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Goal of Today’s Workshop
Help Grantees to Successfully Follow 

CVS Grant Post-Award Financial Requirements



Common Acronyms

CDPS: Colorado Department of Public Safety

DCJ: Division of Criminal Justice

CVS: Crime Victim Services Funds

OVP: Office For Victims Programs

VOCA: Victims of Crime Act 

SASP: Sexual Assault Services Program

VAWA: Violence Against Women Act

SLFRF: State and Local Fiscal Recovery Fund

ARPA: American Rescue Plan Act



Grant Accounting Requirements
Commingling Funds: Don’t Do It!

⚫ Definition:  “Commingling” means to combine funds from 
different sources into one account. 

⚫ Grant expenses and revenues must be clearly identified as 
separate from other organization funds. 

⚫ Your Accounting System should identify expenses and
revenues by grant (including the grant #).

⚫ Your Accounting System should be set up to capture and 
identify the following CY23-24 grant expenditures:

� Direct Expenses (project personnel, project-related 
supplies & operating, etc.)

� Indirect Expenses (if applicable) 
� Cash Match Expenses (if applicable) 



Grant Accounting Requirements

If supplying supporting documentation that includes a victim’s personal 
identifying information, you must redact (black-out) this information 
(name, address, etc.). 

Accounting ledgers cannot contain victim information in description lines.

TIP: Create an internal numbering system for victims that is used on 
physical, electronic and accounting records (ex: V1234).

Submitting documentation that contains personally identifying info. or 
breaks victim confidentiality is a direct violation of your grant agreement. 

Confidentiality/Redacting



Grant Accounting Requirements
If the documentation doesn’t exist, the expense 

doesn’t either. 

https://cdpsdocs.state.co.us/dcj/DCJ%20External%20Website/OVP/Essential%20Grant%
20Accounting%20and%20Financial%20Documentation%20Packet.pdf

https://cdpsdocs.state.co.us/dcj/DCJ%20External%20Website/OVP/Essential%20Grant%20Accounting%20and%20Financial%20Documentation%20Packet.pdf
https://cdpsdocs.state.co.us/dcj/DCJ%20External%20Website/OVP/Essential%20Grant%20Accounting%20and%20Financial%20Documentation%20Packet.pdf


Grant Budget Categories

✔
Composed of Salary and Fringe Benefits. Fringe benefits can include numerous 
benefits an organization provides based on the organization’s compensation plans. 

✔

“Time and Effort” records (digital or written timesheets) must reflect all hours 
worked by the staff person or volunteer if used as match, and include holidays, 
vacation, and sick leave as applicable (these hours should be prorated across 
funding sources, also). 

✔

Timesheets must clearly show the amount of salary charged to the grant either by 
number of hours or percentage of time and list the grant number. These figures 
MUST match your accounting ledger as this will be verified when your supporting 
documentation is reviewed.  

✔

   Timesheets must be signed by Employee and/or Volunteer,the supervisor AND the     
   Project Director (if they are not the grant-funded staff person’s supervisor). In the  
   case of a nonprofit Executive Director, their timesheet should be signed by a Board
   Member, preferably the Treasurer or President. 

Personnel



Personnel -Timesheet Example



Personnel -Labor Distribution/Payroll 
Example



Grant Budget Categories

Supplies & Operating

For an approved expense to be 
reimbursed, it should be coded 

appropriately in your 
accounting ledger and the 
accompanying supporting 

documentation should be in 
your grant file.



Supplies and Operating - Receipt of 
Expense Example



Supplies and Operating - Expense 
Approval Form Example



Supplies and Operating - Actual Bill 
Example

Show the type of 
bill.

Indicate the the 
amount charged to 
the grant



Supplies and Operating - Accounting 
Ledger Example



Grant Budget Categories

✔
An approved travel reimbursement form outlining expenses that match 
your approved budget

✔ Map outlining the distance traveled, if requesting mileage

✔      Receipts for hotel stays if applicable. 

Travel

In accordance with your Agency’s Travel Policies, reimbursement requests for 
travel expenses must be submitted with required supporting documentation, 
including (but not limited to):



Travel - Reimbursement Request 
Example



All travel 
requests should 
include a 
printed map 
showing the 
beginning 
point, end point 
and the 
mileage. 



Grant Budget Categories
Equipment

✔
Equipment is defined as an individual item having a useful life of more than 
one year and having an acquisition cost equal to or more than $5,000.

✔ You must have an approved DCJ Form 13 on file before purchase. 

✔
If grants funds are only paying a portion of equipment cost, it is still 
considered equipment if the single item cost is over $5,000. 

✔
Supporting documentation includes a copy of the invoice/receipt of 
purchase.



Grant Budget Categories
Consultant/Contractor

✔
This budget category includes services provided to the project by 
outside vendors who are under contract with the grantee. 

✔
You must have an approved DCJ Form 16 & 17 on file with required 
documentation for each vendor.  

✔ Supporting documentation also includes an approved invoice. 



Grant Budget Categories
Indirect

✔
Refer to your Grant Agreement Budget for your approved Indirect Cost Rate. 

✔
Your Accounting Ledger should include an account that allows you to code 
indirect expenses to your grant number and name, but should not be itemized 
or posted as specific expense items.

✔
Grantees with a Federally Negotiated Indirect Rate should notify their Grant 
Program Manager if their rate changes.

Indirect costs are those costs that are understood to generally benefit the organization 
but cannot be tied to or readily allocated to a specific project or activity.



Indirect and Payment Request
 Calculator 

https://drive.google.com/file/d/1u9F43pyCLDflL1PyG2QilGylPqFAh2WQ/view

https://drive.google.com/file/d/1u9F43pyCLDflL1PyG2QilGylPqFAh2WQ/view


Indirect - Accounting Ledger Example

Total Indirect cost must 
appear as a line item in the 
Grant Subledger or
Transaction Detail Report, but 
should not be itemized or 
allocated to specific 
expenses.



Grant Budget Categories
Cash Match

✔

Matching funds requirements, if any, are outlined in your Approved Budget. 

✔ Your Account Ledger should include an account that allows you to code cash match 
to your grant number and name. 

✔ When using items or staff as cash match, the required documentation is the same 
as that which is required for direct expenditures, i.e. receipts, timesheets, etc. 

✔
Cash match must be non-federal funds.



Grant Budget Categories - In-Kind 
Match

In-kind match, such as volunteer hours and donations, must be 
assigned a dollar value based on fair market value.

Grantees may not delay their project’s match until the end of the 
grant cycle. Instead, grantees will be required to provide the 
required match, or above, that corresponds with each 
reimbursement request every quarter. 

Volunteers as In-Kind Match: Timesheets must be approved by a 
supervisor and include the number of hours valued at the 
approved hourly rate and also include the grant number and 
name. 



Grant Agreement
The first step to successful financial management of your grant 
is knowing how to navigate to your approved Grant Agreement in 

ZoomGrants.



Grant Agreement Tab

Your Approved Grant Agreement lives 
here.

The Grant Agreement includes 
information such as:

● Your Award Amount
● Grant Number
● CFDA number
● Award Start and End Date
● Approved Statement of Work
● Original approved budget (Exhibit F)
● Special Conditions 



Financial Report (DCJ Form 1-A)

⚫ Financial Reports (DCJ Form 1-A) are submitted quarterly via the odd 
numbered Report Tabs (1,3,5, etc…) in ZoomGrants under the Reports Tab.

⚫ Financial Reports are due on the 15th day of the month following the close 
of the quarter – if the 15th falls on a holiday or a weekend, the report is 
due on the next business day. 

⚫ Accurately report expenses to match your accounting ledgers and as 
outlined by budget category in the Grant Agreement. 

⚫ Due to State Fiscal Year End Requirements, 2nd and 6th Quarter financial 
reports are typically due a week early.



Financial Report, DCJ Form 1-A - 
Navigation

Ensure this is 
marked 
“YES” in 
your 8th 
Quarter 
Report.



Financial Report, DCJ Form 1-A - 
Navigation

● Enter expenditures 
for the quarter to 
match your 
accounting ledger 
and supporting 
documentation. 

● Only request 
reimbursement for 
costs that are a part 
of your approved 
budget.



Financial Report, DCJ Form 1-A - 
Navigation

If you have match:
● Report Cash Match in Question 7 by budget category
● Report In-Kind Match in Question 8 by budget category

Documentation to support your match must be in your grant file



Financial Report, DCJ Form 1-A - 
Navigation

Project Official and Financial Officer listed in ZoomGrants must sign the Financial 
Report prior to submitting.

The Signature Authority can sign in lieu of Project Director or Financial Officer, when necessary



Financial Report, DCJ Form 1-A - 
Navigation

Report Totals Tab give you an accurate picture of where you stand in spent and 
unspent funds and match throughout the course of the grant cycle. 



Financial Report, DCJ Form 1-A - 
Navigation



✔ Indirect Calculation is incorrect.

✔
Expenditures report in the Financial Report do not match the amount of the 
Payment Request(s).

✔ Not using the most current, approved budget.  

✔   Incorrect Signatures for Project Director and/or Financial Officer.

✔  Rounding to the nearest whole dollar – must be actual expenditures.

✔
Submitting for reimbursement in contracts and consultants category with no 
approved corresponding DCJ Form 16. 

✔ Reporting Match when not required.

✔
Submitting full supporting documentation when not required or requested by 
OVP.

Common Errors on Financial Report, DCJ 
Form 1-A



Payment Request

✔
Payment Requests are due monthly or quarterly 
and must reconcile to the Quarterly Financial 
Report.

✔

Grantees who are requesting reimbursement 
quarterly but would like to request monthly 
reimbursement, should contact their Grant 
Program Manager. 

✔

Supporting documentation should be collected 
and available in your grant file, but only 
submitted with your payment request when 
requested. 



Payment Request

✔

Grantees whose approved grant budgets include 
one or more of the following must submit a 
detailed cost ledger outlining the grant 
expenditures for the period along with their 
payment request:

● approved grant budgets that include more than 
1 contractor or consultant. The cost ledgers 
must identify contractors/consultants by name.

● approved grant budgets that include indirect 
costs and excluded expenses (e.g. grantee uses 
the de minimus cost rate and has rent 
expenses).



Accompanying Accounting Ledger 
Examples



Payment Request Navigation

To submit your Payment Request, navigate to the 
Financial (Payment) tab and select “Create a New 

Payment Request”.



Payment Request Navigation

Examples of Payment Request Number naming conventions:

● Payment Request - Quarterly - Jan-March 2023
● Payment Request - Monthly - Jan 2023



Payment Request Navigation

Enter your payment request amount here. 



Payment Request Navigation



Payment Request Navigation

Supporting 
documentation, 
if requested or 

required, should 
be attached 

here.

Project Director 
MUST be the one 
who “Signs” and 
submits via their 
own ZoomGrants 
account log-in.



Payment Request Navigation
 To check on the status of your payment request look here

Status meanings 
● Pending - awaiting OVP review
● Approved - reviewed and approved by OVP and has been sent for payment 

processing
● Paid – payment has been issued either via check or EFT



Common Errors with Payment Requests

✔ Requesting funds when progress has not been made on grant activities.

✔
Request does not match expenditures on quarterly Financial Report - DCJ 
Form 1-A.

✔
Electronic signature does not match Project Director’s name and email 
address.       

✔ Payment Request is not clearly named.

✔
  Payment requests are based on estimates rather than actual expenditures.

✔
   Supporting documentation is missing, incomplete, incorrect, or poorly   
   organized. 



Budget Revisions (DCJ Form 4-A)

✔ Budget revisions are requested via DCJ Form 4-A

✔
DCJ 4-A Budget Revision request must be uploaded into the Documents tab 
in ZoomGrants for approval.

✔
Approved budget modifications will be found in your Documents Tab under 
Administrative Documents



Questions

● Contact your Grant Financial Manager if you have specific financial 
questions about the implementation of your award.

● Email cvsgrants@state.co.us with any other questions.

mailto:cvsgrants@state.co.us

