CALHOUN COUNTY

AUTHORITY

CALHOUN COUNTY LAND BANK AUTHORITY

Grant Administration Policy

Purpose: The purpose of this policy is to establish procedures to ensure compliance with OMB Circular A-87,
“Cost Principles for State, Local, and Indian Tribal Governments”, specifically allowable costs and cost principles
as they relate to grants with the Federal Government.

Authority: Calhoun County Land Bank Authority (CCLBA) Board of Directors

Responsibility: The CCLBA Executive Director shall be responsible for the implementation and administration
of this policy.

Grant Administration Overview:
1. Grant Development, Application, and Approval:

a. Legislative Approval — The requirements of the grant program determine whether or not legislative
approval is required. Grant applications requiring “legislative body approval” must be approved by the
CCLBA Board of Directors. If such legislative approval is not specifically required by the written terms
of the grant, then the Executive Director may, at their discretion, approve grant applications.

b. Matching Funds — Grants that require local match funds must be coordinated through the CCLBA
and funds should be identified within the existing Land Bank budget to provide a portion of or the
entire match. When applicable, the CCLBA will solicit funds from partner organizations to meet local
match requirements; documentation from identified partners will be required as part of the application
process.

c. Grant Budgets — When required, the Executive Director will validate the proposed grant budget prior
to submission. Budgets shall be based on actual costs incurred by the CCLBA for similar projects or,
when unavailable, through a cost analysis.

2. Grant Program Implementation:

a. Notification and Acceptance of an Award — Official notification of a grant award is typically sent by a
funding agency to the program director and/or other officials designated in the original grant proposal.
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Establishment of Accounts — The CCLBA will provide the Calhoun County Finance Department with
information needed to establish revenue and expense accounts for the project; the information may
include grant details (e.g. agreement) as well as monitoring requirements to establish the necessary
revenue and expenditure accounts. The CCLBA will direct all grantor(s) to send funds to the Calhoun
County Land Bank Authority and staff will properly receipt grant funds into the appropriate accounts.

Purchasing Guidelines — Adopted CCLBA purchasing guidelines apply to the expenditure of grant funds
as do any grant-imposed requirements governing procurement. An example of a grant-imposed
requirement would include ensuring that selected contractors are not debarred or suspended. The
use of grant funds does not exempt any purchase from normal CCLBA purchasing requirements.

Eligibility Determinations — The Executive Director or designee will review and make eligibility
determinations based on grant guidelines; supporting documentation will be kept on file for review by
the grantor or auditors upon request. It is the responsibility of the Executive Director or designee to
retain complete, accurate, and organized documentation to support eligibility determinations when
necessary.

3. Financial and Budgetary Compliance:

Monitoring Grant Funds — The CCLBA may use some internal mechanism (such as a spreadsheet) to
monitor grant revenues, expenditures, and budgetary compliance. The CCLBA Staff Accountant maintains
all this information in ERRP software as well, and this is considered to be the Government’s “official”
accounting system by the granting agencies. The CCLBA shall use ERRP reports provided by the CCLBA
Staff Accountant or the Calhoun County Finance Department for its grant tracking.

i. For grants requiring use of specific software, the CCLBA shall use authorized software as
required by the granting agencies in conjunction with the County’s authorized financial
software.

Grant Budgets — When the EERP accounting structure for a grant is designed, it will include the
budget that was prepared when the grant application was submitted. The terms of each specific grant
will dictate whether any budget transfers between budgeted line items will be permitted. In no case
will the program director be authorized to exceed the total budget authority provided by the grant.

If grant funds have not been totally expended by fiscal year-end, it is the responsibility of the Executive
Director or designee to notify the Calhoun County Finance Department that budget funds need to be
carried forward or moved to the deferred account, whichever is appropriate, for the new fiscal year,
and to confirm the amounts of such carryforwards. Carryforwards or deferrals of grant funds will be
subjected to maximum allowable amounts/percentages based on the grant award agreement and/or
the OMB Circular A-133 Compliance Supplement.

Capital Assets — The CCLBA is responsible for maintaining an inventory of assets purchased with grant
funds. It is also accountable for them and must make them physically available for inspection during
any audit. The Executive Director must be notified immediately of any sale of these assets.
Customarily, the proceeds of a sale can only be used on the grant program that purchased them.
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The Executive Director or designee will coordinate this grant requirement. All transactions that involve
the acquisition or disposal of grant funded fixed assets must be immediately brought to the attention
of the Executive Director.

Allowable Costs — To ensure compliance with allowable cost requirements found in the A-102 Common
Rule, OMB Circular A-87, program legislation, Federal awarding agency regulations, and the termsand
conditions of awards, the CCLBA shall follow the following procedures:

i. Expend grant funds on expenses that are considered reasonable and necessary for
program administration.

ii. Receive approval for all expenses by the Executive Director initially through the
procurement process and then when the bill/invoice is received as evidenced by initials on
said documents. Disbursements will not be processed until said approvals are received.

iii. Document payroll costs in accordance with OMB Circular-87.

iv. Charge an indirect cost rate only when it was specifically approved through the grant
budget/agreement.

Fraud —

a. The Executive Director, Staff Accountant, and County Finance Department shall conduct informal
periodic review of all grant accounts for accuracy or suspicious activity; formal review of all grant
accounts shall be conducted quarterly;

b. The Executive Director and Staff Accountant must work annually with the County Finance
Department and the selected, licensed auditing firm to ensure the internal controls continue to meet
best practices;

c. Allinternal controls processes shall be reviewed annually as part of the formal CCLBA audit;

. The CCLBA will comply with county guidelines requiring two signatures on all county issued checks.

e. The CCLBA will comply with the Michigan Whistleblowers’ Protection Act (469 PA 1980) to ensure
protection and obligations for employees and employers under Michigan Law are met. Complaints
under this Act may be reported to the Executive Director, representatives of the County
Administration team (i.e. Corporation Counsel, HR) or may report anonymous complaints to
MSHDA's fraud line at 517-335-9953 or via email at MSHDA-programcompliance@michigan.gov

4. Record Keeping:

5.

Audit — The CCLBA’s external auditors will audit all grants at the end of each fiscal year; CCLBA staff as
well as the Calhoun County Finance Department will participate in the process.

b. Record Keeping Requirements — Grant record keeping requirements may vary substantially from one
granting agency to another. Consequently, a clear understanding of these grant requirements at the
beginning of the grant process is vital. The Executive Director will maintain copies of all grant draw
requests and approved grant agreements (including budgets). The Executive Director or designee
should maintain all other records.

Incidentals:

Davis-Bacon Requirements — The requirement for Davis Bacon has not typically been applicable to any

of the Federal grants awarded to the CCLBA. The CCLBA Executive Director is aware of such compliance
requirements and will monitor grant agreements for any change and its applicability. Formal policies
and procedures will be developed as needed if circumstances change.
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b. Program Income Requirements — Program Income will be governed by individual grant requirements
and grantor rules. The CCLBA Executive Director is aware of such compliance requirements and will
monitor grant agreements for any change is applicability. Formal policies and procedures will be
developed as needed if circumstances change.

6. Conflict of Interest:

a. A conflict of interest occurs when a CCLBA employee or Board Member that works on a specific grant
program (i.e., participates in the selection, award, or administration) or is receiving an award from said
program (this includes both permanent or limited term and contract employees; collectively, “Employee”)
or an immediate family member of the Employee or Board Member has a direct, actual financial or
ownership interest in a development, program, or matter pending before the CCLBA or granting agencies.
In such a case, the Employee, Board Member, or immediate family member must either withdraw from
the interest that creates the conflict or remove the matter from the CCLBA or granting agencies
consideration.

The CCLBA recognizes that there are two types of conflicts:

i. A perceived conflict of interest is a relationship or circumstance involving a member and a
person or organization making a request before the CCLBA Board of Directors that is not
likely to result in a financial gain or loss for the member.

ii.  Atangible conflict of interest is a relationship or circumstance involving a member and a
person or organization making a request before the CCLBA Board of Directors that is likely
to result in more than a de minimis (e.g., too trivial, or minor to merit consideration)
financial gain or loss for the member.

b. All Employees and Board Members shall make every attempt to avoid even the slightest appearance of
conflict and shall treat perceived conflicts of interest in the same manner as tangible conflicts.

c. Ifamember has a conflict of interest, either perceived or tangible, the member shall immediately disclose
to the Executive or Assistant Director the nature of such conflict.

i All conflicts of interest, whether they are perceived or tangible, shall be noted in the meeting
minutes.

ii.  AnEmployee or Board Member with a tangible conflict of interest that results in an exchange
more than de minimis financial gain or loss shall abstain from discussing, making a
recommendation, or voting regarding any matter pertaining to the subject with which the
Employee or Board Member has such a conflict.

d. A conflict of interest may also occur if friends, family members, or business associates of an Employee or
Board Member apply for and receive program benefits through a grant. To avoid such a conflict, Employee
or Board Member must disclose any family, friend, or business associate relationship with a program
applicant to the CCLBA’s Executive or Assistant Director.
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i When applicable by grant guidelines, said Employee or Board Member must report conflicts of
interest to the appropriate governing bodies of the granting agency such as the MI
Neighborhood Program and/or Operations Manager within MSHDA. In these cases, said
Employee or Board Member must not participate in the processing, approval, underwriting, or
administration for such application for assistance, or any other related decision-making.

A conflict of interest may also occur if an Employee, Board Member, or an Employee or Board Member’s
immediate family member receives a gift, gratuity, favor, loan of money, or other thing of value from a
person or organization applying to any grant being administered by the CCLBA or otherwise doing
business with a granting agency of the CCLBA.

Conflicts of interest relating to grants administered by the MSHDA will be subject to the MSHDA's Code
of Ethics and may be reviewed by the MSHDA’s Ethics Committee. For specific guidelines for Employee
or Immediate Family Member participation in the MIN Program as well as MSHDA definitions, see
Appendix A.
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APPENDIX A
Conflict of Interest Guidelines Specific to the MI Neighborhood Program

i An Employee, Board Member, or an Employee or Board Member’s immediate family member may not
solicit or accept any money, gift, loan, services, goods, or other thing of value from a person or
organization applying to, or doing business with, MSHDA except under the following circumstances:

A de minimis gift of $20 or less in value.

b. Meals or beverages paid for by a person or organization doing business with a granting agency
of the CCLBA if incidental to a business meeting, seminar, training session, or other organized
function that has a purpose beyond the providing of the meal or beverage.

o

ii. Specific to grants through MSHDA, if an Employee or organization believes a conflict or potential conflict
or the appearance of a conflict exists, those should be reported in writing to MSHDA’s Director of the
MIN Program and/or Operations Manager, the Authority’s Director of Legal Affairs, and the United States
Department of Treasury.

Employee and Immediate Family Member Participation in MIN Programs:

An Employee of the Authority of the MIN Program and/or the Employee’s immediate family member may apply
for assistance through a MIN Program. To avoid any actual or perceived favoritism or conflict of interest, the
Employee and the Authority must observe the following principles and guidelines:

a. The Employee and/or the Employee’s immediate family member must meet all eligibility criteria required
of program participants.

b. The Employee cannot supervise or participate in the processing of their application.
The Employee’s direct subordinates cannot participate in the approval of the Employee’s application or in
any decision or recommendation regarding the Employee’s participation.

d. The Authority’s Director of the MIN Program and/or Operations Manager, the Authority’s Director of Legal
Affairs, and the United States Department of the Treasury may require additional documentation.

e. The Authority’s Director of the MIN Program and/or Operations Manager must approve the Employee’s
participation in writing.

Before an Employee and/or the Employee’s immediate family member applies for any MIN Program, the
Employee must follow the procedures:

1. The Employee must notify the Authority’s Director of the MIN Program and/or Operations
Manager and the Authority’s Director of Legal Affairs of their intent to apply for assistance prior to
applying.

2. The Employee must follow all program application procedures. The Authority’s MIN Program staff
will review and process the Employee’s application, with a recommendation to the Authority’s
Director of the MIN Program and/or Operations Manager and the Authority’s Director of Legal
Affairs regarding approval.
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Definitions: In interpreting the foregoing provisions, the following definitions apply:

a. Employee: means an employee that works on the Ml Neighborhood (MIN) Program (i.e., participates in
the selection, award, or administration) or that receives an award from the MIN Program (this includes
both permanent or limited term and contract employees.)

b. Immediate Family Member: means an Employee’s grandparent, grandchild, parent, parent-in-law,
stepparent, sibling, spouse, child, or stepchild. ?

c. Family Member: means an Employee’s relative by blood, marriage, partnership or adoption, including an
Employee’s spouse, partner, parent, sibling, grandparent, child, grandchild, aunt or uncle, or cousin, and
step-, half- or in-law relations of the same types of family members.

d. Friend: means an individual not related by blood, marriage, or partnership with whom an Employee enjoys
a close personal relationship.

e. Business Associate: means a person associated with an Employee to achieve a common financial objective.
The Authority acknowledges that the Michigan Civil Service Commissions Rule 2-8 does not include grandchild in its definition of immediate family members and the

United States Department of Treasury does not include a grandparent in its definitions of immediate family member for 12 CFR 26.2 and 12 CFR 161.25. Out of an
abundance of caution, the Authority recommends including both grandchild and grandparent in the definition of immediate family member.
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