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Meeting Etiquette

 Participants will be muted 

  Video is disabled

 Chat feature is available

Q&A will take place at the 
end

TYPE HERE



TODAY’S AGENDA
 Grants Management Timeline

 How to…
 Complete the Contract Details Form

 Access and sign your contract 

 Complete the Restrictive Covenant

 Submit Reports

 Request Payments

 Request Contract Amendments

 Your Questions



GRANTS MANAGEMENT TIMELINE

 July 1, 2023: Grant period begins. Expenditures can be made for Scope of 
Work and Budget

 ASAP: Grantees submit Contract Details Form, upload signed agreement into 
the online system, and sign, notarize, and record Restrictive Covenant

 October 15, 2023; January 15, 2024; April 15, 2024; July 15, 2024; October 
15, 2024; January 15, 2025; April 15, 2025: Quarterly reporting. Report due 
even if agreement has not been executed and no work has been completed.

 January 31, 2025: All contracts MUST be executed (but don’t wait until then).

May 1, 2025: Amendments requested by this date (keep in mind approval 
process)

 June 1, 2025: Grant period ends

 July 15, 2025: Final Report Due



First Things First – Project File
Sections 25 and 29 of the Grant Award Agreement requires 

Grantees to maintain project records for a period of ten (10) 
years after the close of the grant and provide them to the 
Department upon request.
Such records include but are not limited to:
Grant Award Agreement
Financial documentation
Deliverable documentation
Electronic storage media

If an organization has multiple grant projects with the 
Department, a separate grant file must be maintained for each 
project.



First Things First – dosgrants.com

Be sure that you are using your own account and not someone 
else’s.
Please make sure the contact information in the online system 

is correct. You may edit your individual account profile through 
the account drop-down.
Verify that your organization profile is up to date. You may 

edit the organization profile through the organization drop-
down. From the Organization Details page, click on “manage 
staff” to edit users associated with your organization. 
UEI Number
Fiscal Year End Date



Get to Know Your Grant Record Details Page
Log in to your account at dosgrants.com; from the Grants 

drop-down, click on My Grants; go to the grant details page of 
your 24 Cultural Facilities grant by clicking the Details button 
on the far right.



Contract Details Form
Log in to your account at dosgrants.com; go to the grant 

details page of your 24 grant; find the Contract Details Form 
under Forms and Reports; click on edit.



Contract Details Form

Explains specifically how grant and match funds will be spent 
for the entire grant period.
This will be a part of your Grant Award Agreement/Contract.
There are 4 parts: Deliverables and Documentation, Budget, 

Scope of Work, and Grant Contact.



Contract Details Form – Deliverables



Contract Details Form – Budget

The budget is pre-populated from your application.
It will need to be edited.
Equal amounts in each column in not necessary.



Non-allowable Expenses
Expenditures for work not included in the Scope of work of the 

executed Grant Award Agreement (GAA)

General Operating Expenses (GOE).  Administrative costs for running 
the organization (including but not limited to salaries, travel, 
personnel, office supplies, mortgage or rent, operating overhead, or 
indirect costs, etc.)

Costs associated with representation, proposal, or grant application 
preparation

Costs incurred or obligated outside of the grant period

Costs for lobbying or attempting to influence federal, state or local 
legislation, the judicial branch, or any state agency

Costs for planning, which include those for preliminary and schematic 
drawings, and design development documents necessary to carry out 
the project



Non-allowable Expenses
Costs associated with bad debts, contingencies (money set aside for 

possible expenses), fines and penalties, interest, taxes (of any kind), and 
other financial costs including bank fees and charges, and credit card debts

Costs for travel, private entertainment, food, beverages, plaques, awards, 
or scholarships

Projects restricted to private or exclusive participation, including restriction 
of access to programs on the basis of sex, race, creed, national origin, 
disability, age, or marital status

  Re-granting, contributions, and donations

  Reimbursement of costs that are paid prior to the execution of the Grant 
Award Agreement or outside the dates stated in the grant award 
agreement

  Also refer to Section 216.348, Florida Statutes Fixed capital outlay grants 
and aids to certain nonprofit.



Contract Details Form – Scope of Work



Contract Details Form – Scope of Work

The Scope of Work is a description of what grant 
funds will be spent on during the grant period.
Should include a brief description of the project as a 

whole.
Should include a list of deliverables.
This is a list of things that will be completed and 

should be specific.



Contract Details Form – Contact Info



Contract Details Form – Contact Info

You must select your Grant Contact from the drop-
down menu – this is the person who will receive all the 
correspondence regarding your grant. 
If you don’t see the name of your grant contact, you 

must add that person to your organization’s staff.



ADDING STAFF
If you don’t see the 
right contact person in 
your Contract Details, 
add them here:
 In the grid at the top of 

the screen, click your 
organization name.

 This will take you to your 
Organization Details; 
select “Manage Staff.”

 Select “Add New Staff 
Member.”



ADDING STAFF
When you get to this 

screen, click “yes” to 
link to Grants account 
to email address.

The new staff will 
receive an email; they 
will need to accept 
the request.

Let your program 
manager know if 
you’ve done this so 
we can assign them 
the appropriate 
permissions.



Contract Details Form – Contact Info



Contract Details Form – Contact Info

You must also select the Grantee Address – Should be 
your PAYMENT address and this address MUST match 
the address on your Substitute W-9.



From Details Form to Contract

Submit the Contract Details Form ASAP.
The Contract Details Form will be reviewed.
If required, staff will make simple edits required for 

approval. You will be contacted if more thorough 
changes are needed.

When approved, your Grant Award Agreement will be 
available in the online system.
Print, obtain signatures and upload the contract ASAP. 



Accessing Your Contract
Access the contract from your Grant Record Details page. It 

will be just above the Contract Details Form. This is the 
Contract Review page.



Accessing Your Contract

Download the agreement itself from the document viewer
Download the document in the Supporting Documents section
Restrictive Covenant

Upload the signed contra ct that includes the property 
description and your current Substitute  W-9 by using the 
Browse button and selecting the file on your computer or 
drag and drop to the field
Final step is to click on the SAVE button (bottom left)
Obtain signatures and upload the contract ASAP. Contract 

may be printed, signed, scanned and uploaded or digitally 
signed. DO NOT a dd Adobe security fea tures.



What is the GAA?

The Grant Award Agreement is a legally binding document 
between the Grantee and the Department. It contains 
important information and stipulations that serves as a guide 
during the grant period
Sections of note:
Section 1.a. Scope of Work
Section 1.b. Deliverables
Section 2. Length of Agreement
Section 5. Payment Policies
Section 9. Financial Consequences

 Section 10. Encumbrance
 Section 11. Reporting Requirements 

(with deadlines)
 Section 13. Extension Policies
 Section 40. Procurement Requirements



Restrictive Covenants

A restrictive covenant is required to be filed with the County 
Court for a period of 10 years from the date of the contract 
execution
Prepared by Division and available for download on the 

Contract Review page in the Supporting Documents section
Signed and notarized by organization and owner (if owner is 

different)
File complete Restrictive Covenant with County
Copy of Recorded Restrictive Covenant with 1st payment 

request



Procurement Requirements
Section 40: Grantees must conduct an open, competitive procurement 

process for goods and/or services in accordance with Section 287.057, 
Florida Statutes.

Procurement of Goods and Services Not Exceeding $35,000. 
Purchases Up to $2,500: Procurement of goods and services where 

individual purchases do not exceed $2,500 do not require competition 
and may be conducted at the Grantee's discretion.
Purchases or Contract Amounts Between $2,500 and $35,000: 

Goods and services costing between $2,500 and $35,000 require 
informal competition and may be procured by purchase order, 
acceptance of vendor proposals or other appropriate procurement 
document.

Procurement of Goods and Services Exceeding $35,000. Goods and 
services costing over $35,000 may be procured by either Formal Invitation 
to Bid, Request for Proposals or Invitation to Negotiate and may be 
procured by purchase order, acceptance of vendor proposals or other 
appropriate procurement document.

NOTE: All contra ct documenta tion must be reviewed a nd a pproved by 
the Division prior to execution.



Encumbrance Requirements
What the Division looks for in Encumbrance documents:
Outline of Scope of Work as identified in the GAA
Timeline and/or projected work completion date
Cost of goods/services corresponding to amount(s) listed in GAA Budget
“No Discrimination” clause, per Section 35 of the GAA

Acceptable documentation:
Purchase orders
Acceptance of vendor proposals
Task authorizations
Work orders
Contract/Agreement

Submitted with 1st payment request.

NOTE: All contra ct documenta tion must be reviewed a nd a pproved by the 
Depa rtment prior to execution.



Reports

Report forms will be available in the online system. Access 
through the Grant Record Detail page.
Reporting is Qua rterly:
Progress Reports – October 15, 2023; January 15, 2024; 

April 15, 2024; July 15, 2024; October 15, 2024; January 15, 
2025; April 15, 2025.
Fina l Report – 45 days after the end of the grant period.
If project is finished early, complete final report 45 days 

after final payment request.
If grant period is extended, additional quarterly progress 

reports are due until the expiration of the grant period.
Final Report MUST be completed on time even if final 

payment has not been received.



Reports

Quarterly progress reports must be submitted in 
dosgrants.com, describing and documenting the following:
Project activities
Incurred expenses
Completion of deliverables/work items

Examples of appropriate attachments:
Meeting minutes/correspondence relating to project
Encumbrance documentation
Deliverable documentation
Photographs of work progress

If expenses have been incurred, Grantees are encouraged to 
update the Expenditure Log



The Expenditure Log
The Expenditure Log is accessible from the Grant Record 

Details Page
Select “Add new record” to enter a new expense



How to Complete the Expenditure Log
Use the entry boxes to provide the following 
information:
 Invoice – Add the invoice number
 Transaction Number – Unique number of 

transaction in your accounting system or financial 
institution. Example - “Check 2058,” “EFT 289,” or 
“Debit 7338.”       
 NOTE: You MUST have either an Invoice or 

Transaction number, but do not need both. 
 Payment Date – The date of transaction 

MM/DD/YYYY format. 
 Payee – The name of the person or organization to 

whom money is paid (this should not be your 
organization). 



Payments
Payments must be requested using the Payment Request Form, accessed 

through the Grant Details Page.

Payment increments are 30%, 60%, and 100% completion of the ENTIRE 
project (grant funds and match). You may request more than one payment 
at a time

Select the Deliverable for the payment you are requesting, fill out the 
invoice period (beginning of grant period through date of request), upload 
the required documentation as listed in the Grant Award Agreement, 
complete the expenditure log with expenditures paid to date, then click 
submit

Review the information on the Payment Request Confirmation Page, click 
the certification button, enter electronic signature, then click submit.

Request EFT option: https://www.myfloridacfo.com/docs-sf/accounting-
and-auditing-libraries/vendors/vendor-relations/dfs-a1-26e-direct-deposit-
vendors.pdf?sfvrsn=eff728cf_16 

Cultural Facilities payments can take 8-10 weeks

Check status of payments at https://facts.fldfs.com

https://www.myfloridacfo.com/docs-sf/accounting-and-auditing-libraries/vendors/vendor-relations/dfs-a1-26e-direct-deposit-vendors.pdf?sfvrsn=eff728cf_16
https://www.myfloridacfo.com/docs-sf/accounting-and-auditing-libraries/vendors/vendor-relations/dfs-a1-26e-direct-deposit-vendors.pdf?sfvrsn=eff728cf_16
https://www.myfloridacfo.com/docs-sf/accounting-and-auditing-libraries/vendors/vendor-relations/dfs-a1-26e-direct-deposit-vendors.pdf?sfvrsn=eff728cf_16
https://facts.fldfs.com/


Payment Documentation



Payment Documentation

When you have completed 30% of your project (grant and 
match) you may request your 1st payment
Deliverables and required documentation are listed on the 

Payment Request page
Payment 1 includes:
Certificate of Completion demonstrating a 100/100 score 

on the 2023-2024 Cultural Facilities Grants Management 
Quiz
Signed contract with an architect or contractor for the 

expenditure of all grant and matching funds that includes 
the grant Scope of Work and Budget that has been 
approved by the Division
Photographic documentation of installed project 

identification sign with Grant Funding Acknowledgement



Payment Documentation – continued

Copy of recorded Restrictive Covenant
Completed Application and Certificate for Payment (AIA 

Document G702) and Schedule of Contract Values (AIA 
Document G703), or its equivalent (see Appendix 1) along 
with a Contractor’s Affidavit of Completion, showing 
percentage completion of the project
Documentation to support all paid expenditures including 

detailed paid invoices, bank records, and canceled checks. 
These expenditures should be entered into the expenditure 
log.

Payment 3 also requires a Certificate of Substantial 
Completion (AIA Document G704), or its equivalent



Payment Documentation – Quiz Certificate



Payment Documentation – AIA G702



Payment Documentation – AIA G703

Grand 
Total at 

least: 30%, 
60%, 100%



Payment Documentation – 
Schedule of Contract Values



1st Payment Documentation – 
Funding Credit Sign

Intended to be displayed DURING 
construction
“Sponsored in part by the State of 

Florida through the Division of Arts 
and Culture.
Photo of sign INSTALLED
Needs may vary by project



Funding Credit Sign



Final Payment 
Documentation – 

AIA G704



Final Payment 
Documentation – 

Affidavit of Completion



Single Audit Act

If your organization EXPENDS more than 
$750,000 in state or federal funds in one fiscal 
year, you must provide the Auditor General with a 
copy of your Sing Audit. Please see Attachment E 
of the Grant Award Agreement for more 
information.
Includes ALL state  or federal funds, not just 

Division of Arts & Culture grants.
Reports include SAA statement for you to 

acknowledge your responsibility for this 
requirement.



Contract Amendments

Amendments are necessary if you:
Need to alter your Scope of Work
Need to change items in your budget (more than 20% 

variance)
Need to extend the grant end date (six-month increments)
NOT for failure to read or understand administrative 

requirements or to raise sufficient matching funds
 Contact the Division before you enter request in dosgrants.com. 

Requests are considered on a case-by-case basis
 Must be requested at least 30 days before end of grant period
Access amendment request from the Grant Record Detail page
 Must be signed by authorizing official (keep approval time in 

mind)



Noncompliance
Section 28: Grantees who have 

not satisfied administrative 
requirements will be placed in 
non-compliance. This may include 
failures to:
Meet deadlines 
Submit required documentation
Make required revisions or 

corrections
Respond to Department requests 

for information in a timely manner
Complete work in accordance with 

SOI Standards and/or the agreed 
upon Scope of Work

While in non-compliance:
Status applies to entire organization
Payment of funds suspended for all 

Department of State grants
Organization unable to request 

payment or apply for additional grants
Failure to resolve non-compliance 

may lead to:
Mandatory return of portion or entire 

amount of Grant Award 
Grant termination
Organization prohibited from applying 

for future grants with Department of 
State divisions



Reminders

No expenditures may be made before or after the 
grant period.
Payments are based on completion of the entire 

project including grant AND matching funds. All 
documentation should reflect that.
Maintain a grant file
Keep records, invoices, receipts, etc. for 10 years 

following the close of the grant
We are here to help! Please contact your Program 

Manager immediately if there are any changes to 
your organization or grant, or if you have any 
questions.



LOGO



QUESTIONS

49

ANSWERS
TYPE HERE

Links for the presentation and materials will be emailed to today’s 
participants after the session.
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