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PURPOSE / OBJECTIVE

The purpose of this Policy is to ensure effective management of grant funding received
from Federal and State government and other external organisations.

POLICY STATEMENT

The key aim of this policy and its procedures is to provide a framework and process for the
identification, assessment, administration and reporting of grant funding received by
Council.

Council rely on grant funding as an important source of income to enable the introduction
or continuation of services and facilities which might otherwise be outside of the immediate
financial capacity of the Council.

There are several types of grants generally available to Council:

Conditional: Grant funds that are to be used for specific programs or purposes;
Unrestricted: Grant funds that may be used for any purpose;

Refundable: Grants funds that must be returned if the terms of the grant are not met;
Non-Refundable: Grant funds that are retained regardless of the outcome of the
intended project.

Policy Principles
The Grant Management Framework seeks to address the following areas:

appropriate internal controls and authorisation mechanisms

efficient administration and operation of grant programs

efficient financial management of grants

affordability of matching contributions required by Council
consistency with Council Plan and Strategic Resource Plan priorities
the ability to meet various specialised reporting requirements
completion of auditing requirements for grants
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DEFINITIONS

Auspice

CEO

Conditional grant

EMT

Funding agreement

Grant funding

LTFP

Responsible officer

SRP

SCOPE

{}

In the context of grant applications, an auspice organisation
(auspicor) is one that actually receives and manages the grant
money on behalf of the applicant (auspicee), often a non-
incorporated organisation or individual.

Chief Executive Officer

any grant funding received on the condition that the assistance is
used for a specified purpose.

Executive Management Team

a legally enforceable agreement setting out the terms and
conditions governing funding determined by the grant-giving
organisation. The form of the agreement will depend on the intent
of the grant and the degree of control required.

The forms of enforceable funding agreements include:
e Deed;

e Contract; and/or

e Other written exchange (ie, letter, email).

any assistance by way of a sum of money or other resource
provided to Council by State, Federal or non-government
agencies.

Long Term Financial Plan — a 10 year financial forecast
document prepared by the Finance Department

Council officer responsible for managing the project to which the
grant funding applies

Strategic Resource Plan - a 4 year financial forecast approved by
Council annually and submitted to the Minister for Local
Government

This policy applies to all Mansfield Shire Council employees and Councillors.

This policy applies to all grant funding applications:

proposal.

where Council is the sole applicant in an external funding application;

where Council is one of any number of partners in an external funding application;
where Council auspices an external grant on behalf of another organisation;
where an application is being made for renewal of a currently held grant;

where a funding provider approves a grant application with variations to the original

Page 2 of 13



{}
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RESPONSIBILITIES

All Mansfield Shire Council employees and Councillors are responsible for adhering to
and implementing this policy.

Adherence to this policy will be overseen by the Finance Manager, with any associated
procedures implemented by the Finance Manager and the responsible officer.

Management and employees are to be familiar with, and competent in, the application of
this policy, and are accountable for the delivery of that policy within their areas of
responsibility.

The Finance Department is the owner of this policy. Any reviews of this policy must be
made in consultation with the Finance Manager.

REFERENCES / RELATED POLICIES

Internal Audit Report: Grant Management (RSD Chartered Accountants, April 2015)
Mansfield Shire Council Policy: Records and Information Management

Mansfield Shire Council Policy: Auspice Arrangements

Mansfield Shire Council Project Management Procedures

IMPLEMENTATION

This policy is effective immediately once endorsed by Council.

REVIEW DATE
This Policy is to be reviewed by 31 December 2023.

Council reserves the right to review, vary or revoke this policy at any time.

AUTHORISATION TO IMPLEMENT POLICY

W@% o

Signed: Witnessed:

Councillor Chief Executive Officer

Dated: 21 January 2020
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()

PROCEDURES
GRANT MANAGEMENT FRAMEWORK

The framework within which Council will manage grant funding applications is outlined
below. Itincludes the following key areas:

Identification: projects and available funding
Assessment: grant authorisation and approval
Administration: finance and records

Project management: project delivery
Reporting: monitoring and acquittal

Grant management

Monitoring Reporting

|
Financial trackingand
reporting

Operational delivery
andreporting

Application
‘ management

Identification: projects and available funding
Identification of projects

Projects requiring funding should be identified and incorporated into the LTFP well in
advance where possible. To this end, Council should have a “library” of project business
cases prepared and ready to go if appropriate funding becomes available.

Where there is a reasonable expectation of successful grant applications, such projects
should be incorporated into the adopted SRP and Annual Budget. If funding is not
obtained, the budgeted project will not be undertaken, but may be parked back in the
“library” for future funding possibilities.

It is recognised that, at times, funding announcements will drive the creation of a project
that has not been budgeted for. This is most common for operational expenditure, rather
than capital.

Recurrent grants shall be reviewed annually to assess their relevance and any implications
to Council, prior to adoption of the Annual Budget.
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Identification of funding

Council officers will actively seek funding opportunities for projects that are consistent with
the objectives identified in the Council Plan and other strategic planning documents of
Council.

Most government grants are made known to officers through their everyday networks.
For these reasons Council Officers will not maintain a register of available grants.
Assessment: grant authorisation and approval

Grant funding applications for operational amounts over $50,000 or capital amounts over
$200,000, that are not included in the Annual Budget or SRP, require Council resolution.

Council report recommendations should include a business case justifying the need for the
funding and detailing the full life cost impact of the project.

The business case must consider:

¢ Relevance of the project to the Council Plan and/or other documented strategies
of Council.

e Council contribution to the implementation of the project (ie matching funding if
required)

e Third party contributions (grant funding, community funding, in-kind support etc)

If borrowings are required, the cost of borrowing over the life of the loan

If cash reserves are required, the cashflow impacts of spending the reserves

Potential for future income generation

Ongoing operational costs (ie repairs, maintenance, utilities, human resources)

Terms and conditions of the grant

Inherent and support costs of funded services, including contingency

arrangements if the grant was suspended or cancelled

e Likely outcome of the project or service and impact on Council’s financial position
in the event of application failure.

Applications for operational amounts of $50,000 or less or capital amounts of $200,000 or
less, that are not included in the Annual Budget or SRP must be approved by the CEO. A
report to the CEO should include a business case justifying the need for the funding and
detailing the full life cost impact of the project.

It is recognised that at times there is a short lead time for submission of grant applications
that may not allow sufficient time for Council authorisations. In such circumstances, the
CEO will authorise the application.

Applications for amounts that relate to projects approved in the Annual Budget or SRP
must be approved by the relevant department manager.

If the funding application is successful, a full report must be provided to Council for
resolution before the funding agreement is signed.
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Where a third party entity is involved in the project funding application, any contribution
arrangements (financial or in-kind) or auspice agreements must be formally documented
prior to accepting grant funding. A formal agreement signed by both parties ensures the
commitment of the third party and assists in mitigating financial risk to Council.
Agreements should require cash contributions by third parties to be received in full prior to
commencement of the project (exceptions to be approved by the CEO).

In-kind contributions should be explicitly described in the agreement (ie, number of hours
of labour, delivery of a specific part of the project etc) so they can be accurately measured.

A checkilist for information that should be included in an auspice agreement is included in
Council’'s Auspice Arrangements policy.

If an application for a budgeted grant is unsuccessful, the financial impact will be recorded
in the next quarterly finance report, at which time Council will re-assess the project or
service to determine the treatment of any budgeted matching funding.

Administration: finance and records

Council has a duty to administer the use of grant funding in an efficient, effective,
transparent and accountable manner to ensure that:

e The community receives the maximum benefit from grant funding;

e The requirements of the grantor are satisfactorily met as outlined in the funding
agreement;

e Council achieves the agreed outcomes identified in its Council Plan and SRP; and

e Council’s opportunities for subsequent grant funding are not compromised.

Finance and Accounting

Council shall maintain detailed financial records of grant income due and received, and for
the associated expenses of every conditional grant. Where appropriate, a separate Job
Code will be created in the Synergy general ledger for each conditional grant project. To
request a new Job Code, staff must complete a request form (Appendix 3) and submit it to
the Senior Accountant for processing.

To initiate receipt of funds from the grantor and/or other contributing agencies and
organisations an invoice request form (Appendix 4) must be completed by the responsible
officer and forwarded to the Revenue Unit.

The Revenue team will create an invoice in the debtors system (Synergy), giving due
consideration to the treatment of GST (as outlined in the funding agreement). The invoice
will provide details for the grantor to make payment via BPAY (or other form of payment if
required).

It is recognised that many grant providers will request Council’s bank account details to
allow a direct electronic funds transfer to deposit the funds granted. Where this is the only
available method for funds transfer required by the grantor, the Finance team will provide
the details. In this case, an invoice request form must still be completed to allow the
Revenue team to record and match the receipt of funds in Synergy when they appear on
the bank statement.
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Records Management

Records will be maintained in accordance with Council’s Records and Information
Management policy.

For each grant awarded to Council, the following information (as a minimum) must be
recorded and retained in an electronic file in TRIM.
e Project business case approved by Council or CEO
Approved grant application
Signed grant agreement
Signed co-contribution or auspice agreement (if applicable)
Grant summary form (see template at appendix 1)
Grant milestone checklist (see template at appendix 2)
Submitted grant acquittal/s.

A new TRIM folder should be created for each new grant, under the “Grants and Subsidies
— To Council” classification.

Active Grants Register

Council staff shall maintain an Active Grants Register in an excel spreadsheet which will
record for each grant:

e Project Scope and expected outcomes of the grant

e Officer and department responsible for the overall management of the grant
(responsible officer)

e All terms and conditions of the grant including overheads to be allocated (if any)

o Key milestones & deliverables, due dates and assigned officers (these will then
have progress reports made against them until completion of each milestone and
deliverable is recorded by the responsible officer).

e Reporting requirements (including audit if required)

e QOutcomes assessment report as a key deliverable (see Reporting: monitoring and
acquittal)

The owner of the Active Grants Register is the Governance & Risk Coordinator. For each
new grant awarded, the responsible officer should complete the Grant Summary Form
(see appendix 2) and forward it to the Governance & Risk Coordinator for entry into the
register.

Project management: project delivery

Funded projects will be delivered in accordance with the funding agreement and Council’s
Project Management procedure.
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Reporting: monitoring and acquittal
Monitoring

The Active Grants Register shall be monitored regularly to ensure that entries accurately
reflect all grant applications, application outcomes, funding arrangements and any other
relevant conditions, and that claims are made promptly in accordance with funding
agreements, Annual Budget and this Policy.

The Governance & Risk Coordinator will report the contents of the Active Grants Register
to the Senior Leadership Group (SLG) and the Audit and Risk Advisory Committee on a
quarterly basis. The report will also highlight any new successful grant applications, and
any changes in scope or timeframe for existing funded projects.

Completion and acquittal

Many grants require formal acquittal reports on completion of the project. Acquittal
requirements can vary from grant to grant and must be completed in the format required
by the grantor, by the responsible officer. All financial data included in an acquittal report
must be reviewed by the Finance Department (Senior Accountant or Finance Manager) for
accuracy, prior to submission.

Acquittal reports that require independent audit must be submitted to a qualified auditor in
accordance with the requirements of the grantor. The Finance Department can assist in
procuring audit services.

For all completed projects, a report should be prepared assessing the outcomes of the
project against the expected outcomes. This report should be placed on file in TRIM.
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APPENDIX 1

Project Title

Responsible Officer

[name/role]

TRIM file #

Project scope

[project scope]

Expected outcomes

[expected outcomes]

Grant provider

Other parties

Budgeted project

Unbudgeted $50k op / $200k cap

Unbudgeted over $S50kop / $200kcap

Auspice agreement

Co-funding / 3rd party agreement

Funding agreement

Type of Grant

[conditional / unrestricted / refundable /
non-refundable]

Conditions (if any)

Milestones / deliverables attached

[Y/N]

Independent audit required? [Y/N]
Acquittal report required? [Y/N]
Outcomes assessment report completed [Y/N]
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APPENDIX 2

Project Title

Responsible Officer [name/role]

TRIM file #

GRANT MILESTONES DATE DUE REPORT MILESTONE INVOICE = SUBMITTED LY
PAYMENT DATE ref

Commencement

Stage 1 - [name stage]

Stage 2 - [name stage]

Stage 3 - [name stage]

Stage 4 - [name stage]

Stage 5 - [name stage]

Completion

Acquittal Completed

Outcomes assessment report (REQUIRED)

Extension Required: [Y/N]
Extension Date Submitted

Extension Date approved by funding body
Project Completion date
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APPENDIX 3

P

—w— New Account Request Form

[

Account Name:

Type of Account:

O Operating Income  and/or O Operating Expenditure
1 Capital Income and /or 0O Capital Expenditure
GST:

O GST Free OSubject to GST

IE Codes required. (refer to back page of this form)

Please provide a brief explanation of the program:

Please complete budget table on next page.

Requested By:
e Slgnature T
Approved By:
e Slgnature T

Finance Only
ACCoUNt Codes . .
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Budget Financial Year

IE Full Yr | Jul Aug |[Sep |Oct Nov |Dec Jan Feb |Mar |Apr May |Jun
Code | Budget
TOTAL
Liat of Income & Expense Codes (IE Codes)
Type: il Desription Tt Code  Desorigtion Fppe  dode  Desosipdion
Eaperaiiiure ) [ WO LEE Eapenilin e 13 GOFTWRRE WAAIRTERANCE B SUPPOAT LLetid BE ML) FIREL
Eepariiiung 01 SeLEAES & OHODETS s J SOFTWARRE PRGRATED LLetid 5 UITTER FREE
Fepmnadtme 02 LOF SEFWICE LERWE Fpes T 15 PLAMT HIRE WeiasTe 0 POLICE [SUED LOCAL LS FINES
Enparalitong 13 RURLLDVE FREMEIAS Evpastiuig 16 THENEL ESFERSES T 1 A AT ERERS] FIRES
Eemanditore 0 CONTRALT STARF ixpasdrum 57 MEETIRGG f CATERIbG EXPENSES LEetid T el ES K0 CHERGES
Eemanditore 0% SUPEANNLATION ixpasdrum 18 STAFF TRAMING & PSOF DEVIL Income 71 FUMDRSS NG IRCOME
Esperaiiure 05 Design weork gapenaiton: Expaiiie 15 WEHICLE DePEMIES Tt M CERTFICATE {HBRGES
Eepariiiung 07 ENTERTANMERT s 4 WRSTE DHEPGERL EPERRED LLetid 15 HEALTH REGHTTRATICKE
Fepandrn e 04 CATEARS & MEFMESHWERTS Fpes g 41 ELECTRIEITE = 7 MICC STHLL RECISTAATICNS
Fepariiiunc 73 WAATIERM LS SEAICES Bpasdiuie 42 WATER DORELMPTION T 1T FEMALTY FEER
Feramctme 10 CONTRALT PAYRENTS s 435 G WCasTe 18 Non Reca e Granks
Eemanditore 1L FUNCTIORS & FECERTIDG ixpasdrum ddl TELEPHOME Income ¥ IMTFECTION K PEAMIT FREG
Eaperiitene 12 STORES HUES Evpraa e 45 INTERRET SERICES LLeiitd 30 REGHTTRATION FEES
Errarcht_te Li EEFARS & MAIMTEMAKEE patirum 48 HARDWAFE FLSCHAILS T 11 FEGSTRATICH FEES -CARAWAN P
Eepanarn e 14 COHTRALT SFTLAYIHG fpan e 4T CONTRUBLUTIONESponecrahiz = 11 PHCOWE SIMEMSL FEES
Eaparaiiunc 15 Bebl Ay CeDRBT FLL DERTS Expn i i3 4 COMWILRITT CORTRIBLTICHY LLeiy g §3 COMTRACT FEED SEAVICE PROMESION
Feramctme 19 UNFORRE s 45 CONTAACT FEES PO SIRVRCES WeiasTe H NTEEST O IRVESTRENTS
Eaparaiierc 17 LFASE FXFERGES Evpan o i 1 COUNCILLCIRS S 1L TANARTE e 1% ST FEES
Eaparafitnt 14 IWTEREST OM LOske Expranginiis Bl GRECATMNWATE RLILCHI NG Ty B GERERAL BATIES mCORdE
Errarcht_te 19 EAME CHARGES patirum 13 FLEL T 1T MURICFAL CHARSE
Eeperditae 1 BCAEATEING B PACRAOTICN Eapending e §3 FRIWGE BEMERTS TARATION e $5 UBGAL COGTE RECIVERED
Egaraitoig P BT FEES Bt I EPA LEVY T §5 PERBALTY INTEREST
Fepmnadtme 23 TEUFARCEY Fpes T 55 DORALITEC ARNALS LEWT WeiasTe 30 HIFPLEW EHTART RATES INCOME
Eaparaiierc 73 BECALITWERT CO5TS Evpan o i 3 AESCRIRCE SHASE COET FROA BEN e 41 MCTHE FROM PLANT HIRE
[aza=ditore 24 LFGdAL ERPERSES Lepandifurn 5T CLEAMRAG ERRENAES LLerd A PUELIC COMTRIERITI GRS
Eemanditore % [OHSULTANTE tpandfum 18 TREAGFSE TO REESERMES T 11 MCDWE FROM SUEDT DERS
Egpsrifiae 25 WEWBIRSHIP & EUSRIPTERMS Expainie 55 RESETSWRITTER OFF e ad. SMDAR BbEE
Eepaflluni 7 SECLIBITT ERFEREES B O B0 CEPALCATION e 1% OPETLATIOMAL CIWANT - Beosmant
Eepmraiiure 28 DEET DOLLECTON ENFERSES Epeagi e B WEATER DR WA1LE OF BSSETS 50 N T 38 NPT CONTRIBLTION
Frparakioig £3 FATRGE & FRENIHT come Pl DECFEDS FROM S8LE OF AKEETS ncome AT RERMTALS -0 0UNCIL PROFERTY
[aza=ditore 30 BRI TRaE, CODTIRG &STATINERT La b5 BEAWAT FEE LLerd 45 FEIMBLRS SR ENT
[aza=ditore L EENT renms B AELENSE FEEL - DOGS & LTS Ineyems T CHAMGE N EOLITY N HGH DOLNTRY
Eaperaitare G DOWESTER SURIGET s 67 DERIREE FINES

()
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APPENDIX 4

[

M ANSFIELD SHIRE

Invoice Request Form

To be forwarded to Accounts Receivable — receivables@mansfield.vic.gov.au
Revenue Unit (Sandra, Kristine, Di, Bess)

The fallowing infarmation must be accompanied with supporting documentation eg copy of invaice or statemant
fo be adjusted efc

ALl SECTIONS MUST BE COMPLETED

{}

Debtor NHumber:

Company Name:

Contact Name:

Contact Phone Number:

Email Address:

Postal Address:

Amount GST Total

Debit Amount
(Debtor Invoice)

Amount GST Total
Credit Amount
(Credit Note)

Date of Transaction:

Description for Invoice:

Ledger Number

Income/Expenditure Code

Signed: Date:

Title: Unit:

Invoice to be mailed? Yes[No Invoice to be Emailed? ‘r’es|_ N-::|_
If not to be mailed retumn invoice to:
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