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Superintendent of Schools

4041 N. Central Ave
Suite 1100
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GRANT COMPLETION REPORT PROCESS-County Level

1. View the grant completion report submittals on the ADE Grants Management website at

https://www.ade.az.gov/GME > Completion Reports > Submitted Completion Reports.

Note: A Common Logon is required.
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2. Logthe grant completion report submittal dates in the county’s internal database.
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3. Process the completion reports with the June 30 project end dates first, on a first-in first-out
basis.
4. The following data reported on the completion report are verified with the data in the
school district’s general ledger (Visions):
e  Expenditures
e Current Fiscal Year ADE Disbursement
e  Carryover Funds (local carryover/county carryover)
e Interest Earned
e Other (if applicable)
e Comment(s)/Explanation of ‘Other’ Funds (if applicable)
e Cash OnHand
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5. Submit three general ledger reports from the school district’s financial system, with a date
range of July 1 through the end of the current month (to capture all data):
e Expenditures (AZ — Grants Management Report; select “This FY Only” box)
e Revenue (Revenue and Expenditure Budget Balance; select “Revenue” option)
e Cash Balance (Cash Management Reports > Cash Balances)
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6. Expenditures: Verify the expenditure data from the submitted grant completion report
agree with the data on the school district’s expenditure report.
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7. Revenues: Verify the revenue data (4) from the grant completion report agree

on the school district’s revenue report.

with the data
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Fund 180 = $4.13

8.

Cash On Hand: In order to verify the “Cash On Hand” amount on the completion report, the

ending cash balance on the Cash Balances report must first be reconciled. Calculate the

ending cash balance to confirm the amount is correct on the Cash Balances report: Total

revenues less total expenditures, per the Visions revenue report and the Visions expenditure
report.

Total Revenues (see the data on page 5) $384.27
Less Total Expenditures (see the data on page 4) (5380.14)
Equals Calculated Ending Cash Balance $4.13
Actual Ending Cash Balance on the Cash Balances Report $4.13
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9. Cash On Hand: Then, the “Cash On Hand” on the completion report can be verified.
a) ADE revenues received plus amended local carryover less total expenditures = “Cash On
Hand”; or
b) Budget Balance on the completion report (expenditure page) less the “Balance unpaid

at project end date” on the completion report (Funds Summary page) = “Cash On
Hand”.

NOTE: |Interest income is not included in the “Cash On Hand” calculation.

Method a:
ADE Revenues Received $371.95
Plus Amended Local Carryover $11.05
Less Total Expenditures (5380.14)
Equals “Cash On Hand” $2.86
Method b:
Budget Balance on Completion Report $9.91

Less “Balance Unpaid at Project End Date” $7.05

“ ”
Equals “Cash On Hand 2.86
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10.

If all seven data reported on the completion report agree with the data in the school
district’s general ledger (Visions), then the completion report can be approved.

e  Expenditures

e Current Fiscal Year ADE Disbursement

e Carryover Funds (local carryover/county carryover)

e Interest Earned

e Other (if applicable)

e Comment(s)/Explanation of ‘Other’ Funds (if applicable)
e (Cash On Hand
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11. Log the completion report approval date in the county’s internal database and begin
processing the next completion report.
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