorized to discuss revisions to these grants with the funding sources as necessary.

Grant Management Reports & reimbursement

In accordance with TX CASA grant management policies, the program Treasurer or Grant Official Designee must sign off on all monthly grant Requests for Reimbursement (RFR).  

The Executive Director will prepare the monthly expense allocations and summary RFR sheets for CVC and VOCA, and submit to the Treasurer or Grant Official Designee for signature and submission by the 5th of each month for CVC, and the 15th of the month for VOCA.
The Executive Director will review the monthly volunteer timesheets to confirm the Staff Supervisor signature is present, and to verify the accuracy of the timesheets.  The monthly sum total of the timesheets will be included on the VOCA RFR Summary Sheets, as well as any other applicable grant report.  Timesheets will be maintained electronically, and will be available for submission to TX CASA on an as needed basis.

Upon receipt of the signed expense allocation and summary RFR sheets from the Treasurer or Grant Official Designee, the Executive Director will scan them and e-mail to the Grants Department at TX CASA.
Expense allocations and Requests for Reimbursement on other Corporate Grants shall meet the stipulations of those funding sources.

Grant Review Form
We, the designated reviewers of the _______________________________ grant (circle one) proposal / amendment have discussed with the Finance Committee (either in meeting or e-mail).

Was additional Board notice/approval required? (circle one)   Yes
No

If Yes, attach additional Board support.

Signature
 __________________________________ Date ___________________

Signature __________________________________ Date ___________________
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