RESOLUTION NO. 128-22

RESOLUTION OF THE COUNCIL OF THE CITY OF RICHMOND, CALIFORNIA,
ADOPTING THE GRANT MANAGEMENT POLICY

WHEREAS, the City of Richmond has determined that an appropriate grant management
is a policy decision; and

WHEREAS, the Government Finance Officers Association recommends government
organizations develop a formal grants policy; and

WHEREAS, The Grant Management Policy outlines guidelines for grant application,
execution and closeout; and

WHEREAS, the adoption of the Grant Management Policy is consistent with “best
practices” and the City Council’s fiduciary oversight of fiscal policies.

NOW, THEREFORE, BE IT RESOLVED, that the City Council hereby adopts the
Grant Management Policy for the City of Richmond that is attached hereto as Exhibit A.
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[ certify that the foregoing resolution was passed and adopted by the City Council of the
City of Richmond at a regular meeting thereof held September 20, 2022, by the following vote:

AYES: Councilmembers Bates. Jimenez, Johnson 111, McLaughlin,
Willis, Vice Mayor Martinez, and Mayor Butt.

NOES: None.
ABSTENTIONS: None.

ABSENT: None.
PAMELA CHRISTIAN
CLERK OF THE CITY OF RICHMOND
(SEAL)

Approved:
THOMAS K. BUTT

Mayor

Approved as to form:

DAVE ALESHIRE

Interim City Attorney

State of California }
County of Contra Costa :SS.
City of Richmond }

I certify that the foregoing is a true copy of Resolution No. 128-22, finally passed and
adopted by the City Council of the City of Richmond at a regular meeting held on September 20,
2022.

Pamela Christian, Clerk of the City of Richmond

Reso No. 128-22
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. . . EXHIBIT A
Grant Management Policy of the City of Richmond

Grant Management Policy of the City of Richmond
Established by the Finance Department

Fiscal Year 2022-23

1. Overview

The City of Richmond continues its practice of taking advantage of granting
opportunities to support operations, programs, and capital improvement projects. Major
sources of grant awards are federal, state, local agencies, and private organizations. A
grant’s scope is determined by the policy goals of the grantor, and the grantee is obligated
to provide deliverables based on the terms and conditions of the grant. Grants differ
based on the funding source, scope of work, requirements, and timelines. This policy
provides a general guidance to managing grants which may not be pertinent to manage all
grants awarded to the City.

2. Goal
The purpose of the Grants Management Policy is to develop, implement, and maintain
meaningful grant oversight and coordination for the City Council thereby increasing
grant-related revenue, limiting the City Council’s exposure to grant-related legal liability,
and improving the efficiency and impact of programs and services funded through grants.

3. Pre-Application Evaluation
City staff will continuously identify grants in all functional areas in general but
specifically in funding capital projects. City staff must review grant requirements to
validate the feasibility of undertaking the responsibility of grant deliverables and the
alignment of the scope with the City’s and the community’s mission before applying,
accepting, and committing to any grant opportunity.

a. Short Term Revenues vs. Long Term Costs
Special attention must be paid to evaluate if a grant opportunity is viable to the City
and that one time or short-term grant revenues are not adding to the fiscal burden of
unprecedented permanent or long-term expenditures. For example, a grant funded
project may require the City to hire additional staff, in this situation it is necessary to
review the grant to assure that the City is clear about the requirement of additional
staff, temporary or permanent. If permanent staff is required, the long-term labor cost
must be evaluated and analyzed before applying for the grant. The viability
consideration is not limited to labor cost; it must be evaluated for all types of costs
such as ongoing operations and maintenance.
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b. Required Resources
A grant opportunity must be evaluated based on required resources versus available
resources in the City before moving forward with the application process. This
applies to resources such as: staff support, local funding match, or in-kind match.
1. If a funding match is required by a grantor, the funding source must be
approved by the City Manager in writing before submitting the grant
application.

c. Indirect Costs
During the grant application process the City staff shall include the cost of
administering the grant program when possible and wherever it is allowable by the
grantor in the grant terms and conditions. For example, some grantors may have a
fixed percentage for indirect costs that can be reimbursed.

d. Cost Benefits Analysis
The overall cost benefit analysis is required to confirm that the grant is in alignment
with the City’s general mission and strategic goals and is in the best interest of the
residents of the City.

e. Public Private Partnership
In a situation where the City is working in partnership with another organization
(local or public) the solicitation process must be transparent. City Council approval is
required prior to submitting the grant application. If the pre-approval step is missed in
such partnership, there must be an explanation provided to the City Council upon the
grant acceptance (see section 4.b.).

4. Grant Cycle
a. Grant Application

Department staff is required to follow the grantors’ determined application

processes. Department staff seeking and administering the grant are responsible

for compiling the grant application, and the Finance department shall provide

certain information that is required to be submitted with the proposal.

1) If a local funding match is required for a grant, refer to the section 3.b. of this
document.

ii)) The Finance department must be notified upon submission of a grant
application within ten (10) business days.

b. Grant Award

Grant award is the notification that is provided to the applicant upon the
acceptance of the grant application. The notification must be in writing and/or it
can also be in a grant agreement format.
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C.

Council Approval

Each grant must be formally accepted by the City Council before moving to the
execution phase. Department staff are responsible for preparing the City Council
agenda item. The recommended action must include the words “accept and
appropriate” in the agenda report to ensure budget appropriation for execution.
Some grants may require City Council authorization before a grant application is
submitted and, in that case, recommended action may include the language about
the acceptance and appropriation of funds upon grant award.

Grant Set-Up

Department staff is responsible for submitting grant documents to the Finance
department within ten (10) business days to be set up in the City’s financial
system, which may require creating special account strings to fully track the
related activity. Required documents are:

i. Grant Award Letter/Agreement

ii. Approved Council Minutes, and/or Resolutions
iii. Completed Grant Information Form (see attached form)
iv. Appropriate Grant Funds

Grant Execution

It is the Department staff’s responsibility to deliver agreed upon deliverables,
generate status reports, exercise careful examination of the costs being incurred,
and file for reimbursements from grantor in a timely fashion. The Finance
department assists as needed in terms of setting up account strings, budgets, and
preparing monthly reports etc. Department staff shall maintain a comprehensive
project file for the record and send all documents to grants(@ci.richmond.ca.us for
record keeping in the financial system.

Reimbursements/Reporting
Department staff shall submit reimbursements and other periodic reports in a
timely manner depending upon the grantor specified timeline. The majority of
grants are on a reimbursement basis. Therefore, the City covers the expenditures
from the cash reserve before the grant funds are reimbursed, which limits the
City’s ability to fund other operations and city services. It is crucial that the
reimbursement requests are submitted to the grantor in a timely manner to
alleviate undue burden from the City’s cash reserves. Department staff shall
forward all the filed reimbursement requests to grants@ci.richmond.ca.us at the
time of submission to the grantor.
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g. Close-Out

Department staff are responsible for following the specified close out procedure
provided by the grantor. Grant funded project files and records are required to be
maintained for five years or the retention limit the grantor has provided which
may exceed five years. Final close out reports shall be sent to the Finance
department within ten (10) business days.

5. Record Keeping

Department staff must maintain all documents (purchasing, bidding, and communications
with the grantor) even after the grant completion. Department staff shall also forward all
documents to the Finance department (grants@ci.richmond.ca.us) for saving and
retention in the financial system (currently Project Master in Tyler MUNIS) to ensure
city-wide availability as needed. This is primarily for audit purposes.

6. Audits
Appropriate audit facilitator is determined depending on the nature of the audit including
the Annual Single Audit. The Finance department facilitates all financial audits and may
reach out to Department staff for assistance if warranted.

7. Roles and Responsibilities

a.

City Council

1. Provides policy guidance to City staff to seek grants in certain categories
and authorizes staff to apply for grants, and upon grant award, accepts and
appropriates funds.

City Manager’s Office

i.  Executes grant agreements and directs/assigns staff to seek and execute
grants.

Finance Department

1. Provides guidance to Department staff about tracking costs appropriately.
ii. Sets up account strings in the financial system.
iii. Assists in day-to-day financial operations.
iv. Generates periodic reports stating sources and uses of the grant funds.
v. Maintains project master in the financial system.
Vi. Maintains the City’s general information regarding tax ID and tax-exempt
status letter.
Vil. Maintains the City’s accounts with federal grant portals such as

wWwWw.grant.geov, www.sam.gov, etc.
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Viil.

iX.

X1.

Maintains the City’s CAGE code and Unique Identifier Number, formerly
known as DUNS number.

Generates Schedule of Expenditures of Federal Awards (SEFA) annually
after fiscal close.

Facilitates financial audits.

Provides training on grants management and financial systems to improve
the grants program.

d. Department Staff

11.

iil.
1v.

V1.

vil.

viil.

iX.

Applies for the grant.

Takes awarded grant to the City Council for approval (Council action
must read “Accept and appropriate funds...”).

Prepares budget amendments based on the City Council approval.
Executes the grant.

Delivers the grant deliverables under the terms and conditions.

Monitors costs and makes sure the costs are allowable and within the grant
award.

Communicates and reports to the grantor/s regarding status, periodic, and
close out reports, and any other communication regarding modifications to
the scope or changes in timeline.

Follows the procurement and other City policies in the process of issuing
contracts.

Maintains complete project file during and after beyond project
completion.

Assists finance/audit coordinator as needed during audit/s.
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Grant Information Form
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Other Notes

Required Documents: 1-Completed Grant Information Form, 2-Grant Award Letter/Agreement, 3-Approved City Council Minutes




