A SAFER
SUBJECT POLICY NUMBER FLORIDA

11.06 e camaas

HIGHWAY SAFETY AND MOTOR VEHICLES

ADMINISTRATION

POLICY MAINTENANCE ADMINISTRATOR: Chief Performance Officer

PURPOSE/SCOPE: To establish Department policy regarding grant funding and
responsibilities related to grant management.

. AUTHORITY

Chapter 20, Florida Statutes, Organizational Structure

Section 215.971 Florida Statutes, Agreements funded with federal or state
assistance

Section 216.103, Florida Statutes, Agencies receiving federal funds; designation of
coordinating official; duties

Section 287.057, Florida Statutes, Procurement of commodities or contractual services

Il. RELATED POLICIES

MP 9.04, Records Management
MP 10.09, Purchasing

[Il. DEFINITIONS

A. Grants Administration Office (GAO) - The office within the Office of Performance
Management responsible for oversight and coordination of grants, grant requests
and available grant funding and establishing a library of grant funding resources.

B. Senior Grants Advisor - A Grants Administration Office staff member responsible
for providing guidance to grant managers in addition to managing select
enterprise level grants.

C. Grant Manager - The individual in charge of managing awarded and assigned
grants in accordance with established protocols.

D. Chief of Staff - The senior official having a direct reporting relationship to the
Executive Director to be responsible for the internal coordination of the
Department efforts to maximize the amount of federally derived dollars the
Department receives.
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IV. POLICY

It is the policy of this Department to seek grant funding for mission related initiatives
or operational needs to expand the Department’s impact on the safety and security
of our motoring public. All grant funded projects will be managed in accordance to
state and federal guidelines. Further, it is the policy of this Department that the GAO
coordinates and oversees all agency grants.

V. ROLES AND RESPONSIBILITIES

The GAO serves as the centralized point of coordination and knowledge base for all
grant funded projects and/or initiatives within the Department. The GAO staff work
in conjunction with the Executive Leadership Team, grant managers and grantor
representatives to facilitate this process. As a component of the Office of
Performance Management, the GAO is responsible for proper alignment and
integration of grants with existing or proposed department projects. The GAO
researches, identifies and solicits grant funding for agency initiatives.

The GAO serves as the agency center of excellence and knowledge base for best
practices regarding the grant application process, grant management procedures
and governing methodologies.

The GAO provides monitoring and oversight of the agency grant portfolio with regard
to planning, execution and performance.

The GAO has the responsibility to ensure that all grant funded projects are
conducted in a manner consistent with project management methodology, Executive
Leadership Team guidance, federal and state laws/regulations and grantor
requirements.

A. Senior Grants Advisors are responsible for the following actions:
1. Provide metrics and status updates to executive leadership as necessary.
2. Facilitate the development of the annual grant guidance in conjunction with
the Executive Leadership Team and subsequent publishing of approved
guidance.
3. Review all grant related requests for alignment with Executive Leadership
Team guidance.
4. Coordinate the grant concept and application development and submission
process.
Proactively seek new sources of grant funding.
Provide grant management for select enterprise grant funded projects.
Provide consultation services to divisional grant managers in support of
specific grant initiatives.
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10.

11.

Ensure that the grant objectives are met and reporting requirements are
completed according to the grantors’ requirements.

Perform a liaison role between grant managers and the grantors regarding
communication, meetings, requests, performance and/or specific grantor
issues or requirements, as needed.

Develop and deliver training for grant project managers in coordination with
the Learning and Development Office.

Maintain a resource library of funding sources, materials and/or resources
produced for/by grant funded projects.

B. Division Directors or their designee are responsible for the following actions:

1.

2.

3.

Review and approve grant related charters, concepts, applications, white
papers, proposals and/or applications prepared within division.

Assign a grant manager to administer and implement requirements of grant
projects.

Serve as or assign a sponsor for grant funded projects managed within their
divisions/offices.

C. Grant Managers are responsible for the following actions:

1.

2.

©

Draft grant paperwork, as required, for division/office specific grant projects
with the assistance of assigned senior grant advisor and submit for approval.
Manage awarded and assigned grants in accordance with federal and state
laws/regulations, agency and grantor requirements. Input data into the
budget tracking sheet and attach official grant documents including awards,
amendments, budget modifications and extensions, quarterly and final reports
into the Grants Portfolio. Maintain a hard copy of the pertinent grant
documents in an organized notebook in a manner that would enable access
to all grant related financial and operational documents. Once the grant is
completed, this notebook must be retained pursuant to applicable records
retention guidelines.

Coordinate with department support units during project planning and
execution regarding budgetary, purchasing, ISA and personnel requirements.
Notify GAO with all communication, meetings, requests, performance, issues
or requirements with grantor.

Maintain grant plans and current status in the agency’s project portfolio
management system, as indicated.

Comply with grant objectives and provide grant reports to GAO and grantor,
as required.

Comply with and provide required grant documentation in the event of an
audit.

Complete grant training requirements as identified by the GAO.

Identify and report any grant funding opportunities to the GAO.
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VI. PROCEDURES

Detailed procedures, tools and templates required by the Grants Administration
Office and/or grantor are available at the DHSMV Grants Homepage.
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