
 

       

 

    
  
 

 

 

 
 

    

 

 

Slide 1 Grants Management Grantee Manual Training 

Post-Award: Grant Reporting & 
Oversight I 
Module 6 

Instructor Notes: 
Welcome to Module #6 which is the first of two modules pertaining to the Post-
Award portion of the FMCSA Grants Management Lifecycle. Both modules 
pertain to Grant Reporting and Oversight, however this one specifically 
addresses an overview of monitoring, external reporting requirements and a few 
of the key components of the grantees' reporting requirements.  It correlates to 
Chapter 6 of the grantee manual.  In the right corner of the slides you will find the 
more specific section references for the grantee manual. 



   
 

        

         
   
   
   
  
   

 

 
 

 
   

 
  
 

 
 

  
 

  
  
    
   
  
  

  
  

 
 

 
  

 
  
   
  

 

  

Slide 2 Objectives 

By the end of this module, you should be able to successfully: 

 Explain the key elements of the following tasks in the post-award process 
o	 Establish Grant Files 
o	 External Reporting 
o	 Quarterly Performance Progress Reports (PPR) 
o	 Quarterly Financial Reports (FFR/SF-425) 
o	 Vouchers/Invoice Reimbursement (SF-270) 

Instructor notes: 
 This module focuses on the Grantee Basic Reporting Requirements – 

such as Quarterly Reports and Reimbursement Requests. 
 It will also cover external reporting. When we reference "external 

reporting" in this circumstance,  we are specifically referring to the 
requirements dictated in the Federal Funding Accountability and 
Transparency Act (FFATA).  We will go into these in more detail later in 
this module. 

 We will also cover an overview of grant reporting and oversight and your 
requirements pertaining to grant files and file maintenance.  

 Alright, back to "Basic Mandatory Reporting".  This is the day to day 
grants management reporting elements that are expected of all grantees 

 FMCSA monitors these basic reports so that it can: 
o Verify that the project is moving in the desired direction 
o	 Funding is being spent appropriately 
o	 Identify potential issues 
o	 Keep on-going communication open; and, 
o Provide on-going support and technical assistance 


 Basic Mandatory Reporting is made up of:
	
o	 Submission of: 

 Quarterly financial (SF-425 or FFR) and 
performance/progress reports (SF-PPR) 

 Annual single audits (this is done at the state level, but 
FMCSA will review for anything that may pertain to the grant); 
and, 

 Vouchers/invoices – reimbursement requests 
 Regular communication, etc.; and, 
 Data Submissions when appropriate   

	 Monitoring is a continuous process for FMCSA and therefore should be 
part of your regular habits, also you, as the prime grantee, should be 
monitoring your sub-grantees in a very similar fashion. 



        
 
 

 
 

    

Slide 3 Post-Award: Grant Reporting and Oversight Overview 

Instructor Notes: 
In this section we will briefly discuss the definition and purpose of grant 
reporting and oversight and your responsibilities in relation to grant 
management and reporting. 



       
 

         

          

        
 

       

         

      
 

 
  

 
 

 
 

 
  

 
 

 

Slide 4 Purpose of Grant Reporting and Oversight 

 Improve the overall management of projects to enhance their performance 

 Ensure the terms and conditions and purpose of the awards are fulfilled 

 Assure grant activities are approved and consistent with federal law, standards and 
procedures 

 Protect the federal financial investment from fraud, waste, abuse or mismanagement 

 Hold grantees accountable for monitoring and oversight of their subgrantees 

 Ensure grantees do not discriminate 

Instructor notes: 
	 Listed on the slide are some very important reasons for monitoring, reporting 

and oversight.  But, it is important as you undertake these requirements that 
you continue to keep the primary goal in mind -- ultimately monitoring and 
oversight are about achieving the most from each grant issued and 
maximizing motor carrier safety, as noted in the top line of the slide in 
red. 

 Grant Reporting and Oversight is a partnership – reporting by the grantee 
and oversight by the federal government. 

 Watching your own store (grant) and facilitating FMCSA's monitoring of you 
helps protect you from financial penalties and audit risk. 

 In the next few slides we will discuss some of these purposes in greater 
detail. 



   
  

   

   

      

    

  

     
 

 
 

 

  

  
  

 
  

 

 
 

 
 

 
 

 
 
 

Slide 5 Grant Reporting 

Reporting is the responsibility of the grantee: 

 External reporting (FF!T!) 
 Quarterly program performance and financial reporting (PPR & FFR) 
 Reimbursement requests (SF-270s) 
 Final reporting 
 Other reporting, informal and formal meetings, site reviews and general communication 

Instructor notes: 
	 This slide and the next help differentiate the difference between reporting 

and oversight and what falls to you, what is a shared responsibility and what 
is FMCSA's responsibilities.  

	 It is important to recognize interconnectivity and the important part 
monitoring plays in next year's solicitations and award processes.  If you 
work your grant well this year, watch over your sub-grantees and your own 
practices you have a much better chance of winning discretionary awards in 
coming years. 

	 The continuous nature of this process, as denoted by the figure and arrows 
on the slide, is what will ultimately lead to the achievement of the primary 
goal – improvement of the overall management of projects to enhance their 
performance 

 As a note you should require these same responsibilities of your sub-
grantees 

 "Other Reporting" can include data calls, ad hoc requests, agency specific 
requests, or sub-grantee data information, etc.  

	 Reporting, as noted on this slide is essentially all the things that you do to 
prove and provide the status, and progress of FMCSA grants to FMCSA and 
external stakeholders. 



   
 

    

      

   

    

      

 

 
   

 
  

  
 

 
 

 

Slide 6 Grant Oversight 

Oversight is the primary responsibility of FMCSA: 

 Review written reports (quarterly, final) and data submissions 

 Review reimbursement requests 

 Conduct Program and Process Reviews 

 Information communications and monitoring on program, compliance or progress review 

Instructor notes: 
	 Oversight is essentially the flip side of Reporting, it is all the things that we 

(FMCSA) do to verify that your grant is on target, performing and in 
compliance with the grant agreement. 

	 Basic Mandatory Reporting/Monitoring is used to help determine risk, it may 
also help drive the frequency and nature of our on-site monitoring and it is a 
key element to the past performance reference, which the Division Offices 
provide to any application.  

	 On-Site visits are driven by the results of the Basic Mandatory 
Reporting/Monitoring and contribute to how the Division represents your 
performance in the Past Performance evaluation. 



    
 

       
    

       

          
     

 

 
 

 
 

   

 
   

   
  

 
 

 
 

 
 

 
 

  

 
  

 
 

Slide 7 Grantee Oversight Requirements 

	 Responsible for ensuring that funds are used (by the grantee or sub-grantee) in 
accordance with program requirements and federal cost principles 

 Must comply with the FMCSA provisions and assurances (grantee and sub-grantee) 

 Grantee is the fiduciary of all grant funds and any findings or allowances are theirs to 
resolve, regardless of whether or not the finding pertains to the grantee's or sub-grantee's 
actions 

Instructor notes: 
	 Grantee oversight roles are described in detail in Section 6.1, Page 44 in the 

grantee manual. 
	 According to 49 CFR 18.37 every sub-grant agreement should include any 

clauses required by Federal statute and executive orders and their 
implementing regulations to which you are held.  It also states that State 
Recipients shall follow State law and procedures when awarding and 
administering sub-grants in accordance with 49 C.F.R. §18.37 or 19.5. 

	 Therefore, all requirements to which FMCSA grantees are held (essentially 
everything in this training) should also apply to how you treat your sub-
grantees 

	 What do we mean by sub-grantee?  According to FMCSA regulations 49 
CFR 18.3, Sub-grantee means the government or other legal entity to which 
a sub-grant is awarded and which is accountable to the grantee for the use 
of the funds provided. A sub-grantee is any agency/entity that is not the 
direct grant recipient (you) and with which there is a grant agreement of 
some kind (whether it be an official sub-grant award or an MOU, essentially, 
some document that delineates your responsibility versus that of the other 
organization.)  So for instance, if you have a contract that has provisions of 
the expectations with a local police department and for which there is a 
payment using FMCSA grant funds, then that local police department would 
be considered your sub-grantee and therefore would be held to the same 
standards and requirements contained in your NGA with FMCSA.  

	 FMCSA requires oversight of the sub-grantee by the grantee. (see Part 
18.20 of the regs.)  It also assumes that grantees will make payment to sub-
grantees (see Part 18.21) 

	 Monitoring and oversight of your sub-grantee's helps improve their 
performance and therefore the overall performance of the grant and your 
overall performance in the eyes of FMCSA.  So it is a win win for you and 
the sub-grantee. 

file://mcdata/mce/Local%20Settings/Temporary%20Internet%20Files/Content.Outlook/Cost%20Principles%20and%20Administrative%20Requirements/Regulations/49%20CFR%20Part%2018/49%20cfr%2018.37.htm


      
 

       
       

 

         

          
   

 

 
 

   
 

 

  
 

 

 
 

   
 

 
 
 

Slide 8 Grantee Oversight Requirements, Continued 

	 Expected to have the infrastructure and internal controls to ensure program 
implementation and sound administrative and fiscal compliance for themselves and their 
sub-grantees 

 The use of sub-grantees does not relieve the grantee from these responsibilities 

 You are ultimately responsible for the use of the grant funds – including the funds you 
award to sub-grantees 

Instructor notes: 
	 We pretty much covered this in the prior slide, but let me give you a couple 

of examples.  
	 If the State Department of Transportation receives an FMCSA grant and 

then provides the City of Trucksville with a sub-award for 30% of the funds 
received from FMCSA, the City of Trucksville must adhere to the Cost 
Principles found in 2 CFR Part 225 (OMB Circular A-87) and the State 
Department of Transportation must assure that they do so through 
monitoring the City of Trucksville.  

	 Another example, a sub-grantee conducts an activity that is within the scope 
of the grant award, and they seek reimbursement from the grantee.  The 
FMCSA Grantee reimburses them and then seeks reimbursement from 
FMCSA. When FMCSA is reviewing the invoice they determine the cost is 
ineligible, therefore FMCSA notifies the grantee that they will not reimburse 
that cost.  The grantee must then work it out with the sub-grantee to obtain 
reimbursement, if they have already paid. 

	 These are ways in which the grantee is still responsible for the actions of the 
sub-grantee and FMCSA will penalize the grantee, not the sub-grantee, as 
that is with whom FMCSA holds the actual agreement or grant award.   



     
 
 

 
 

 
 

Slide 9 Establish Grant Files 

Instructor notes: 
(Transition Slide) 



    
 

         
 

     

     

          
     

      
 

 
  
 

 
 

 
 

 
  

  
 

 
 

 
  

Slide 10 Establish Grant Files 

	 Grantees must maintain complete and accurate project documentation – financial and 
programmatic 

 49 CFR Part 18.42 

 Financial Assistance Agreement General Provisions and Assurances Section 13a 

 Files should be created and maintained throughout the grant management lifecycle – 
beginning with Application through Close-out
 

 Retain records for three years after the final voucher is approved
 

Instructor notes: 
 [Page 45 of the grantee manual] 
 One of the first things a grantee must do upon obtaining an award is to 

establish grant files.  
	 According to 49 CFR Part 18.42 grantees are required to retain all financial 

and programmatic records, supporting documents, statistical records, and 
other records of Grantees or Subgrantees.  The requirements are: 

 Retain records during the entire project and for three years following the 
approval of the final voucher 

 Provide full access to the files to FMCSA.  FMCSA has the right to examine 
files at any time with the expectation that they are complete and accurate.  

 Access to the records of any sub-grantee or vendor of a grantee (under a 
negotiated agreement of $10K or more) 

 A best practice is to centrally locate files as well as keeping them up real 
time. 



     
 

  

 
      

    

       

     

  

   

     

   

    

   

     
 

 
 

 
  

 
 

  
 

  
  

 

Slide 11 Establish Grant Files, Continued 

 Application submissions
 
 Program regulations/guidelines 

 Original award documents (fully executed) and amendments, 

 Cost-share/Match and MOE documents
 
 Memoranda of negotiations with grantor (if applicable)
 
 All reports and financial records submitted by grantee
 
 Property records (as applicable)
 
 Audit reports
 
 Close-out and de-obligation documents
 
 Indirect Cost Rate Agreements 

 Sub-grantee monitoring reports and other sub-grantee records
 
 Program Monitoring and Evaluation Reports
 
 Other correspondence regarding the project
 

Instructor notes: 
	 Here is a more comprehensive list of the files that you should retain, either in 

a single "Grant Award File" or at a minimum in ways that can be easily pulled 
for any review as requested.  This is not necessarily exhaustive, but is 
illustrative 

 Application submissions includes, the original SF424, budget, original CVSP 
or approved program plan, and all  post-submission updates, budget, etc. 

 All reports and financial records includes all quarterly reports and invoices 
and supporting documentation, receipts, etc. 

	 Indirect Cost Rate Agreements also includes the supporting documentation 
that was used to derive the calculation that was submitted to the cognizant 
agency 



    
 

 
 

  
 

 
 

Slide 12 External Reporting (FFATA) 

Instructor notes: 
	 Although FFATA (Federal Funding Accountability and Transparency Act) 

is not an FMCSA specific requirement, but a federal grants in general 
requirement, you are expected to adhere to this reporting requirement and 
FMCSA will monitor that it is being done. 



   
 

           
       
          
         

 
   
   

 
 

 
 

  

 
    

 
 

 
  

 
 

 
 

Slide 13 FFATA Overview 

	 Federal Funding Accountability and Transparency Act (FFATA) (Pub. L. 109-282, 31 USC 
6101) signed into law September 26, 2006 

o	 Calls for full disclosure of all organizations receiving federal funds 
o	 FFATA Sub-Award Reporting System (FSRS) and USASpending are the two reporting 

websites 
 http://www.FSRS.gov 
 http://www.usaspending.gov 

Instructor notes: 
 FFATA went into effect in 2006, however it took until 2010 (FY11) for them 

to put the sub-award reporting requirement into place.  
 FMCSA has been reporting their grant awards to FFATA for years, but now 

the grantees, meaning you, need to report any sub-awards of $25,000 or 
more, starting March 1, 2011.  

 Essentially the act calls for full transparency of federal funding. Who is 
getting grants and for how much. 

 Sub-awards, as defined by FFATA includes both traditional sub-grantees, 
such as city's, other state departments or non-profits, as well as vendors 
with whom you have a contract of $25,000 or more per grant.  

 You need to report the sub-award information to FSRS, which then feeds 
USASpending.  

 As noted, FMCSA reports the prime grant award to you, upon award, on a 
weekly basis (when awards are being made) through the Grant Information 
System (GIS) which then feeds USASpending. 

http://www.fsrs.gov/
http://www.usaspending.gov/


    
 

           
   

          
       

 

 
    
 

 
  

 
 

 
 

 
  

  

Slide 14 Who is Responsible for What? 

 Federal Agencies including FMCSA must report prime award information to the FFATA 
Sub-Award Reporting System (FSRS)/USASpending 

 Sub-Awardees must report award information to Grantees who are responsible for 
reporting both Grantee and Sub-Awardee information to FSRS/USASpending 

Instructor notes: 
	 This slide may better explain who reports what and when.  
	 The FFATA guidance defines a sub-award as generally referring to a 

monetary award (of $25,000 or more)  made as a result of a Federal award 
to a grant recipient or contractor to a sub-recipient or sub-contractor 
respectively. 

	 Therefore FMCSA grantees that essentially pay (with grant funds) a sub-
grantee or sub-contractor an amount of $25,000 or more, must report that 
to USASpending.  

	 Some of the information required are things such as sub-awardee name, 
address, DUNS number, Congressional district, amount of sub-award, 
dates, among other limited information. 

	 The FFATA reporting should be a one time event, per award, at the time of 
award, but if there are modifications that affect any of the data, updates 
would be required. 



     
 

         

       

    

              
  

 

 
 

 

 
 

  
   
 

 
  

 
  

 
 

 
 

 
  

  
   

 
  

Slide 15 FFATA – Grantee Responsibilities 

 As of October 2010 grantees are required to submit sub-award data 

 Applies to all FY11 and beyond awards for all federal awards 

 Full reporting requirements began March 2011 

 Report once per sub-award at the end of the month following the month in which the 
sub-award was made 

Instructor notes: 
	 The federal government phased in the sub-grantee reporting requirement 

starting with sub-awards under federally-awarded contracts and orders 
valued greater than or equal to $550,000,  starting October 1, 2010.  It is 
likely that not very many of you would have sub-awards of sufficient size to 
require this reporting, but some may.  

	 Then reporting on sub-awards under federally-awarded contracts and 
orders valued greater than or equal to $25,000, starting on March 1, 2011. 

 I suspect that most of you have sub-awards to report based on that criteria. 
 FFATA sub-award reporting applies to all federal grants, not just FMCSA.  

So if you have other DOT grants or Justice grants on which you have sub-
awards then this applies to those as well 

 This is one time per award reporting requirement unless you modify your 
sub-award 

	 As we have found many FMCSA grantees are unaware of this requirement. 
It could be because your CFO or grants office is already taking care of this 
requirement or it could be that your organization is unaware and needs to 
catch up on its reporting.  

	 If you were unaware of these requirements and did not do this reporting 
last year, when you report this year, you may want to submit your award 
data for last year as well to get caught up and to prepare for any possible 
audit. 

	 Although FMCSA has not monitored for this in the past they will be doing 
so going forward and most auditors will be looking for adherence to this 
requirement as well. 



     
 

  

 
 

   

  

  

   
 

 
  

 
 

 
 

 
 

 
  

 
 

 
 

   
 
 
  

Slide 16 FFATA Reporting Resources 

 https://www.fsrs.gov/ 

 https://www.fsrs.gov/documents/OMB_Guidance_on_FFATA_Subaward_and_Executive 
_Compensation_Reporting_08272010.pdf
 

 https://www.fsrs.gov/#a-faqs
 
 http://www.usaspending.gov
 
 http://www.usaspending.gov/news#webinars
 
 http://www.whitehouse.gov/omb/open
 

Instructor notes: 
 Here are a few resources that may prove helpful to help you get started, 

register with FSRS and become familiar with the requirements 
 There is a system training webinar on fsrs.gov that walks your through the 

data entry and some very good overall FFATA sub-awardee reporting 
webinars and presentations on usaspending.gov/news that may prove 
helpful 

 We are not experts on this federal grants management requirement so it is 
best that you proceed to these resources and we will assist with further 
information as able.  

 Some additional resources include, the Office of Management & Budget 
guidance related to Open Government and Transparency to include an 
April 6, 2010 memo requiring the reporting of first-tier sub-awards, or on 
August 27, 2010. 

 OMB issued guidance to Federal agencies on implementation of the 
Transparency Act’s executive compensation and sub-award reporting and 
on September 14, 2010, OMB issued interim final guidance to Federal 
agencies on the grants sub-award reporting, CCR registration, and DUNS 
number requirements. 

https://www.fsrs.gov/documents/OMB_Guidance_on_FFATA_Subaward_and_Executive_Compensation_Reporting_08272010.pdf
https://www.fsrs.gov/documents/OMB_Guidance_on_FFATA_Subaward_and_Executive_Compensation_Reporting_08272010.pdf
https://www.fsrs.gov/documents/OMB_Guidance_on_FFATA_Subaward_and_Executive_Compensation_Reporting_08272010.pdf
https://www.fsrs.gov/documents/OMB_Guidance_on_FFATA_Subaward_and_Executive_Compensation_Reporting_08272010.pdf
https://www.fsrs.gov/documents/OMB_Guidance_on_FFATA_Subaward_and_Executive_Compensation_Reporting_08272010.pdf
https://www.fsrs.gov/#a-faqs
http://www.usaspending.gov/news
http://www.usaspending.gov/news
http://www.usaspending.gov/news
http://www.usaspending.gov/news
http://www.whitehouse.gov/omb/open
http:fsrs.gov


    
 
 

 
       

 

Slide 17 Quarterly Reports 

Instructor notes: 
(Transition slide) 



     
 

                                                
          

  
            
       
          
     

 

 
 

 
   

 
 

  
 

 

 
 

 
 

 

  

 
 

  
  

   
 

Slide 18 Quarterly Reports 

 49 CFR Sections 18.40-18.41/19.51-19.52 and NGA 
 Financial (SF-425 or FFR) and Progress Reports (SF-PPR) due every quarter until end of 

POP 
 Submit first quarter following execution of the NGA – reflect work performed to date 
 One report per grant award (not per grantee) 
 Submit in electronic format to FMCSA Grant Manager 
 FMCSA Grant Manager can withhold payments for non-compliance 

Instructor notes: 
 Quarterly Reporting can be found in Section 6.3, page 47 of the grantee 

manual 
 The core requirement is that every grantee submit an SF-425 or FFR – 

financial report and a SF-PPR, Performance /Progress report every quarter 
for every grant award until the period of performance ends or the money is 
all gone.  

 The reports are by the grantee, by grant award – so if you have two MCSAP 
Basic grants open, one from FY11 and one from FY12, you must prepare 
separate quarterly reports for each grant award.  

 The first quarterly SF-PPR and SF-425 reports should be submitted the first 
Quarter following the execution of the NGA (i.e., if the Grant Agreement 
(NGA) is signed November 30th, the first quarterly report will be due January 
30th). – but reflect the performance period to date.  We will explain this 
further on the following slides. 

 If you need additional time to submit a quarterly report, submit a request to 
the Grant Manager with written justification for an extension to the due date 
and they are likely to allow the extra time, but not on a chronic basis.  

 If you fail to submit quarterly reports as required and you have not been 
granted an extension to the due date, the Grant Manager will provide formal 
notification of past-due reports to you in writing (email, fax, mailed letter).  If 
they continue to be late the Grant Manager may be required to withhold 
payment or take other enforcement actions. 

 Note that the slide references the regulations behind this requirement and it 
is stated in the grant agreement terms and conditions as well. 

 When we say electronic format here, we mean anything from a Word 
document to a PDF. 

http:18.40-18.41/19.51-19.52


     
 

        
 

           

             

            

          
          

 
 

 

 
 

 
 

 
  

 
    

 

  

Slide 19 Quarterly Report Submission Schedule 

1st
 Quarter Reporting Period: October 1 to December 31; Due No Later Than: January 

30 

2nd
 Quarter Reporting Period: January 1 to March 31; Due No Later Than: April 30 

3rd
 Quarter Reporting Period: April 1 to June 30; Due No Later Than: July 30
 

4th

 Quarter Reporting Period: July 1 to September 30; Due No Later Than: October 30 

 Final Report Summarizes the last quarter of activity as well as the entire POP; due 90 
calendar days after the expiration or termination of the award 

Instructor notes: 
 Quarterly reports are due 30 days after the end of the fiscal year quarter, 

unless otherwise noted in the award document (usually for high-risk 
recipients).  

 All FMCSA grant programs require a final financial and performance report 
summarizing the project financials and performance during the grant’s entire 
period of performance.  

 The final report is due 90 days after the approval of the final voucher or 
receipt of the no further claims letter, in accordance with the provision of 49 
CFR 18.40.  

 The Final Report may be incorporated into the last quarterly report if 
submitted when the quarterly report is due, however it must include all 
cumulative information and data for the entire grant period.  

 Note: In many cases a grant’s period of performance will not correspond 
exactly to a traditional fiscal year’s quarters, since discretionary grants take 
effect on execution, not on October 1st. The dates shown above should be 
used as guidelines.  For example, if the grant’s period of performance begins 
on December 1st, the first quarter report will be summarizing progress for 30 
days, not three months. 



 
     

 
        

         
      

 

 
 

 
   

    
 

 

 
 

  
 

 
  

    

 
 

 

 
  

 
 

 
 

 
 

 
 

Slide 20 Quarterly Report Example 

This slide includes an example of a Quarterly Report.  The top row shows the FY11 MCSAP Basic 
Grant Reporting schedule for Q1, Q2, Q3, and Q4.  The bottom arrows show FY12 and FY11 Basic 
Grant Reporting per quarter. Oversees day-to-day performance of grants 

Instructor notes: 
	 Understanding when your first quarterly report is due and what it should 

contain and when your last quarterly report is due and what it should cover 
has been a challenging topic for grantees. 

	 Let’s see if this time line can help illustrate it a little. 
	 If the grant period of performance starts October 1, such as for MCSAP 

Basic and the Green Line representing FY11 grant award, the first quarterly 
report should reflect the activity from the beginning of the period of 
performance through the date of the first report.  So in this case the grant is 
awarded in February, therefore the first quarterly report would be due on 
April 30th, but will cover all activities funded with FY11 grant funds and that 
occurred between October 1, 2010 and March 31st, 2011. Or if you prefer 
you can submit two reports, one for each quarter, but submitted at the same 
time on April 30th. 

	 However, if you did not spend any FY11 funds until the 2nd quarter of FY11, 
you would still submit two reports on April 30th, but the first quarter will show 
$0 spent or activities conducted and then you will show some funds and 
activities in the 2nd quarter.   

	 The key is to follow the money! The report is reflective of the funds, so if 
you expended grant funds for specific activities than they should be on the 
report associated with those funds regardless of when the activities 
occurred.  

	 Quarterly status reports must be submitted to report on the progress of the 
grant even if there has been no activity on the grant (once the grant is 
executed – this doesn't mean once the CVSP Plan is approved), as well as 
they must continue until the grant is closed (final voucher approved or the no 
further claims letter received). 

	 Based on this approach, you are likely to at some point in the FY, be 
submitting two quarterly reports on two different grant awards and funding 
years at the same time.  

	 All funding should be maintained separately in the grantee's financial 

management system so that they can track FY11 and FY12 funds 

separately.
	

	 Yes there may feel like a disconnect between the one year CVSP and the 
quarterly reporting, but if you are following the money, the progress and 
performance is tied to the money paying for it.  The quarterly report 
submissions are based on the grant funding period or period to expend. 



   
 

       
      

 
            

 
 

 
 

 
  

 
 

 
  

 
 

 

Slide 21 Performance Reports 

 All grantees must submit an SF-PPR and appropriate attachments, per grant 
 Attachments include SF-PPR-B for most programs, special PPR forms for MCSAP and 

PRISM 
 The PPR and FFR should be submitted at the same time or close to it, at the end of the 

POP 

Instructor notes: 
 The SF-PPR is the Performance Report form.  It is a standard government 

wide form. 
 As we discussed earlier, timely submission of the SF-PPR is important and a 

requirement of the grant agreement.  In addition, the Division can request 
additional documentation as needed for any report provided. 

 Section 6.3.2, page 48 of the in the grantee manual covers the PPR and the 
form is on Page 152 in Appendix K of the grantee manual. 

 Ideally submission of the PPR and FFR should be at the same time so that 
they can be compared, matching the activities to the money spent. 



     
 

        
     

      

       
   

  

          
   

       
     

      
   

 

 
  

  
  
    

Slide 22 SF-PPR Required Attachments 

	 FMCSA Grant Programs: Border Enforcement Grants (BEG); Commercial Driver License 
(CDL) Improvement Program; CDL Improvement System (CDLIS); CMV Operator Safety 
Training; SF-PPR Required Attachment: SF-PPR-B 

	 FMCSA Grant Programs: MCSAP Basic and Incentive http://www.fmcsa.dot.gov/safety-
security/safety-initiatives/mcsap/mcsapforms.htm; SF-PPR Required Attachment: MCSAP 
Formula Report 

 FMCSA Grant Programs: MCSAP High Priority (HP) and New Entrant Safety Audit (NE); SF-
PPR Required Attachment: MCSAP Discretionary Report 

 FMCSA Grant Programs: Commercial Vehicle Information Systems Management (CVISN); 
Safety Data Improvement Program (SaDIP); SF-PPR Required Attachment: None 

 FMCSA Grant Programs: Performance and Registration Information Systems Management 
(PRISM); SF-PPR Required Attachment: SF-PPR-B_PRISM 

Instructor notes: 
 This slide delineates which SF-PPR forms are used by which program.  All 

FMCSA programs require the submission of an SF-PPR, however many of 
them also require the SF-PPRB and/or program specific attachments. 

 You can find all of these attachments on the FMCSA webpage. 
 OK, now lets get into the meat of the PPR. 

http://www.fmcsa.dot.gov/safety-security/safety-initiatives/mcsap/mcsapforms.htm
http://www.fmcsa.dot.gov/safety-security/safety-initiatives/mcsap/mcsapforms.htm


   
 

         
  

             
   

              
    

       
            

 

             
 

 
  

 

  

 

  
     

 

 

  
 

 

   

 

 

 

  

 

 

Slide 23 Performance Progress Report Format (PPR) 

 Executive Summary - Summarize trends and progress towards program-specific
 
objectives. 


 Program Objectives and Progress - Brief description of the project’s objective(s) in
	
narrative form
 

o	 Objective(s) – defined and measureable – list separately, if more than one (MCSAP 
include national program elements) 

o	 Strategies and activities – progress against them 
o	 Expected outcome and results – progress, to include dates and changes to dates as 

needed 

 Signed and certified by grantee's authorizing official designated to sign quarterly reports 

Instructor notes: 
 Here we have basically outlined the format for the narrative portion of the 

SF-PPR 
 It consists of two parts, the Program Objectives and Progress portions, both 

of which can be in table format and limited narrative, as long as you can 
map them against the original objectives. 

 The Executive Summary should be just that, a high level, brief, just a few 
pages, summary of the whole application. 

 An SF-PPR (the SF-PPR is formatted to clearly compare the work 
described in the application, including the milestones and objective dates, 
with your progress toward those objectives). 

 It should just reflect the activities in the past quarter or those covered by 
this report (can be cumulative on the first report, if the activity spans over 
more than one quarter due to the date of the grant award execution.) 

 Any quarterly report can include cumulative numbers as well, and may be 
easier to do so for the final report, as long as you also reflect that specific 
quarter as well.  For example, one column is quarter and the other column 
is cumulative.  If presenting in a spreadsheet format.  

 Also the final PPR may act as both the last quarterly report and the Final 
Report as long as it covers the past quarter as well as the cumulative 
results for the duration of the grant. 

 The grantee AO for the quarterly report may be the same individual as the 
one that signed the SF-424 (grantee representative), or it can be a 
designee at the grantee, as long as it is an official designee. 



    
 

   
       

    
      
     

   
      
       
         

 
         

 

 
  

  
   

 
 

 
  

  
 

  
 

 

 
  

  
 

 
  

     
   

  

Slide 24 Performance Progress Reports Tips 

	 Programmatic Progress 
o	 Is the project meeting the requirements and objectives of the program? (to 

include special objectives) 
o	 Is the project meeting its performance measures? 
o How is the quality of the grantee's performance?
 

 Administrative Progress
 
o	 Is the project meeting its milestones? 
o	 Are the expenditures those on the current approved budget? 
o	 Is the cost matching accruing quarterly and is it the same match source as 

originally anticipated? 
o	 Are the reports and vouchers being submitted on a timely basis and correctly? 

Instructor notes: 
 Here are a few tips in regards to what we look for, when reviewing a PPR 

and things to take into consideration when developing your PPR.  
 An accurate and well-prepared Quarterly Progress Report provides us with 

an excellent snapshot of your progress toward meeting the goals of the 
project. 

 It doesn't have to be long at all, it just has to match up to what you said you 
would do. 

 So for instance, how many safety inspections did you say you would do?  
1000? If it is the third quarter then hopefully you have done roughly 750. 
And if not, then tell us why. 

 If you said that you would reduce crashes, then what was your original crash 
data and what is it now?  

 The purpose of the report is to show if you are moving forward with your 
project(s) in a manner consistent with what was described in the Grant 
Agreement. And if not, then why? 

 Before starting your PPR pull out the original grant agreement/submission 
and look at your progress in comparison and then write to that status. 

 We are looking to see whether the project is accomplishing the specific 
objectives noted in the original application?  And is it programmatically 
compliant? 

 If you are not making progress as expected, then we may want to work with 
you to eliminate obstacles to success and, if appropriate, schedule a site 
visit to more closely evaluate your work and your processes. 

 Remember, the progress you describe in your PPR should map to the 
expenditures you record on your FFR.  Which is a nice segue into our 
discussion regarding the SF-425. 



      
 

           

                 

              
  

                
          

 

 
 

  
 

  
  

 
 
 

  
 

  
   

Slide 25 Federal Financial Reports (SF-425) 

 All grantees must submit an FFR (SF-425) per grant award, per quarter 

 The FFR should be submitted at the same time or close to the submission of the PPR 

 The FFR is a form that captures the obligations and disbursements that occurred during the 
grant period 

 Its purpose is to provide FMCSA with an accurate picture of all obligations against the grant 
to date (not just the ones you have invoiced to date) 

Instructor Notes: 
 The SF-425 or Federal Financial Report (FFR) is a standard government 

wide form and every grantee is required to submit one every quarter.  A 
requirement noted in the grant agreement.   

 It is submitted quarterly, but is a cumulative document.  
 This document may seem somewhat redundant to the SF-270 voucher 

submitted quarterly or monthly depending upon your billing practices, but it 
is not quite the same and captures slightly different information and is a key 
way in which the federal government keeps track of its obligations as well as 
its disbursements.  The key difference is that it keeps FMCSA alert to the 
governments obligations not just its disbursements.   

	 There is a copy of the SF-425 in Appendix K on page 147 of your grantee 
manual. 



     
 

    
  
   
     
   
    
   

          
 

 
  

  
   

  
 

   
   

 
 

 
  
 

 
  

 

 
  

 
 

 
 

  
  
  
  
  

   
 

 

Slide 26 Federal Financial Reports (SF-425), Cont. 

	 Consists of the following parts 
o	 Cover Information 
o	 Federal Cash 
o	 Federal Expenditures and Unobligated Balance 
o	 Recipient Share 
o	 Program Income – not completed 
o Indirect Expenses
 

 Signed and certified by grantee designated authorizing official
 

Instructor notes: 
	 We are now going to walk you through this form.  This may seem simple, but 

the SF-425 has proven to be a very confusing form to everyone and so it is 
useful to carefully walk you through each line.  

	 You may want to turn to the form in your manual and follow along.  Also note 
that there are instructions with the form that may also be handy as you walk 
through it.    

	 The Cover Information is straight forward, boxes 1-9 
o	 Box 1 – The Federal Agency would be DOT; The Organizational 

Element FMCSA; So the box should read DOT-FMCSA 
o	 Box 2 – the Federal Grant Identifier is the PO number assigned to 

grant agreement 
o	 Box 3 – the Recipient Organization is yourself 
o	 Box 6 – the Report Type is quarterly or final depending on the 

situation 
o	 Box 7 – Basis of Accounting; Virtually all governmental grantees 

should be accrual, there could be a few exceptions, but those should 
be extremely rare.  If you don't know what accounting basis you have, 
ask your CFO; Non-profit and corporate grantees need to check with 
their accounting department to determine their basis 

o	 Box 8 – Project/Grant Period 
 From: is the date of the beginning of the project period on the 

grant agreement 
 To: is the ending date of the project period on the grant 

agreement or subsequent grant amendments 
o Box 9 – Reporting Period End should be one of the following: 

 First Quarter 12/31 
 Second Quarter 3/31 
 Third Quarter 6/30 
 Fourth Quarter 9/30 

 Now we will go on to the other sections, which are a little less straight 
forward. 



      
 

   
     

    
   

         
         

 

 
  
  
  

 
 

   
  

  
  
 

 
 

    

Slide 27 Section 10: Transactions 

 Line 10 (a) Cash Receipts 
o Payments RECEIVED by the grantee from FMCSA for the grant
 

 Line 10 (b) Cash Disbursements
 
o Grant expenditures
 

 Line 10 (c) Cash on Hand - equals Line 10 (a) minus Line 10 (b)
 
o Amount on Line 10 (c) should be negative or zero 

Instructor notes: 
 Section 10:  Transactions, the first segment of which is Federal cash. 
 Federal cash is: 
 Cash Receipts – which is the cumulative amount of funds PAID by FMCSA 

and RECEIVED by the grantee to date as of the end of the reporting 
period. If an invoice is submitted at the same time as this report, this 
amount will not match the invoice, because the invoice represents what 
amount has been invoiced, versus what has been paid within the reporting 
period. 

 Cash Disbursements – is the cumulative amount invoiced to FMCSA.  This 
should only be for the costs charged to the grant funds, not match.  
Remember Sections 10 a-c only refer to the federal part of the grant.   

 Then Cash on Hand – is the cash receipts minus the cash disbursements.  
 The Cash on Hand (Line c) should be zero if you have invoiced for all of 

your expenses.  Or negative if you have items for which you have not 
invoiced yet.  

 If Line 10 (c) is positive then there is problem, make sure all disbursements 
are included (have you been paid for everything you should have been 
paid for?) and that there are no duplicate receipts anywhere. 



     
 

  

           
 

       

         
           

 
 

  

   
 

  
 

  

 

  

 

 

 

 
  

 

  
   

  
  

 

Slide 28 Section 10: Transactions Continued 

Federal Expenditures: 

	 Total Federal Funds Authorized - Line 10 (d) – total amount of FMCSA award (federal 
funds) 

	 Federal Share of Expenditures - Line 10 (e) equals Line 10 (b) 

	 Federal Share of Un-liquidated Obligations/Undelivered order (UDO) – Line 10(f) 
o	 Equals Line 10 (c) plus any unpaid obligations (incurred costs not yet billed) 

Instructor notes: 
 The next portion of Section 10:  Transactions, is Federal Expenditures.    
 Line 10 (d) - Total Federal Funds authorized is the amount of your federal 

grant award from the most recent NGA 
 Line 10 (e) – Federal Share of Expenditures - is equal to Line 10 (b) and 

then 
 Line 10 (f) - Federal Share of Un-liquidated Obligations – is the amount that 

the grantee has obligated to a sub-grantee or vendor but has not yet 
billed/paid by FMCSA.  This could be unpaid POs, outstanding contracts 
with sub-grantees that obligate a certain base payment.     

o	 Unliquidated obligations on a cash basis are obligations incurred, but 
not yet paid. On an accrual basis, they are obligations incurred, but 
for which an expenditure has not yet been recorded. 

o	 Remember this is the Federal portion (not match) of the unliquidated 
obligations. Those obligations include direct and indirect expenses 
incurred but not yet paid or charged to the award, including amounts 
due to subrecipients and contractors. 

o	 On your final FFR, this line should be zero unless there are 
extenuating circumstances for which FMCSA has made an exception.  

o	 This line is sort of a heads up to FMCSA, if the grant were to end 
today or funding stopped today, how much would the federal 
government owe its grantees.  That is what this line is trying to 
capture. 

	 Do not include any amount in Line 10f that has been reported in Line 10e. 
Do not include any amount in Line 10f for a future commitment of funds 
(such as a long-term contract) for which an obligation or expense has not 
been incurred.  This line is really exclusively for those commitments for 
which the federal government is really on the hook. 



      
 

   

             
     

       
 

 
 

 

  

 

   

 

  

  

  

  

  

  

 
  

Slide 29 Section 10: Transactions Continued 

Federal Unobligated Balances: 
 Total Federal Share – Line 10(g) - The sum of federal share of expenditure – Line 10(e) 
and the federal share of UDO - Line 10(f) 

 Unobligated Federal Balance – Line 10(h) equals Line 10(d) minus 10(g) 

Instructor notes: 
	 Alright moving on to the Federal Unobligated Balances portion of Section 

10 
	 Line 10(g)Total Federal Share – is the combination of the Federal Share 

of Expenditures and the Federal Share of Unliquidated Obligations (Lines 
10 (e) and 10 (f) 

	 The Unobligated Balance of Federal Funds – Line 10 (h) - is the Total 
Federal Funds authorized minus the Total Federal Share (10 (d) minus 
10 (g) 

o	 This amount should be positive or zero 
o	 If it is not, then check the following items: 

 Is the Indirect cost rate is correct? 
 Was the Indirect cost amount correct and not duplicated? 
 Are there Duplicated expenses? 
 Are Expenses showing in both billed and unbilled? 



     
 

 

      
        

      
          

         

 
 

 
 

 

 
  

 
 

 
  

 
 

 
  

 
 
  

Slide 30 Section 10: Transactions Continued 

Recipient Share: 

	 Total Recipient Share - Line 10 (i) 
o The Grantees agreed upon match per grant agreement
 

 Recipient Share of Expenditures Line 10 (j)
 
o Total expenditures multiplied by the match percentage - Line 10 (i)
 

 Remaining Recipient Share – Line 10 (k) equals Line 10 (i) minus Line 10 (j)
 

Instructor notes: 
	 OK, we are getting to the end of Section 10, we are now in the Recipient 

Share portion of the form.  
	 Overall the Recipient Share section records, the cost share or match 

amount pledged in total, the amount "expended or credited to date" and 
the amount remaining as obligated to the grant. 

	 The Total Recipient Share - Line 10 (i) – is the portion of total project 
costs the grantee agreed to pay per the grant agreement 

	 Line 10(j) is the Recipient Share of Expenditures – this is the total 

expenditures multiplied by the grantee share stated in the grant 

agreement.  For instance total expenditures multiplied by 20%.  


	 The Remaining Recipient Share - Line 10 (k) - The remaining recipient 
share is the total recipient share required minus recipient share of 
expenditures (Line 10 (i) minus 10(j)) 

 If this amount is negative, check the same items that you checked for the 
Federal Unobligated Balances section. 

 Remember that the Recipient Share section is about match, not MOE. 
No MOE should be shown on the SF-425. 



     
 

 

      
        
      

  

           

 
 

 

  

   

  
 

 

  

Slide 31 Section 10: Transactions Continued 

Program Income: 

 Total Federal Program Income – Line 10 (l) 
o Income generated by grant activities (such a system user fee) 
o Deductive Alternative – Line 10 (m) - deducts the amount of program revenue 

from the total program expenditures 

 Unexpended Program Income – Line 10 (o) equals Line 10 (l) minus Line 10 (m) 

Instructor notes: 
 A majority of FMCSA grantees do not have Program Income, so this 

section will often zero.  But there may be a few instances in which there 
will be program income if you sell videos or t-shirts or collect fees.    

 In this case then all FMCSA grantees should use Line 10 (m) the 
deductive alternative and then skip line 10 (n) and go straight to Line 10 
(o) - Unexpended Program Income - Line 10 (o) is line 10 (m) subtracted 
from line 10 (l). 



      
 

           
            

  
           

  
        
        

 

 
 

   
 

 
 

 

 
  

 
 

 
 

  
 

 

 
 

 
 
  

Slide 32 Section 11: Indirect Costs 

 Line 11 (a) (b) (c) - Based on the grantees Indirect Cost Rate Agreement (IDCA) 
 Line 11 (d) should be the accumulated costs for that quarter per the base definition in 

the IDCA 
 Line 11 (e) the amount charged is the Base (Line 11 d) multiplied by the Indirect Cost 

Rate in Line 11 (b) 
 Line 11 (f) Federal Share (percentage) = Line 11 (e) multiplied by the federal share 
 Line 11 (g) Totals – Lines 11 (d), (e) and (f) 

Instructor notes: 
 We are getting close to the end of the form instruction and we have made 

it through the more challenging part – Section 10. 
 Now onto Section 11:  Indirect Costs.  The indirect cost section is where 

you put the percentage, base and rate - Line 11 boxes (a), (b), and (c) 
based on the grantee’s certification from their cognizant agency.  These 
three lines should be taken directly off your Indirect Cost Rate 
Agreement.  

 Box 11 (d) should be the accumulated costs for the base for that period 
(using the base defined on your Indirect Cost Rate Agreement.  So for 
instance, if the base is Salaries and Wages, then this would be the 
amount of salaries and wages charged during this period or quarter.  

 Line 11 (e) is the base amount multiplied by the rate – or the Salaries and 
Wages for that period multiplied by 15% or whatever the IDCA rate 
states. 

 Line (f) federal share is 11 (e) multiplied by the federal share stipulated in 
the grant agreement, such as 80% for MCSAP, 100% or 50%.  

 Line 11 (g ) is just the totals for Lines 11 (d), (e) and (f) 
 Since the reports are based around the Federal Fiscal Year, but States 

and Locals often have different fiscal years, in the last quarter of the 
State Fiscal Year you may need to use two lines for indirect costs when 
there are different rates from one FY to the next, since there is a 
cumulative element to the SF-425.  The different FY rates won't effect a 
specific quarter (or rarely), but will impact the cumulative results for 
indirect costs  

 If you don't bill indirect costs Section 11 will be "0" and if the indirect 
costs are part of the match and no reimbursement is requested this 
section will also be "0". 



  
 

       

         
 

 

 
  
  

 
 

  
  

  
 

 

  

Sections 12/13 – Remarks/Certification 

 Section 12 – Remarks – Explanation if necessary 

 Section 13- Signed and certified by grantee's authorizing official designated to sign 
quarterly reports 

Instructor notes: 
 For the final sections, they are self explanatory.  
 Section 12 is a Remarks section in case you need to document 

comments or explain anomalies 
 Section 13 is where you sign and certify that the report is accurate.  This 

should be signed by someone within the organization with the authority to 
certify reports. 

 Now you are done with the form, lets move onto a few tips regarding the 
SF-425. 



     

 

        

        

       

     

      
        

 

 
  

  
  

 

 
 

  

 
   

 
   

  
 

  
  

 
 

 
 

 
 

 

  

Slide 34 Federal Financial Reports (SF-425) Tips 

Key considerations: 

 Is the rate of expenditure appropriate based on the project plan? 

 Are there costs that weren't on the original budget? 

 Are you using the correct indirect cost rate? 

 Do the costs correlate to the vouchers? 

 Have I completed the report fully to include signature? 
It is very important to submit reports on time 

Instructor notes: 
	 The FMCSA Grant Manager will review your SF-425's to determine if you 

are expending funds in accordance with the project.  They will: 
o	 Look for excessive over- or under-expenditures 

 So for instance if you have expended 75% of your funds, but 
have only achieved 25% of your project goals or milestones 
– why is that?.  

 Likewise, if you have expended only 25% of your funds, but 
it is nearly year end and you have achieved almost all of 
their milestones and goals – why is that?  What isn't 
matching up? 

o	 Validate whether or not cost sharing is evenly distributed.  They 
should see an even distribution each quarter (or close to it) 

o	 Review Direct and Indirect Costs – 
 Are the Indirect costs reflective of the right base and rate? 
 If you are in the second year of a grant with a two year 

expenditure allowance have you used each years' correct 
indirect cost rate, since there is likely different rates by year? 

 They will make sure that it is the most current and accepted 
rate. 

o	 Look for timely submission of the report -- 30 days after the end of 
the quarter.  

	 You can look through the bullets on the slide and use them as a handy 
checklist when doing a quality control check on your FFR prior to 
submission. 



   
 
 

 
 

 
 

 
  

Slide 35 Invoice/Voucher Submissions 

Instructor notes: 
Just as quarterly reports are a regular mandatory reporting requirement for all 
grantees, so is the submission of timely and accurate vouchers or 
reimbursement invoices. 



  
 

       
             

 
         
         

    
 

 
 

 
  

 

 
 

  
      

 

 
 

 
  

 

  
 

  

Slide 36 Budget Requirements 

 Invoices/Vouchers will be compared against the current approved budget (the original 
budget included on the NGA or an updated budget as result of an amendment to the 
NGA) 

 The budget should be organized according to the SF-424 budget categories 
 Grantees must update the budget submitted at original application to match the 

amount of grant award 

Instructor notes: 
 We are going to now move more toward the end of Chapter 6 in the 

grantee manual to Section 6.8.  Also you may want to find the SF-270 
form in Appendix K, page 144, so that you can follow along on the form.  

 Vouchers can also be referred to as invoices or reimbursement requests, 
so consider all three references the same, but for the training we will use 
the term voucher. 

 FMCSA will monitor vouchers against the current approved budget as 
approved in the original grant award or subsequent amendments, as 
appropriate. When amendments occur they may change the original 
grant budget, but any officially amended budget then becomes the 
current approved budget against which you will be monitored. 

 As a result grantees should update their budgets to match to the final 
award amount and agreed upon activities and provide a copy to FMCSA. 
If you are not following your most current FMCSA approved budget, then 
you need to speak immediately to your Grant Manager, so that you can 
amend the budget on file with FMCSA and make sure that both you and 
FMCSA are working off the same grant budget.  

 When reviewing vouchers FMCSA will use this budget to determine 
whether costs for reimbursement are allowed because only those costs in 
the current approved budget will be considered allowable.  

 Costs not included in the budget approved by FMCSA in the grant award, 
(which is not necessarily the budget submitted at application), will not be 
reimbursed unless there was prior approval for that cost. 



  
 
 

 
  

 
 

 

 
 

 
 

 
 

 
  

 
 

 
 

 
   

 

  
    

 
  

     
 

  

Slide 37 Budget Tracking 

Instructor notes: 
	 We recommend that grantees track their budget in manner similar to, or 

the same as this sample budget tracking spreadsheet.  
	 The Division may request budget updates based on this or similar 

templates.  This will not only keep both you and FMCSA on the same 
page but will expedite the processing and approval of your vouchers and 
make it easier to document your expenses. 

	 In addition, FMCSA has developed a slightly more detailed support 
documentation spreadsheet, which they recommend that you submit with 
your voucher. You may get a copy of this spreadsheet from your local 
FMCSA Grant Manager. 

	 You do not have to submit the FMCSA support documentation 
spreadsheet with your voucher, however you have to submit some form 
of spreadsheet which maps your expenses to the object class categories 
as well as to the original grant budget and the currently approved grant 
budget. 

	 If there are any budget adjustments of any kind you should provide 
sufficient documentation with your voucher to explain and justify the 
change. 

	 FMCSA requires sufficient documentation to approve vouchers, so if you 
have exceeded a budget category, or purchased something that wasn't 
on the current approved budget or moved funds from one budget 
category to another, we will want to know what and why and if there was 
any impact on the purpose of the grant or delivery of services. 

	 In addition, use of a budget tracker and support documentation 
spreadsheet will enable you and FMCSA to easily determine when there 
is a change of more than 10%, as well as identify unexpected budget 
activity – which may generate additional inquiry or monitoring or 
documentation    

	 Remember that if you go over the 10% without notification or make an 
unallowable purchase we may deny your claim and in instances where 
the reimbursement has already occurred may require a return of funds. 



  
 

    

      

        

     

     
 

 
 

   
  

 

 
  

 
  

 
 

 
 

 
 

 
 

 
 

  
  

  

 
 

  

Slide 38 vouchers/Reimbursement Requests 

 Must use the SF-270 

 Complete the SF-270 on-line in iSupplier
 
 Attach supporting documents to the iSupplier submission
 
 Use the FMCSA Supporting Documentation Template for expedited processing
 
 Submit at a minimum quarterly
 

Instructor notes: 
	 FMCSA will be tracking the SF-270s to the budget, as approved and by 

cost category. 
	 Quarterly voucher submissions are the minimum, but FMCSA Grant 

Managers can request monthly vouchers if they desire and/or have a 
reason for this request (could be due to high risk, or past performance, or 
volume of expenditures, etc.) 

o	 If you are not currently submitting at a minimum quarterly 
vouchers, you are in violation of the Grant Award Terms and 
Conditions, which have contained this provision since at least 
FY10 and FMCSA is now more strenuously adhering to this 
requirement.  

	 FMCSA has now moved from the former FAA/ESC emailed voucher 
process, using a system called Markview, to on-line submission through 
the new FMCSA Financing System – iSupplier. 

	 The FMCSA Grant Manager has 20 days in which to approve or reject 
the voucher in iSupplier 

	 We will go over iSupplier briefly in subsequent slides, but there was 
separate training provided for iSupplier and contact your Grant Manager 
for more iSupplier training information.  

	 Grantees can send a "preview copy" to the FMCSA Grant Manager to 
respond to questions and head off any potential questions, but FMCSA 
will not completely review a "preliminary invoice" outside of iSupplier and 
definitely cannot submit the voucher on behalf of the grantee. 

	 In fact, FMCSA is trying to move away from this "preliminary voucher" 
approach and it should only be used by new grantees or those that are 
having vouchering problems and/or at the specific direction of the 
FMCSA Grant Manager. 



  
 

         

            
 

 

 
 

 
  

  

 
 

 
  

   
 

 
 

 
 

 

 
  

 

Slide 39 Vouchers/Reimbursement Requests 

 Costs not included in the current approved budget require prior approval 

 Cost changes of more than 10% within the current approved budget require an 
amendment 

Instructor notes: 
 Items listed in the initially approved budget are considered approved and 

you may request reimbursement for those expenses. 
 However, a budget revision amendment is needed when making any 

revision to the approved project budget that: (1) would require any 
transfer of funds between object class budget categories that result in a 
greater than 10 percent deviation of the total current approved budget; 
(2) involve expenditures for items or services not approved in the scope 
of the original project plan; (3) require additional funding.  

	 If the grantee requests a cost that is not included in the original (or 
current, if amendments have been previously approved) approved 
budget, such as the addition of an equipment purchase when none was 
originally planned, the grantee must request the change in writing and a 
formal amendment must be approved before incurring the cost, in 
general this practice should be avoided if possible, but can be allowed on 
an exception basis. 

	 Although changes within line items or across line items at 10% or under 
the total budget amount do not require a formal amendment or written 
approval from FMCSA, you should notify the Grant Manager so that the 
he/she has an opportunity to determine whether or not it is an allowable 
cost and/or has scope implications prior to incurring the expense. This is 
also reviewed further in the Amendment Module. 

	 So for instance if the total federal grant award value is $500,000 and you 
want to move $20,000 from commissioned officers to non-commissioned 
officers this is within a line item and is under 10% therefore it is allowable 
without FMCSA approval as long as there is no scope change.  However, 
if you want to move $20,000 from Personnel to Equipment to purchase a 
car and there was no car included in the current approved budget, even 
though this is under 10% because the equipment was never planned in 
the current approved budget it will need FMCSA approval.  

	 Just to be clear, the 10% of budget criteria applies to the total grant 
budget not on a transaction basis; i.e.,: it can be made in one change or 
several smaller changes, which add up to a total budget change of 10% 
of the total grant budget and over the life of the grant. 

	 The Grantee should maintain budget files that show the original budget 
and any subsequent approved budget changes so that both the Grantee 
and the FMCSA Grant Manager as needed can determine whether the 
overall budget modifications have exceeded the 10 percent of total 
approved budget at any point in time during the grant period of 
performance. 



 

  
   

 

 
 

 
 

 
 

 

  

	 The budget narrative and detailed budget provided by the grantee at the 
time of application helps FMCSA determine whether a line item change 
represents a scope change and/or an unallowable cost. 

o	 For instance if you want a car or to use contractor staff that wasn't 
in the original (or current approved) budget, then you are advised 
to speak with your Grant Manager so that they can help make that 
determination. (as long as it is under the 10%) 

o	 This helps FMCSA determine whether it is allowable before you 
have made the purchase and will need to seek reimbursement for 
an unallowable purchase.  

	 We will cover the 10% budget change process in more detail in the next 
Module. 



  
 

        

       

      

       

        

 

 
  
  
  

 
 

 
 

 
 

 
 

  

Slide 40 iSupplier 

 A new DOT web-based grant payment system which replaced Markview 

 Implemented in the Summer of FY2012 

 Grantees now submit vouchers electronically directly to iSupplier 

 FMCSA Grant Managers will electronically  review and approve vouchers in iSupplier 

 Web-based training for grantees was provided and is available 

Instructor notes: 
 FMCSA has moved from Markview to iSupplier this past summer (2012) 
 iSupplier is a DOT wide e-invoicing initiative 
 The process hasn't changed much, just a new system.  Now you fill out 

the SF-270 on-line instead of in paper and you submit your support 
documentation as an attachment to the on-line form.  

 Then the FMCSA Grant Manager goes directly into the system to review 
your SF-270 and documentation and approve or disapprove the voucher. 

 There should be fewer frustrations regarding email size and rejection and 
there is now more opportunity for more robust comments and feedback 
on any rejected vouchers.  

 You should have received training on iSupplier this summer and if you 
did not, then contact your FMCSA Grant Manager for more information. 



 

  
 

          
       

            
    

           
 

 
  

 
 

  
 

 

 
  
 

  
   

  

  

 
  

   
   

   
    

 
 

 

 
  

  
 

  
  

  
 

 

Slide 41 SF-270 

	 Federal Grant Identifier – Box 4 – PO number or grant agreement number 
o Must match exactly to a current grant agreement 

 Recipient – Boxes 6, 7, 9 & 10 - FMCSA cannot pay a party unless on the original grant 
agreement – Must match
 

 Period Covered by Request – Box 8 – Must be within the POP
 

Instructor notes: 
 Alright, now that we have given you some of the general overview 

regarding the voucher process and system in general, lets drill down into 
the SF-270 form in and of itself.  

 Box 1 should always be checked as "reimbursement" and is either 
"partial", for all quarterly or monthly invoices, and "final" for the last one.  

 Box 2 should be checked "accrual" unless your agency uses cash 
accounting (which is not the norm for most grantees and certainly most, if 
not, all state grantees) 

 Box 3 is "DOT-FMCSA" 
 Box 4 is the PO number.  Incorrect PO numbers is the number 1 reason 

why payments are delayed. Starting in FY 12 the PO numbers are 
found in Box 4 of the NGA and they have dashes in them. It is critical 
for the dashes to be included when putting the PO number on the SF-270 
in order for correct processing. Example: FM-MCG-0107-12-01-00.  FM 
is FMCSA. MCG is the GS code for MCSAP Basic. 0107 is the number 
assigned to the grant by GS (assigned in order of processing). 12 is 
FY2012.  The PO numbers were in Box 16 and or 23 of the FY11 NGA's, 
but they are now in Box 4 from here on out.  

 Box 5 is just the voucher number.  Try to keep these in correct 
consecutive order so that the records are accurate and easier to follow. 

 Boxes, 6, 7, 9 & 10 must match the grant agreement completely , in 
terms of the grant recipient information.  If it does not, then FMCSA must 
reject the voucher.  

o	 It is important to use the correct recipient - Sometimes the agency 
that originally signed the grant agreement is no longer responsible 
for the grant work.  When this happens: 
 An amendment must be done to change the grant recipient 

name and information and the amendment should be signed 
by both the old and new grantee 

 A new ACH forms must be submitted 
o	 FMCSA cannot pay a new responsible party until both these 

actions take place 
	 Box 8 is the period for which the grantee is requesting reimbursement. 

Usually this is the quarter, such as January 1-March 31, etc. 
o	 FMCSA will check:  

 Whether the period falls within the performance period of the 
grant? 



 
 

    

 
   

  
 

  

 Do the expenses being billed fall within the reimbursable 
period? 

 Is this a “catch-up voucher” – if it is a "catch-up" voucher (a 
voucher that bills for expenses from a prior period that were 
left off the bill for that period) it should be labeled as such 
and not co-mingled with the next month or quarter's costs. 

 That the expenses are not duplicated on another bill. 



   
 

        

           
       

       

            
   

 

 
  

 
 

 
 

 

 
 

   
 

 

 
  

 
  

Slide 42 SF-270, Continued 

 Computation of Amount of Reimbursements – Box 11
 
 Total Program Outlays - Line 11(a) – the total amount of project cost incurred
 

cumulatively to the end date in Box 8 

 Program Income – Line 11 (b) – deduct any revenue from grant activities 

 Non-Federal Share – Line 11(f) – Total Program Outlays (Line 11a) multiplied by the 
grantee's share (i.e., 20%, 0% or 50%) 

Instructor notes: 
 Box 11 is were you will compute the Amount your want to be reimbursed.  

You should only use column (a) 
 Box 11 (a) - Total Program Outlays consists of the total amount the 

project cost incurred up to the end of the period of performance noted. 
(this is federal and non-federal) 

 Program income or Line 11(b) is any income generated by grant activities 
(such as sale of videos or t-shirts) or refunds and rebates related to 
purchases made with grant funds and this should be subtracted on this 
line. It is unlikely that you will complete 11(b) very often, but when 
Program Income does occur it should be subtracted here.  

 Line 11 (d), which is Advances is not used by FMCSA.  
 Line 11 (f) is the Non-federal share or the grantee’s share of project 

outlays and should be the total project outlays multiplied by the grantee’s 
share agreed to in the grant amendment.  This should be shown evenly 
on every invoice  -- not all saved up for the last invoice.  For example: if 
the total project outlays for that period is  $100,000 then the non-federal 
share on the invoice should be $20,000, if it is for a program with a 20% 
match. 

 If the program has no match requirement this will be $0. 



 

   
 

        

             
   

         
  

 

 
 

 
 

 
 

  

 
    
 

 
 

  

Slide 43 SF-270, Continued 

 Computation of Amount of Reimbursements, Cont. – Box 11 

 Federal Share – Line 11 (g) – Total Program Outlays (Line 11a) multiplied by the federal 
share (i.e., 80%, 100% or 50%) 

 Previous Federal Payments – Line 11 (h) – is the total of all payments requested to 
date from FMCSA 

Instructor notes: 
	 Line (g) is the Federal Share of Project Outlays which is the Total Project 

Outlays multiplied by the federal share agreed to in the grant agreement.  
So for instance if the total project outlays are $100,000 and it is an 80/20 
program, then the Federal Share will be $80,000. 

	 The amount of the payments previously requested is on Line 11 h.  The 
total of all previous vouchers.   

	 Line 11(i) is the amount of federal payment requested in this voucher 
which is the total federal share less the amount previously requested 
(Line 11g minus 11h) 

	 FMCSA grantees shouldn't use Lines 11j or any of Box 12.  
	 And be sure in Line 13 that it is signed and certified by the authorizing 

official in your organization who is designated to sign and submit 
invoices. 



   
 

         

          
      

       
    

     
    

  

 
 

 
 

 
 

 

 

 
 

 
 

 
  

  
  

  
 

    
  

  
  

 
  

 

 

Slide 44 Voucher Documentation 

 Vouchers must include sufficient documentation and records to back up expenses 

 Must include a spreadsheet that shows expenses aligned to the original budget and 
the current approved budget by budget category 

 The FMCSA Grant Manager may request and grantees must be able to produce 
immediately upon request any of the following: 

o	 Hours by person with labor rates noted, or print-outs from timekeeping 
system, copies of timesheets as needed 

o	 Contractor or sub-grantee receipts or records 

Instructor notes: 
	 When the Grant Manager approves a voucher they are certifying that 

everything on the voucher is correct and allowable, and they are taking 
on the "burden of proof" at that point.  As a result FMCSA is requiring 
more due diligence on voucher back up and documentation then was 
previously the case in some places.  

	 FMCSA has developed a recommended spreadsheet for all voucher 
submissions that helps break down the expenditures by budget category 
and we recommend that you use this spreadsheet, however if you prefer 
to use your own spreadsheet you may do so, as long as it contains the 
necessary information, aligned to the SF-424a budget categories and the 
original and current approved budgets.  

	 Your FMCSA Grant Manager can provide you with a copy of the 

recommended spreadsheet and instructions.  


	 Also, over the course of the year, your FMCSA Grant Manager will be 
auditing vouchers on a periodic basis to verify that the support 
documents are on file and are readily available at any time.  The testing 
patterns are at the discretion of the FMCSA Grant Manager, although 
there are minimum testing/sampling requirements, however those can be 
increased as needed.  

	 Although the timesheets are not necessarily required with each invoice, 
the Grant Manager may request them at any time, particularly to validate 
unique or unusual personnel or hours listed, such as for overtime, etc. 

	 As noted on the slide, FMCSA Grant Managers may request or test on-
site at the grantee any of the following bullets on this slide and the next, 
but these do not necessarily have to be submitted with the voucher 
unless specifically requested by your FMCSA Grant Manager. 

o	 So for instance, timesheets are at the discretion of the Grant 
Manager, who may not find that necessary based on their existing 
knowledge of labor hours by staff member and the general tasks of 
that staff member.  Although they may request a spreadsheet with 
staff and hours, it is at their discretion.  

o	 Validation of your work on the specific program may be based 
upon the program results and/or observation or other means 
deemed appropriate by the Grant Manager 



 
 

  
 
  

 
 

 

  

o	 Timesheets however, will most likely be reviewed on any audit or 
voucher testing. 

o	 Likewise, with contractor or sub-grantee receipts and records. 
They are not necessarily required at time of invoice, although if it is 
a new sub-grantee or contractor, they may be requested at the 
outset. But these records will definitely be reviewed in most 
voucher testing or auditing. 



   
 

         
     
     

    
      
         

  
     
    

 
 

 
 

  
   

 
 

 
  

  
  

 
 

 
 

 
 

 

  
 

 
 

 
  

Slide 45 Voucher Documentation, Cont 

	 The Grant Manager may request and grantees must be able to produce immediately 
upon request any of the following: 

o	 Signed travel report summary  by employee showing, expenses by category, 
hotel, air, ground transportation, per diem, etc. 

o	 Travel receipts for a direct reimbursement travel policy, or as requested 
o	 Documentation of the travel policy (federal or otherwise – this would be a one-

time submission) 
o	 Receipts for equipment purchases over $5,000 
o	 Receipts or records from "Other" expenses 

Instructor notes: 
 Travel receipts are only required for non-per diem travel, unless the 

grantee travel policy is direct reimbursement.  
 If it is per diem, then an accounting of the travel based upon a travel 

report summary will suffice in most cases. 
o	 Receipts (for travel) will be sampled/reviewed when on-site as a 

further validation if they were not provided with the voucher in the 
case of per diem travel. 

o	 Again, FMCSA may periodically request travel backup as part of 
the voucher, just to review that basic travel procedures are being 
followed, but are not likely to always require their submission. 

o	 Travel back up will however be part of any voucher testing 
protocol.  

	 Equipment is defined at the federal level at $5,000 value per unit or more 
or the state definition, if different.  Receipts for "equipment" must be 
available for review at any time and FMCSA may require their submission 
with the voucher for larger equipment items or even every equipment 
purchase, at their discretion.  

	 As you may note, the only firm required support documentation that must 
be included with every voucher is a spreadsheet which maps the 
expenses to the budget categories, however, your FMCSA Grant 
Manager has the discretion to ask for any and all support documentation 
with a voucher and may do so.  

	 Likewise, all grantees vouchers will be tested and audited to some 
degree throughout the year to validate expenses incurred and 
reimbursements rendered.  The sampling of vouchers and all necessary 
support documentation can be required by request at anytime. 



    
 

   

        

     

   

      

 
 

    

 
 

    
  

 

 
 

 
 

 
 

 
 

  
 

 

  

Slide 46 Common Voucher Problems 

 Costs weren't actually incurred
 
 Costs were incurred for purposes other than intended (out of scope)
 
 Costs incurred outside the grant period
 
 Not adequately documented
 
 Not in the approved budget
 

Instructor notes: 
 To finish up, here are some tips for why vouchers may be rejected, so 

avoiding these circumstances will help secure voucher approval and 
timely payment.  

 Generally speaking, if the voucher costs are in line with the current 
approved budget, they are considered allowable.   However, 
disallowance of funds can happen at the voucher level or following the 
final audit depending upon the findings.  That could mean FMCSA has to 
reclaim the cost, but the hope is that will not occur very often. 

 Disallowance hopefully shouldn't happen often, but occurs most 
frequently when the grantee purchases something that wasn't originally in 
the budget without obtaining prior approval – it could be an allowable cost 
and within scope, but without that prior approval it is much less likely to 
be reimbursed and that is a risk you take if you don't get that approval 
upfront – FMCSA is not obligated to reimburse for a cost that is now 
allowable.  

 FMCSA Grant Managers may disallow, one specific item on a voucher or 
the entire voucher at large. 

 Ensure all expenses take place during the period of performance for the 
grant 

 Assure that the amount on your supporting documentation matches the 
amount being requested on the SF-270 

 Grant Managers may disallow, one specific item on a voucher or the 
entire voucher at large. 



     
 

       

      

          

   

  

 
 

    
  

  
  
   
 

 
 

 
  

 
 

 
 

 
  

  
 

 

 
    

  
 

 
   

 
  
 

 
 

 
  

Slide 47 Common Voucher Problems, Cont. 

 In correct indirect cost rate used, or wrong base
 
 Not properly matched by local funds, if required
 
 Change in grantee conducting the work and name and EIN no longer match
 
 Incorrect PO used
 
 Mathematical error
 

Instructor notes: 
	 FMCSA is going to look for the following: 

o	 Costs that are allowable, reasonable and necessary, and allocable 
 Did you buy a car that wasn't on the original budget? 
 Are there labor hours that weren't part of the original budget? 
 Are there contractor costs not on the budget? 
 Expenses are reasonable given the nature of the project – 

no inspection equipment if no inspections. 
 Capital expenses are reasonable, based upon the market 

value; 
 Travel meets the federal travel standards; and 

o	 To see if the costs make sense given the work accomplished that 
quarter?  
 So for instance if you have accomplished 1000 inspections, 

but have very few labor hours for inspectors, FMCSA may 
question that situation 

 Or conversely you have a lot of inspector hours and very few 
inspections accomplished. 

o	 Cost Sharing – FMSCA will validate whether or not cost sharing is 
evenly distributed across the grant on each voucher - in 
accordance with the distribution laid out in the application/budget if 
that applies or distributed in a manner appropriate to the costs – 
Make sure you allocate match as you do. 

	 We will review your indirect costs to make sure they reflect the right base 
and rate. If you are in the second year of a grant that has a two year 
expenditure allowance remember you may need to use a different in-
direct cost rate than used in the first year.  Make sure that it is the most 
current and accepted rate.  

 And be sure to get the PO number correct with the dashes 
 This isn't an all-inclusive list, but a helpful cross check list as you review 

your own voucher prior to submission. 



     
 
 

 
 

 
  

Slide 48 Wrap-Up and Knowledge Check 

Instructor notes: 
(Transition slide) 



  
 

        
          

   
   
  
  
    

 

 
  

 
 

  
  
 

 
  
 

 
  

 
  

 
  

Slide 49 Summary 

	 Now that you have completed this module, you should be able to: 
o Explain the key elements of the following tasks in the post-award process 

 Establish Grant Files 
 External Reporting 
 Quarterly Performance Progress Reports (PPR) 
 Quarterly Financial Reports (FFR/SF-425) 
 Vouchers/Invoice Reimbursement (SF-270) 

Instructor notes: 
	 Now that you have completed this section, you should understand: 

o	 Some of the key quarterly reporting requirements in the post-award 
grant process to include: 
 Your record retention requirements and timing 
 Your obligations under FFATA 
 FMCSA expectations regarding quarterly report submission 

and the content of the PPRs and FFRs 
 How to complete an SF-425 (FFR) 
 The basic requirements around submission of vouchers and 

the supporting documentation; and, 
 How to complete an SF-270 

	 Attached at this link is a Knowledge Check, feel free to take this “quiz” 
and then check your answers to determine how well you understood and 
synthesized this information.  The answers can then be found at the link 
listed at the bottom of the slide. 



    

   

    

Slide 50 Check Your Knowledge 

 Module 6 Knowledge Check 

 Module 6 Knowledge Check Answers 

http://www.fmcsa.dot.gov/documents/grants/GMM-Module-6-Knowledge-Check.pdf
http://www.fmcsa.dot.gov/documents/grants/GMM-Module-6-Knowledge-Check-Answers.pdf



