
NAVIGATING THENAVIGATING THENAVIGATING THE NAVIGATING THE 
PAPERWORK MAZE:PAPERWORK MAZE:PAPERWORK MAZE:PAPERWORK MAZE:

HANDLING THE 
ADMINISTRATIVE DETAILSADMINISTRATIVE DETAILS 
OF THE STIMULUS FUNDS



INTRODUCTIONSINTRODUCTIONSINTRODUCTIONSINTRODUCTIONS



PURPOSEPURPOSEPURPOSEPURPOSE
- To help recipients
- Finalize the application,Finalize the application, 
- Accept the award, 

Complete required reports- Complete required reports,
- Close out the project 

- To avoid common mistakes



VAWA UPDATEVAWA UPDATEVAWA UPDATEVAWA UPDATE
Applications should be online by July 1Applications should be online by July 1

Ch k b i f li i d dCheck website for application and due 
date

Applications will be presented toApplications will be presented to 
Advisory Board and Commission at 
September meetingsSeptember meetings



FINALIZING APPLICATIONFINALIZING APPLICATION
Application needs to be corrected and 

b itt d t LCLE i t i i A dsubmitted to LCLE prior to receiving Award 
Letter.

Revise budget to the approved amount

Revise Goals and Objectives if changed due to 
budget changes.budget changes.

Performance Measurements will be providedPerformance Measurements will be provided 
by LCLE





DUNS NUMBERDUNS NUMBERDUNS NUMBERDUNS NUMBER
MUSTMUST have a DUNS (Data Universal Numbering 
S ) N b i 9 di iSystem) Number - a unique 9 digit sequence 

U d f t ki d t lid t ddUsed for tracking purposes and to validate address 
and point of contact information of those receiving 
federal funds and used throughout the grant life cycle. g g y

To obtain is a free, simple, onefree, simple, one--time activitytime activity. pp yy
– Call 1-866-705-5711 or 
– Apply online at 

h //f d d b / bf /di l dhttp://fedgov.dnb.com/webform/displayHomePage.do



CENTRAL CONTRACTOR CENTRAL CONTRACTOR 
REGISTRATION (CCR)REGISTRATION (CCR)

A database used as a repository for standard informationA database used as a repository for standard information 
about recipients

MUST MUST have a DUNS number prior to applying

MUSTMUST b tl i t d t b li iblMUSTMUST be currently registered to be eligible

MUSTMUST update or renew at least once per yearat least once per year to maintainMUSTMUST update or renew at least once per yearat least once per year to maintain 
an active status. 

To obtain is a free, simple, onefree, simple, one--time activitytime activity. 
– Apply online at www.ccr.gov



VEHICLE / CONSTRUCTION VEHICLE / CONSTRUCTION 
WAIVERSWAIVERS

LCLE will submit all waiver requests to BJA for 
certification

Don’t purchase or order items until BJA 
certification is receivedcertification is received

If not approved will need to submit SubgrantIf not approved, will need to submit Subgrant 
Adjustment stating how the funds will be used 
and will need to coincide with goals and g
objectives



PROJECT PERIODPROJECT PERIOD
Byrne/JAGByrne/JAG
– Equipment only and Court applications adjusted to 

12 months
– All others remain the same – 12 to 24 months

VOCAVOCA
– 12 months

VAWAVAWA
– 12 months



QUARTERLY PROGRESS QUARTERLY PROGRESS QQ
REPORTS REPORTS 

DUE 5 DAYSDUE 5 DAYS after the quarter and project end 
date

Can be found non compliant for lack of reportsCan be found non-compliant for lack of reports 
and subgrantee can risk loss of funding

Submit either by US MAIL or UPLOAD 
electronically. NOT BOTHNOT BOTH



MUSTMUST use the report designatedMUSTMUST use the report designated
ARRA QUARTERLY PROGRESS REPORTARRA QUARTERLY PROGRESS REPORT

MUST INCLUDE

–– ASSIGNED SUBGRANT NUMBERASSIGNED SUBGRANT NUMBER
B82-8-001, C82-8-001, M82-8-001

– Signed by Project Director

– Correct Reporting Period



Byrne/JAGByrne/JAGyy
– ARRA && BJA Performance Measurements

VOCA VOCA && VAWAVAWA
– ARRA Performance Measurements

Byrne/JAGByrne/JAG, VOCAVOCA & VAWAVAWA
– Explain all services/activities provided duringExplain all services/activities provided during 

reporting period



COMMON MISTAKESCOMMON MISTAKESCOMMON MISTAKESCOMMON MISTAKES
Late 

Missing/Incorrect Signatureg g

Incorrect Subgrant NumberIncorrect Subgrant Number

Incorrect Reporting PeriodIncorrect Reporting Period

Mi i dMissing data



AWARD ACCEPTANCEAWARD ACCEPTANCE

–Validate 
P j Ti lProject Title
Start/End DateStart/End Date
Federal/Match/Total Funds 
Designated Officials





AWARD ACCEPTANCEAWARD ACCEPTANCEAWARD ACCEPTANCEAWARD ACCEPTANCE
Review Special Conditions

St d d C diti– Standard Conditions
60-90 Days Operational
Compliance with Application CertifiedCompliance with Application Certified 
Assurances
Federal Fiscal YearFederal Fiscal Year 
On-line Guidance
A-133 Audit Requirementq
Expenditure Source Documents
DUNS/CCR Registrationg
Federal ARRA Requirements



AWARD ACCEPTANCEAWARD ACCEPTANCEAWARD ACCEPTANCEAWARD ACCEPTANCE

Project Specific ConditionsProject Specific Conditions
Personnel
Equipment Inventory
Travel Regulations



AWARD ACCEPTANCEAWARD ACCEPTANCEAWARD ACCEPTANCEAWARD ACCEPTANCE

Hold Funds Special ConditionsHold Funds Special Conditions
Contracts
More detail on an approved 
categoryg y
Prior approval required by Feds 
or LCLEor LCLE







AWARD ACCEPTANCEAWARD ACCEPTANCEAWARD ACCEPTANCEAWARD ACCEPTANCE
Authorized Official’s Signatureg
–First Page

L t P f S i l C diti–Last Page of Special Conditions



AWARD ADDENDUMAWARD ADDENDUM

Signatures of Project Director and Financial 
Officer

Validate contact info
– Make corrections on the addendum
– Provide alternate phone number (if applicable)Provide alternate phone number (if applicable)
– Must be returned with Statement of Subgrant 

Award and Special Conditionsp





SUBMIT AWARD ACCEPTANCESUBMIT AWARD ACCEPTANCESUBMIT AWARD ACCEPTANCESUBMIT AWARD ACCEPTANCE

MUST MAIL ORIGINALMUST MAIL ORIGINALMUST MAIL ORIGINALMUST MAIL ORIGINAL
– Statement of Subgrant Award

S i l C di i– Special Conditions
– Addendum to Award

WITHIN 15 DAYS15 DAYS OF RECEIPT

DO NOTDO NOT UPLOAD OR FAXUPLOAD OR FAXDO NOTDO NOT UPLOAD OR FAXUPLOAD OR FAX



REPORTING COMPLIANCEREPORTING COMPLIANCEREPORTING COMPLIANCEREPORTING COMPLIANCE
Progress Reports

Expenditure Reports

Adjustment Requests

Other Requirements

Sub-recipient Guidance 
www.lcle.la.govwww.lcle.la.gov



EXPENDITURE REPORTSEXPENDITURE REPORTSEXPENDITURE REPORTSEXPENDITURE REPORTS
DUE DUE 5 DAYS5 DAYS after the Reporting Period p g
pre-printed on the form

Reporting Cycle-Monthly/Quarterly
–40k or less defaulted to quarterly with a 

choice to report monthly
–Over 40k monthly reporting mandatory





EXPENDITURE REIMBURSEMENTEXPENDITURE REIMBURSEMENT
Use this website to locate payments made by anyUse this website to locate payments made by any 

agency of the State of Louisiana

http://doa.louisiana.gov/OSRAP/index.htm

FINDING PAYMENTS

LCLE’s agency number is 129129



EXPENDITURE REIMBURSEMENTEXPENDITURE REIMBURSEMENTEXPENDITURE REIMBURSEMENTEXPENDITURE REIMBURSEMENT
Checks 

Electronic Funds Transfer (EFT)
– Visit our website “Subgrant Guidance” for 

instructions on signing up

Advantage to having EFT - Funds are deposited 
more quicklymore quickly.  

Reimbursement Checks sent through US Mail areReimbursement Checks sent through US Mail are 
printed twice a week and takes more time  



EXPENDITURE REPORTSEXPENDITURE REPORTSEXPENDITURE REPORTSEXPENDITURE REPORTS
Common Mistakes
–Federal/Match under/over reported 

(If applicable)(If applicable) 
–Signed by someone other than 

designated Project Director / Financial 
Officer

–Balances Reported as Un-liquidated 
ObligationsObligations



EXPENDITURE REPORTSEXPENDITURE REPORTSEXPENDITURE REPORTSEXPENDITURE REPORTS
Common Mistakes
– Expenditures over the allowable 10% budget 

category deviation and no adjustment has 
been requested

– Expenditures reported incorrectly
Incorrect CategoryIncorrect Category
Too Much/Not Enough Reported 
Unapproved costs charged



EXPENDITURE REPORTSEXPENDITURE REPORTSEXPENDITURE REPORTSEXPENDITURE REPORTS

LCLE will not approve any expenditures 
or reimbursements that are not 

b t ti t d b i d tisubstantiated by required supporting 
documents.

Documentation of match expenditures (if 
applicable) must accompany eachapplicable) must accompany each 
expenditure report when match is charged. 



EXPENDITURE REPORTSEXPENDITURE REPORTS
UNUN--LIQUIDATED OBLIGATIONSLIQUIDATED OBLIGATIONS

Obligations (valid purchase orders, 
requisitions) made by the project end date, butrequisitions) made by the project end date, but 
have not been liquidated (paid) by the end date

– 90 days or less to liquidate 

– Project will be required to report status of 
obligations monthly, if project is on a quarterly 
expenditure reporting cycleexpenditure reporting cycle



EXPENDITURE REPORTSEXPENDITURE REPORTSEXPENDITURE REPORTSEXPENDITURE REPORTS

SUPPORTING SUPPORTING 
DOCUMENTATIONDOCUMENTATIONDOCUMENTATIONDOCUMENTATION



PERSONNEL & FRINGE BENEFITSPERSONNEL & FRINGE BENEFITSPERSONNEL & FRINGE BENEFITSPERSONNEL & FRINGE BENEFITS
Payroll RegisterPayroll Register: Identifies each employee includes thePayroll RegisterPayroll Register:  Identifies each employee, includes the 

last and first name, employee number, 
position, applicable payroll period, 
gross salary and fringe benefitsg y g

Electronic Payroll ReportElectronic Payroll Report: MUSTMUST be submitted with 
each expenditure reporteach expenditure report. 

REMEMBERREMEMBER: Ratio of Fringe Benefits to Salary 
CANNOT exceed 30%CANNOT exceed 30% and the totalCANNOT exceed 30%CANNOT exceed 30% and the total 
amount of gross salary and fringe 
benefits on this report must match the 
amounts on the expenditure report foramounts on the expenditure report for 
the same period





TRAVELTRAVEL
MUSTMUST maintain a vehicle log showing 

destinations and mileageg

MUSTMUST have invoices for all travel 
expenditures indicating the vendor to be 
paid, the date of expenditure, invoice 
number description of expenditurenumber, description of expenditure

MUSTMUST have available if requested proofMUSTMUST have available, if requested, proof 
of paid invoice. It does not have to be 
submitted with invoice but should be 
available upon request



EQUIPMENT / SUPPLIESEQUIPMENT / SUPPLIESEQUIPMENT / SUPPLIESEQUIPMENT / SUPPLIES
Copies of all invoices supporting p pp g

purchases of equipment and supplies.

Invoices should include the vendor name, 
invoice # item description serial numberinvoice #, item description, serial number 
(if applicable), quantity purchased and 
invoice amount date of purchaseinvoice amount, date of purchase

Documentation of proper procurementDocumentation of proper procurement 
of equipment (if applicable)



EQUIPMENT/ SUPPLIESEQUIPMENT/ SUPPLIESEQUIPMENT/ SUPPLIESEQUIPMENT/ SUPPLIES
Electronic Equipment Inventory Listing MUSTMUST be sentElectronic Equipment Inventory Listing MUSTMUST be sent 
with each expenditure with ALLALL equipment purchases 
to date.

This form is located on LCLE’s web site. 

REMEMBERREMEMBER to save the completed form each time so 
that it isit is a cumulative listing of all purchasesa cumulative listing of all purchases. 

Report total SHOULDSHOULD match the total equipment 
purchased shown on the expenditure reportpurchased shown on the expenditure report





CONTRACTUALCONTRACTUAL

A signed, executed contract MUSTMUST be             g ,
submitted to LCLE (available on 
website)

Copies of invoices that support requests 
for funds applicable to contracts forfor funds applicable to contracts for 
services performed MUST be submitted MUST be submitted 
with expenditure reportswith expenditure reportsp pp p

Proof of payment for these contracts p y
should be available upon request



OTHER DIRECT COSTSOTHER DIRECT COSTSOTHER DIRECT COSTSOTHER DIRECT COSTS
Purchases of items or services MUSTMUST be 

d b i i hsupported by invoices or other 
documents demonstrating an obligation 
of payment to the vendorof payment to the vendor 

Invoices MUSTMUST identify the vendor itemInvoices MUSTMUST identify the vendor, item 
description, cost of the item or service, 
and date of purchase

Proof of purchase MUSTMUST be available 
tupon request



PROCUREMENT GUIDELINESPROCUREMENT GUIDELINES

To be considered in compliance with 
ARRA guidelines, procurement process 
MUSTMUST be:
– Documented
– Fair

Open– Open
– Competitive



PROCUREMENT GUIDELINESPROCUREMENT GUIDELINESPROCUREMENT GUIDELINESPROCUREMENT GUIDELINES
Equipment over $10,000 MUSTMUST be q p
authorized by LCLE and verification that 
proper guidelines were followedp p g

–– DOES NOTDOES NOT apply if procurement wasDOES NOTDOES NOT apply if procurement was 
obtained by an approved state vendor

–– MUSTMUST have the vendor contract number 
d ’ i iappear on vendor’s invoice



PROCUREMENT GUIDELINESPROCUREMENT GUIDELINESPROCUREMENT GUIDELINESPROCUREMENT GUIDELINES
To obtain vendor information:
https://ecat.doa/louisiana.gov/ecat/login.jsp

If problem occurs:
http://www doa louisiana/gov/osp/osp htmhttp://www.doa.louisiana/gov/osp/osp.htm

Click on LaEact icon

Office of State Purchasing (225) 342-8010



PROCUREMENT GUIDELINESPROCUREMENT GUIDELINESPROCUREMENT GUIDELINESPROCUREMENT GUIDELINES
To obtain hard copy of Summary of 
P t G id liProcurement Guidelines:
– Public Bid Law

www.lla.la.gov/legalassistance

– Louisiana Procurement Guide
www.lla.state.la.us/userfiles/file/state_procurement_code.pdf

– LMA Procurement
l / i i l h db k/ h 12 2009 dfwww.lma.org/municipal_handbook/chap12rev2009.pdf



PROCUREMENT GUIDELINESPROCUREMENT GUIDELINESPROCUREMENT GUIDELINESPROCUREMENT GUIDELINES

TRAVEL

www.doa.louisiana.gov/osp

Click on State Travel



SUMMARYSUMMARY
REIMBURSEMENTREIMBURSEMENT

WILL NOTWILL NOT b d ifWILL NOTWILL NOT be approved if proper 
supporting documentation is not submitted

EXPENDITURE REPORTSEXPENDITURE REPORTS
MUSTMUST be submitted WITHIN 5 DAYS5 DAYS of 

h d d hi h imonth end or quarter end whichever is 
applicable

CHARGING COSTSCHARGING COSTS
That are not in the approved budget is pp g
PROHIBITEDPROHIBITED



SUMMARYSUMMARY
SIGNATURES ON REPORTSSIGNATURES ON REPORTS

ONLYONLY Project Director OROR Financial Officer 
accepted on Expenditure Reports and any 
supporting documentation requesting their 
signatureg

ONLYONLY Project Director on Quarterly Progress 
R tReports 

SUBGRANT ADJUSTMENTSUBGRANT ADJUSTMENTSUBGRANT ADJUSTMENTSUBGRANT ADJUSTMENT
MUSTMUST file if project director or financial officer 
changes during project period
Failure can result in delay of reimbursementFailure can result in delay of reimbursement



SUMMARYSUMMARY

All purchases or services requested 
MUSTMUST be allowable as per your approved 
budget



ADJUSTMENT REQUESTSADJUSTMENT REQUESTSADJUSTMENT REQUESTSADJUSTMENT REQUESTS
Submission is required when a change in 
the currently approved project has 
occurred.
No less than 30 days30 days prior to project end 
date
Expenditure Reports and Progress Reports 
currentcurrent
MUSTMUST be signed by designated Project 
Director or Financial OfficerDirector or Financial Officer







ADJUSTMENT REQUESTSADJUSTMENT REQUESTSADJUSTMENT REQUESTSADJUSTMENT REQUESTS
BudgetBudget
Personnel 
Project Period
Designated OfficialsDesignated Officials
Goals/Objectives
Other 



ADJUSTMENT REQUESTSADJUSTMENT REQUESTSADJUSTMENT REQUESTSADJUSTMENT REQUESTS
BUDGET CHANGESBUDGET CHANGES

Know amount of expenditures currently 
reported

Justification for the changeg
– Show calculations

Itemize additions– Itemize additions
– Reason for the excess/deficit that caused the 

d f djneed for adjustment



ADJUSTMENT REQUESTSADJUSTMENT REQUESTSADJUSTMENT REQUESTSADJUSTMENT REQUESTS
PERSONNEL CHANGESPERSONNEL CHANGES

Attach Adjustment Page 3 – download j g
from website

Include résumé

New project-funded position- include 
agency-approved job descriptionagency approved job description



ADJUSTMENT REQUESTSADJUSTMENT REQUESTSADJUSTMENT REQUESTSADJUSTMENT REQUESTS
PROJECT PERIODPROJECT PERIOD

Extensions - Are there enough funds 
available to support an extension?

Shortening project - How were funds used g p j
in a shorter time frame?
– Projects CANNOTCANNOT be less than 12 monthsj



ADJUSTMENT REQUESTSADJUSTMENT REQUESTSADJUSTMENT REQUESTSADJUSTMENT REQUESTS
DESIGNATED OFFICIALSDESIGNATED OFFICIALS

New Subgrant Award Addendum with 
signatures required

Provide contact information of new official
– Name
– Address
– Phone & fax numbers
– Email address



ADJUSTMENT REQUESTSADJUSTMENT REQUESTSADJUSTMENT REQUESTSADJUSTMENT REQUESTS
DESIGNATED OFFICIALSDESIGNATED OFFICIALS

Non-Profit Sub-recipient: If a board 
resolution is required to appoint the new 
official, attach a copy of it to the 
adjustment.

If the designation does not require a board 
resolution, state in the adjustment how it is 
designated.



ADJUSTMENT REQUESTSADJUSTMENT REQUESTSADJUSTMENT REQUESTSADJUSTMENT REQUESTS
OTHER CHANGESOTHER CHANGES

Budget Category Line Items
–Type/cost of equipment/suppliesType/cost of equipment/supplies 

changes without affecting budget 
category totalcategory total

Ch ithi b d t t–Changes within a budget category occur 
that will not affect the budget category 
t t ltotal



ADJUSTMENT REQUESTSADJUSTMENT REQUESTSADJUSTMENT REQUESTSADJUSTMENT REQUESTS
OTHER CHANGESOTHER CHANGES

Budget Category Line Items
– Contact information of a currently approved 

designated official changes

– Sub-recipient/Implementing Agency address 
changes

New vendor location form may be required
Has EFT information been updated with 
OSRAP?



SUBMISSION OF REPORTSSUBMISSION OF REPORTS

Submit either by US MAIL or UPLOAD 
electronically. NOT BOTHNOT BOTH

Secure drop boxp
dropbox.lcle.la.govdropbox.lcle.la.gov

Project Director and Financial Officer will be Project Director and Financial Officer will be 
given a user name and password AFTERgiven a user name and password AFTERgiven a user name and password AFTER  given a user name and password AFTER  
signed award is received by LCLEsigned award is received by LCLE



RERE--CAPCAP
Check LCLE’s website for current 

i ll ti f dmiscellaneous reporting forms and resources
www.lcle.la.govwww.lcle.la.gov

Project Director or Finance Officer cannotcannot
be same and either can signeither can sign Expendituresbe same and either can signeither can sign Expenditures 
and Subgrant Adjustments



RERE--CAPCAPRERE CAPCAP
Use LCLE provided formsUse LCLE provided forms – New system-
generated forms will be emailed to the Project 
Director and Financial OfficerDirector and Financial Officer

Submit reports to LCLE by due datesby due dates prescribed

Use US Mail to LCLE or electronic drop box



QUESTIONSQUESTIONS



CONTACT INFORMATION CONTACT INFORMATION 

Louisiana Commission on Law Enforcement
1885 Wooddale Blvd., Room 1230

Baton Rouge, LA  70806-1555g
www.lcle.la.gov

FEDERAL Katherine C. Guidry
PROGRAMS Criminal Justice Policy Planner
SECTION 225 925 4980SECTION 225.925.4980

225.925.6649 (fax)
katheg@lcle.la.gov



CONTACT INFORMATION CONTACT INFORMATION 

PROGRAMMATIC INQUIRIES
BYRNE/JAG Yvonne Hano

Byrne JAG Program Managery g g
225.922.0258
225.925.6649 (fax)
yvonnes@lcle la govyvonnes@lcle.la.gov

VOCA & VAWA Rutha Chatwood
Victim Services Program Manager
225.925.1757
225 925 6649225.925.6649
ruthac@lcle.la.gov



CONTACT INFORMATIONCONTACT INFORMATIONCONTACT INFORMATIONCONTACT INFORMATION
EXPENDITURE REPORTS

Tanya LaPorte Toni Zito 
G t M G t A t tGrants Manager Grants Accountant 
225.925.4421 225.922.2399
225 925 6159 (fax) 225 925 6159 (fax)225.925.6159 (fax) 225.925.6159 (fax)
tanya@lcle.la.gov Toni@lcle.la.gov


