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A. Policy

The Board of Supervisors (Board) has ordered that a regular and comprehensive report listing all
grants involving County departments (Departments) be placed on the Board meeting agenda for
approval. Per Board directive, this policy serves as the procedure and protocol that is to be followed
by the Board, Departments, and County Executive Office-Legislative Affairs (CEO-LA) during the
submittal and approval of all grant applications and awards.

As set forth herein, the Board must approve receipt of pre-authorized or reoccurring grants, grant

awards over $50,000, and all grant applications prior to submittal to the Grantor. Grant awards

under $50,000 shall be approved by the County Executive Officer (CEQ) or designee{CEQ}—
Generally-speaking-thevehiele. The process to seek Board approval of beth-grant applications and
aceeptaneegrant awards is through the Grants Report, which is prepared and placed on the Board

agenda by CEO-LA. The Grants Report also

serves-to-inferminforms the County’s Sacramento and Washington, D.C-., advocates of County grant activities
involving state and federal agencies.

B. Purpose

This policy is intended to provide direction to Departments when submitting grant applications
and/er awards via the Grants Report for consideration and approval by the Board.

C. Authority

All grant eForms prepared for inclusion in the Grants Report wilshall be reviewed for
compliance with Grant and ASR policies by CEO-LA prior to submission to the Board for final
approval. CEO-LA hasthe-autherity is authorized to request changes or additional information
prior—to—submission—te_before agendizing the item in the Beard-Grants Report. It is the
Department’s responsibility to be aware of and comply with all submission deadlines to the
appropriating agency, and work with CEO-LA to provide all information requested in a timely
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manner. CEO-LA will not be responsible for any delays caused as a result of incomplete or
incorrect information provided by the Department, which may result in missing a grant
application or award deadline.

All grant awards upless than or equal to $50,000 shall be approved by the CEO or designee. The
Board shall approve all grant applications prior to submittal to the Grantor, grant awards greater
than $50,000, as well as all “retroactive” ardfor “ratify” grant items, regardless of their amount.

D. Scope

Departments submitting grant items using the Grants Report for Board and CEO-LA consideration
and approval wilishall adhere to this policy.

E. Responsibilities

There are three entities responsible for the preparation and filing of the Grants Report: (i)
Department Grant Coordinators, (ii) Department Head or designee and (iii) CEO-LA.

F. Definitions

Term Definition

Approve Formal Board action to consent to the submission of a grant application on behalf of the
County and/or to accept a grant award/contract.

Agenda Staff Report Filing of ASR to be included on the Board meeting agenda. See OC Agenda Library, click

(ASR) Process here: https://ocgov.sharepoint.com/sites/intraCOB/OCAgendalibrary

CEO Notification Form An electronic form used by Departments to seek CEO approval of grant awards up to
$50,000.

CEO Memo A memo submitted along with the CEO Notification Form to the CEO for approval to

accept grant awards up to $50,000. The memo shall be written on the Department’s
letterhead and signed by the Department Head. The memo shall include details of the
grant and if awarded, how the funding will be implemented.

eForm An electronic form used-by-Departmentsto-seek-Board-approval-efsummarizing grant
application{slapplications and/or grant-awards thatissenatto- CEO-LAforinclusionincluded

in the Grants Report. The eForm contains information provided in the Record submitted
by the Department via OC Grants.

Grant Application A group of required forms and documents that contains specific program and project
information, budget details and all information required by the Grantor.

Grant Award The document that provides funds to a recipient to carry out an approved program or
project (based on an approved application or progress report).
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Term

Definition

Grant Record

The grant application and award information submitted on OC Grants. This includes
important details about the grant request and award, recommended actions and the use
of the funds.

Grantor

A state or federal department or agency, a for-profit organization, or a nonprofit
organization;-whieh that posts funding opportunities or manages the submission of
funding opportunities. The Grantor is responsible for monitoring compliance with funding

guidelines.

Grants Matrix

A cumulative, annual table of Bepartments a Department’s recurring grants-ferthe-purpese
effreldnz

sueh-grants. The matrix is submitted to CEO-LA for inclusion in the Grants Report- and
must be submitted to and approved by the Board annually.

Grants Report

The central method by which-straightferward,standard County grant applications, awards
and the County’s grants activities shall be processed and monitored. The Grants Report

shall be a standing item on the Board agenda to facilitate the submission of time-sensitive
grant applications or awards.

Grants Resources

The internal site used by CEO-LA to share grant deadlines, templates and other

SharePoint information with the County’s Grant Coordinators.

LetteroflntentOC Grants | Adeocumentmay-berequiredThe online platform used by the-GranterprierDepartments to
submission-efsubmit grant applicationapplications and awards for Board and CEO
approval.

“Ratify” Grant To-confirm-and-adeptA grant application eraward-submitted to the Grantor prier

tebefore obtaining Board approval or an award submitted to the Board more than 30
calendar days after the award notification due to circumstances ereated-by-the Granter
thatare-beyond the Ceunty’sDepartment’s control.

“Retroactive” Grant

A grant application eraward-submitted to thea Grantor priertebefore obtaining Board
approval or an award submitted to the Board more than 30 calendar days after award
notification due to circumstances within the Department’s control.

“Retroactive” or “Ratify”

Grant Memo

A memo submitted along with the eForm to the CEO for initial approval. The memo shall
be submitted on the Department’s letterhead and signed by the Department Head. The
memo shall include a detailed justification on why the grant did not receive prior Board
approval. Once approved by the CEQ, the “retroactive” or “ratify” grant memo and._
eForm will be included in the Grants Report for the Board’s approval.
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G. Procedure

General Guidelines

A

G.

The Board shall approve all grant applications prior to submittal to the Grantor, grant awards
greater than $50,000, and-all “retroactive” and “ratify” grant requests, and all grant requests
that require a resolution.

Grant awards upless than or equal to $50,000 shall be approved by the CEO or designee.

—Grant coordinators are
the primary point of contact with CEO-LA and are respon5|ble for reviewing and submitting all
grant items-te-CEQ-LA for inclusion on the Grants Report. CEO-LA will also contact Department
Grant Coordinators with relevant grant information, grant opportunities, errew-pregram-
pelicies:training sessions, or new program policies. Departments shall notify CEOQ-LA via email of
any change to their designated grant coordinator at the earliest opportunity.

Departments sustshall submit a complete Grant Record with all grantrequired information and
documents with necessary approvals to CEO-LA through OC Grants no later than 5 p.m. on
Tuesday, one week prior to the applicable Board meeting date in-erderto be included on the
Grants Report for said meeting.

CEO-LA-willshall provide confirmation to the Department’s Grants Coordinator within 24

hours of receipt to confirm inclusion of the grant item requested by each Department.

CEO-LA hasschedules a standing briefing with Board staff every Thursday,where-grantitems
are-presented- prior to a regular Board of Supervisors meeting the following week, to
preview the Grants Report and provide a brief summary of all application and award
requests from Departments. CEO-LA may request a Department representative te-attend

the week-l-y—legr&taie-ve-bﬂeﬁ-ng-sbr|ef|ng as needed to dlscuss the|r grant |tems
AYa) o

eFermrecommended-actionsAny Recommended Actions included in each record for Board
approval of grant applications and awards, and any delegation of authority to execute grant
documents or agreements provided therein, shall not conflict with, or otherwise supersede,
established County policies and procedures approved by the Board of Supervisors for the
procurement of geedgoods and services-, as stated in the County’s Procurement Policies and
Procedures. Any exceptlons te—sueh—peheres—mestshall be approved through ana separate
agenda item : ! and shall not
be included in the Grants Report pursuant to the Grants Policy.

Page 5 of 15



Attachment B

County of Orange

County Policy

Il. Grants Report

The Grants Report is used-te-seeka standing agenda item for all regular Board apprevat-ferbeth-grant
applieationsof Supervisors meetings and awards-allows the Board to approve all recommended actions
with one vote, similar to the Consent Calendar. Only those grant applications and awards that are-
included-in-the-Grants-Repertare-intended-to-befor straightforward, standard funding opportunities
from state and federal government agencies, as well as for-profit and nonprofit organizations, shall be
included.

All grant applications and awards that involve multiple agreements, multiple Board resolutions, or are
determined to be a unigue circumstance by CEO-LA sustshall be submitted as a stand-alone ASR; and
follow the standard ASR timeline. All grant applications and awards submitted as a stand-alone ASRs shall
also be uploaded to OC Grants.

CEO-LA shall have the final decisieren-authority to determine whether ernoeta grant item is eligible en-the
) nad by CEOLA

CEO-LA-willprepare-for inclusion on the Grants Report-prierte-the-Board-meetingbased-on.

CEO-LA shall prepare a draft Grants Report using the information submitted by each Department submits-through
the-eFermOC Grants. This draft is reviewed-bypresented to Board staff on the Thursday prior to a regular Board of
Supervisors meeting the following Beard-meeting-week. CEO-LA shall then file the draft Grants Report with the Clerk
of the Board. Once approved by the Board during its regular meeting, a final copy of the Grants Report wilishall be
sent to the Clerk of the Board and te-each-Bepartment's-Grant-Coordinateruploaded to the County’s SharePoint.

lll. Grant Application Approval Process
A. Procedure for Acceptance of Applications

The Board shall approve all grant applications prior to submittal to the Grantor, as~weHl-as-all

“retroactive;~” and “ratify” grant applications and all grant applications that require a Board
resolution.

i.  ia-erderTo be included in the Grants Report, the Department shall complete a Grant
Authorization eForm (eForm). eForms must be submitted to CEO-LA with all required
approvals via OC Grantsemai-te- no later than 5 p.m. on Tuesday, one week prior to
the applicable Board meeting date.

ii. If the grant application requires a resolution or agreement signed by the Chair, the
Department shall work with theirits assigned deputy county counsel to obtain
approval of the document. Approved resolutions or agreements must be submitted-
with-the-eForm-via-emai-te-attached to the record in OC Grants. Review and approval
of resolutions or agreements by the assigned deputy county counsel must be
completed before CEO-LA reviews the grant application and by the specified deadline
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a. TheresolutionResolutions

1. Resolutions shall include language authorizing the requesting Department to
apply for funding only with Board approval.

2. Resolutions shall be reviewed and approved by the Department’s assigned
deputy county counsel before submission to CEO-LA via OC Grants.

3. The Grant Record’s Recommended Actions must include language requesting
adoption of the resolution.

2-4.A Microsoft Word file of the final resolution draft shall be uploaded to OC
Grants. The final draft of the resolution must follow the standard resolution
template available on the Grants Resources SharePomt—T—we—eepqes—ef—t—he—

b. Agreements

1. Agreements that require the Chair’s signature will be included in the Grants
Report. Agreements that do not require the Chair’s signature will not be
included in the Grants Report.

2. Agreements that require the Chair’s signature shall be reviewed, signed, and
stamped “Approved as to Form” by the Department’s assigned deputy county
counsel.

3. The Grant Record’s Recommended Actions must include language requesting
the Board approve and sign the agreement.

3-4.A PDF of the final “Approved as to Form” agreement shall be sentuploaded
to CEO-LAalengwith-theeFormOC Grants for inclusion in the grants report.

All grant applications must be taken to the Board for approval prior to submittal to the
Grantor. Applications submitted without prior Board approval must be taken to the
Board as a “retroactive” or “ratify” grant application. If the Board chooses not to
approve a grant application, it is the Department’s responsibility to notify the Grantor.
Any costs resulting from this action shall be paid directly by the Department.

Page 7 of 15


https://ocgov.sharepoint.com/:w:/r/legislative-affairs-grants-resources/grants-resources/TemplatesExamples/County%20Grant%20Templates/Resolution%20Template.doc?d=w03521e204da04cda981b167b3ca3a520&csf=1&web=1&e=GvsULA

Attachment B

County of Orange

County Policy

iii.  All “retroactive” or “ratify” grant applications must be included in the Grants Report as
soon as possible, but no later than 30 calendar days following the Grantor’s deadline.
Applications beyond the 30-day deadline must be submitted as a stand-alone ASR by the
Department for Board consideration. Grant applications submitted as a stand-alone ASR
by Departments shall also be uploaded to OC Grants.

For Example:

e [fthe grant application deadline is July 1%, then

e The grant application shall be presented to the Board for approval before July 1%, or

e The “retroactive” or “ratify,” grant applications shall be presented to the Board, if
presented after July 1% but no later than July 31, or

e The “retroactive” or “ratify,” grant applications shall be presented to the Board by
the Department as a stand-alone ASR, if presented after August 1°.

iv.  Departments partnering with an outside agency as part of a larger grant application in
which the County is not the lead agency must still receive Board approval prior to the
submittal of an application and acceptance of any grant funds under the following
circumstances:

e Grant funds will be used to support a staff position;, or
e The Department will be contributing matching funds;, or
e Aresolution or Board-authorized agreement is required.

B. Recurring Grants

For recurring grants, the Department may choose to complete the Grants Matrix Grants-Matrix-
and submit it to CEO-LA for inclusion in the Grants Report-enran-arnuatbasis.. The Matrix must
be submitted to and approved by the Board annually. Recurring grant applications that require
a resolution or Board-authorized agreement are not allowed for inclusion on the GrantGrants
Matrix.

i. Departments requesting to submit a recurring GrantGrants Matrix shall complete an
eForm and GrantGrants Matrix. Both documents shall be submitted to CEO-LA no
later than 5 p.m. on Tuesday, two weeks prior to the next applicable Board meeting
date.

ii. Required elements of the eForm and Matrix are:

Requesting Agency/ Department;
b. Grant Name;

o

c. Project Name;
d. Sponsoring Organization/Grant Source;
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Requesting Funding Amount;

County Match;

Application Due Date;

Type of grant: Competitive/Other Type, please explain;
Date of prior Board approval;

Purpose of Grant Funds;

New full- or part—-time positions, if any, and;

Will this support a new or existing program;

J-m Whether a CEQA finding is necessary.

— AT T T@

IV. Grant Award Approval Process

A. Procedure for Grant Acceptance of Awards greater than $50,000

The Board shall approve all grant awards greater than $50,000, as-wellas-all “retroactive” and
“ratify” grant awards, and grant awards that require a resolution.

ta-erderTo be included in the Grants Report, the Department shal-completemust
submit a Grant Authorization-eForm-{eForm)—eFormsmustbe submittedto-CEO-
LArecord with all required approvals via OC Grants no later than 5 p.m. on Tuesday, one
week prior to the next applicable Board meeting date.

If the grant award requires a resolution or agreement signed by the Chair, the
Department shall work with theirits assigned deputy county counsel to obtain
approval of the document. Approved resolutions or agreements must be submitted-
with-the-eFermuploaded to the Grant Record on OC Grants. Review and approval of
resolutions or agreements by the assigned deputy county counsel must be completed
before CEO-LA reviews the grant award and by the specified deadline above.

a. Resolution

1. The resolution shall include language authorizing the requesting Department to
receive or accept funding only with Board approval.

2. Resolutions shall be reviewed and approved by the Department’s assigned
deputy county counsel or authorized designee before submission to CEO-LA via
OC Grants.

3. The Grant Record’s Recommended Actions must include language requesting
adoption of the resolution.

4. A Microsoft Word file of the resolution shall be uploaded to OC Grants. The
final draft of the resolution must follow the standard fermresolution template

avallable on the Grants Resources ShareP0|nt+n-GAM§-(-e—Agenela-)-HbFa4=y4we-
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copy-asa-Microsoft-Wordfile:.

b. Agreement

1. The agreement shall be reviewed, signed and stamped “Approved as to Form”
by the Department’s assigned deputy county counsel or authorized designee.

2. The Grant Record’s Recommended Actions must include language requesting
that the Board approve and sign the agreement.

2:3.A PDF version of the final “Approved as to Form” agreement shall be

sentuploaded to CEO-LAalengwith-the-eFermOC Grants.

iii. Departments shall bring all grant awards greater than $50,000 to the Board for approval
within 30 calendar days of the award notification date from the Grantor. Grant awards
beyond the 30-day notification deadline shall be considered “retroactive” or
“ratifyratified” by CEO-LA, depending on the eireumstaneecircumstances of the delay.

All “retroactive” or “ratify” grant awards must be included in the Grants Report within 60 calendar
days of the grant notification date. “Retroactive” or “ratify” awards beyond the 60-day deadline
must be submitted as a stand-alone ASR by the Department. Awards submitted as a stand-alone
ASR shall also be shall also be uploaded to OC Grants.

For example:

e Department receives grant award notification on July 1%, then

e Grant award shall be presented to the Board for approval by July 31%, and

o “Retroactive” or “ratify” grant awards shall be presented to the Board by
August 30, or

e “Retroactive” or “ratify” grant awards submitted after August 30" shall be
presented to the Board as a stand-alone ASR.

iv.  Departments partnering with an outside agency as part of a larger grant application in
which the County is not the lead agency must still receive Board approval prior to the
submittal of an application and acceptance of any grant funds under the following
circumstances:

e Grant funds will be used to support a staff position;, or
e The Department will be contributing matching funds;, or
e Aresolution or Board-authorized agreement is required.

B. Procedure for Acceptance of Awards upless than or equal to $50,000
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Standard grant awards upless than or equal to $50,000 mayshall be approved by the CEO or designee.

i. Departments requesting the CEQ’s approval must-cempleteshall submit a €ES-
NetificationForm-andGrant Record via OC Grants, along with a memo signed by the
Department’s Director. Both documents mustshall be submitted to CEO-LA- via OC
Grants within 30 calendar days of the grant award notification.

ii.  CEO-LA willshall notify the Board via memo on a quarterly basis of all such grant
awards received.

V. Grant Contract Amendments

Grant contract amendments that request acceptance of supplemental grant funds over the $50,000
grant award threshold, require a resolution or Board signature, and/or significantly change the
scope of work or type of activities to be funded-wiH, shall require Board approval. Grantcentract

Grant contract amendments under the $50,000 grant award threshold mayshall be approved by the
CEO or designee following the grant award procedures listed in Section VI. B.

Grant contract amendments requesting Board approval saustshall be submitted by the Department
via the ASR process, unless the Board previously approved the original grant contract-was-previeushy-
approved-by-the-Beard via the Grants Report; such amendments may also be approved via the
Grants Report.

Departments shall submit eligible grant contract amendments for the Grants Report as follows:

A. Complete and submit the eFermGrant Record to CEO-LA for inclusion in the Grants Report
before the amendment due date. eFermswust-Grant Records shall be submitted to CEO-LA,
including all required approvals, via OC Grants, no later than 5 p.m. on Tuesday, one week
prior to the applicable Board meeting date.

B. The Department mustshall work with theirits assigned deputy county counsel-and-, or
authorized designee, to obtain approval of the contract amendment. The “Approved as to

Form” contract amendments saustshall be submitted with the eFesmrecord via OC Grants.
Review and approval of Board resolutions or agreements by the assigned deputy county
counsel, or authorized designee, shall be completed and approved agreements shall be
uploaded to OC Grants no later than 5 p.m. on Tuesday, one week prior to the applicable
Board meeting date.

VI.  Grant Tracking
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Departments shall be solely responsible for tracking and maintaining all grant
applications and awards via OC Grants. CEO-LA shall continue to provide grant-tracking reminders and deadlines
to all Departments-

tnformationfrom via email and the g P ouih
meme—te—t—he—Bea%d—ef—su—perse#sGrants Resources SharePomt

CEO-LA shall use each Department’s grant-tracking information to submit quarterly grant-success
reports to CEO-Budget.

Best Practices

CEO-LA recommends that each Department consider the following best practices prior to accepting
or applying for grant funds:
o Is the grant match requirement obtainable?
o Will the grant require the hiring of additional staff to manage/operate the
project/program?
o Will the operating expense of the grant program/project be sustainable?

Grants Advocacy

CEO-LA recommends, when applicable, that Departments engage in a-legislative advocacy strategy-as part of
their grant applications-fergrantawards:. In fact, many competitive grants require letters of support from
outside entities, including elected officials, nonprofit organizations and municipal partners. If needed,
Departments should request assistance from CEO-LA to engage the County’s legislative advocates as part of an
advocacy strategy. In coordination with and approval from CEO-LA, Departments may:
A. Request the County’s legislative advocates-te solicit letters of support for grant applications

from elected officials and outside entities;

B. Request the County’s legislative advocates make-contact with-the granting agency to-help
advocate on the County’s behalf; and/or

C. Request the County’s legislative advocates-te engage stakeholders in the legislative process to
improve the County’s chances of being successful in a grant application.

Attachments
# Title
A Grant ApplicationAuthorization eForm
B CEO Notification Form
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GRANT APPLICATION / GRANT AWARD

Today's Date:

Requesting Agency/Department:

Grant Name and Project Title:

Sponsoring Organization/ Grant
Source:

(If the grant source is not a government entity,
please provide a brief description of the
organization/foundation)

Application Amount Requested:

Application Due Date:

Board Date when Board Approved
this Application:

Awarded Funding Amount:

Notification Date of Funding
Awarded:

Is this an Authorized Retroactive Grant Application/Award?

Recurrence of Grant:

If this is a recurring grant, please
list the funding amount applied for
and awarded in the past:

Does this grant require CEQA
findings?

What Type of Grant is this?

County Match?

How will the County Match be
fulfilled?

(Please include the specific budget)

Will the grant/program create new
part or full-time positions?

Will this grant support a new or
existing program?

Purpose of Grant Funds: Provide summary and brief background on why the Board of Supervisors should accept this grant
application/award, and how the grant will be implemented.

Board Resolution Required?

Deputy County Counsel Name:
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(Please specify below)

List the name and contact information (telephone, email) of the person to be contacted for further

Department Contact: i formation.

Name of individual attending the
Board Meeting:

List the name of the individual who will be attending the Board Meeting for this Grant item:
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CEO

Today's Date:

Requesting
Agency/Department:

Grant Name and Project Title:

Sponsoring Organization/
Grant Source:

Application Amount
Requested:

Board Date when Board
Approved this Application:

Awarded Funding Amount:

Notification Date of Funding
Awarded:

Recurrence of Grant:

If this is a recurring grant,
please list the funding amount
applied for and awarded in the
past:

Does this grant require CEQA
findings?

What Type of Grant is this?

County Match?

How will the County Match be
Fulfilled?

(Please include the specific
budget)

Will the grant/program create
new part or full-time
positions?

Will this grant support a new
or existing program?

Purpose of Grant Funds:

Recommended Action(s)
(Please specify below)

List the name and contact information (telephone, email) of the person to be contacted for

Department Contact: further information.
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