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Summary: As defined in SBA’s Funding Source Request policy, a Subgrant (aka Substate) Transfer 
is a transfer of federal grant funds from the prime recipient agency (Granting Agency) to another 
(Sub-State) agency. MOUs are required for all Subgrant transfers (see FMC 3.4). 
 

Indiana State agencies serving as Prime Recipients, or Grantors of Substate Transfers, are required 
to monitor their Substate Grantees (or “Receiving agency(ies)”), ensuring funds are drawn on a timely 
basis, and reconciling grants in PeopleSoft Financials.  

*See Section 7 – Create Substate Transfer Org Funding of SOI User Guide - Grantee Award 
Management for specific guidance on steps to be taken within eCivis Grants Network. 

 

Prior to executing a MOU (Memorandum of Understanding) through SCM: 

 Receive grant award notification from federal granting agency or request an estimated funding 
source based on prior year grant award letter or current year Federal application. 

 Risk Assessments for each Substate Grantee. 
o Review, determine, and document risk assessments for each receiving agency. 
o Example Risk Assessment Excel Template.  

 

Execute MOU (Memorandum of Understanding): 

 See FMC 3.4 MOUs and MOAs 
 Create Substate Transfer Org Funding in eCivis Grants Network. 

o See Section 7 of the Grantee Award Management User Guide for guidance. 
o Substate Transfer Organization Funding is used for all receiving agencies to request 

funding from the Granting Agency. 
o Ensure all Substate Agencies create an eCivis Project from the Org Funding 

 Work with Substate Agencies to complete their Subgrant_Request (MOU) 2023 forms 
 

Reviews of reimbursement requests by Substate Grantees 

 Review Federal Draw Billing invoices & supporting documentation from Substate Agencies, 
which serve as receiving agency requests for reimbursement. 

 Documentation must include tracking of all vouchers paid, in addition to the following: 
a. Have supporting documentation of allowability 
b. Must align with the approved budget 
c. Must be necessary, reasonable, and allocable 
d. Conform with federal law and grant terms 
e. Consistent with state and local policies 
f. Consistently treated 
g. In accordance with GAAP 
h. Not included as match 
i. Staff salaries and wages must be supported by proper time and effort distribution records 
j. Must be within the period of performance  

 Select a number of vouchers paid based on risk level determined previously to audit. 

https://www.in.gov/sba/files/Final-FMC-3.4-MOUs-and-MOAs.pdf
https://ingov.sharepoint.com/:b:/r/sites/IOTSBAEnterpriseGrantsManagementRFP/Shared%20Documents/OCM/WebSite/User%20Guides/SOI%20User%20Guide%20-%20Grantee%20Award%20Management.pdf?csf=1&web=1&e=6tDP3a
https://ingov.sharepoint.com/:b:/r/sites/IOTSBAEnterpriseGrantsManagementRFP/Shared%20Documents/OCM/WebSite/User%20Guides/SOI%20User%20Guide%20-%20Grantee%20Award%20Management.pdf?csf=1&web=1&e=6tDP3a
https://ingov.sharepoint.com/:x:/s/IOTSBAEnterpriseGrantsManagementRFP/EagV1M6yCcRJmbxmNikJIVABw0WtPrg38WELgJsJotZl0A?e=ED0zGe
https://www.in.gov/sba/files/Final-FMC-3.4-MOUs-and-MOAs.pdf
https://ingov.sharepoint.com/:b:/r/sites/IOTSBAEnterpriseGrantsManagementRFP/Shared%20Documents/OCM/WebSite/User%20Guides/SOI%20User%20Guide%20-%20Grantee%20Award%20Management.pdf?csf=1&web=1&e=6tDP3a
https://ingov.sharepoint.com/:x:/r/sites/IOTSBAEnterpriseGrantsManagementRFP/Shared%20Documents/OCM/WebSite/Subgrant_Request%20(MOU)%202023.xls?d=w7fa5946701a8429a8c6bbb128b65a0d7&csf=1&web=1&e=oGlb0b


 

SBA Substate Transfer Monitoring Checklist 
Grants Management Guide - State of Indiana         Version 1 (March 2024) Page 2 

 
FFATA Reporting (Federal Funding Accountability and Transparency Act – FSRS.gov) 

 Prime Awardees ($30K or more*) at the state awarded a federal grant are required to submit a 
sub-award report to Federal Government by the end of the month following the month of award 
to a subrecipient. 
 

 Indiana State Board of Accounts (SBOA) FFATA Training 
 

Other Reporting 

 Financial reporting to the federal government (Grants.gov Reporting + Grants 101) 
o SF-270 - Request for Advance or Reimbursement (+ Instructions) 
o SF-271 - Outlay Report & Request for Reimbursement for Construction Programs 
o SF-425 – Federal Financial Report (+ Instructions) 
o These standard forms may be embedded in a grant’s reporting system. 

 
 Performance Progress and special reporting to the federal government 

o NIH Example - Research Performance Progress Report (RPPR) 
 

Federal Single Audit Monitoring 

 Verify if Substate agency was part of the State’s single audit. 
 If findings relate to the grant, follow up with the agency for corrective action. 

 

Monthly Tasks: 

 Draw funds from the federal agency payment system. 
o Substate agency creates Federal Draw Billing Invoice to draw funds and sends to 

granting agency – FDB Chapter 3 
 Create Report of Collection for Federal funds drawn – FDB Chapter 5 

 

Quarterly Tasks: 

 Reconcile Account Receivable. FDB Chapter 6 + AR Recon for Comptroller of State 
 Review compliance with Special Test Provisions, if applicable. 
 Review compliance with Period of Performance. 
 Confirm that Sub-State Agency has correctly identified Federal Grants on its Schedule of 

Expenditures for Federal Awards. 
 

Miscellaneous 

 Update funding source with SBA no later than 7 days after receiving grant award notice. 
 Process for program & financial approval of invoices from Subrecipients. 

o Whether it’s attached to an existing encumbrance, or not. 
o Review claims in eCivis (consider processing: how addressed for PS FIN) 

https://www.fsrs.gov/
https://www.grants.gov/learn-grants/grant-policies/ffata-act-2006
https://secure.in.gov/sboa/files/FFATAfinal.pdf
https://www.grants.gov/learn-grants/grant-reporting
https://www.grants.gov/learn-grants/grants-101/
https://apply07.grants.gov/apply/forms/sample/SF270-V1.0.pdf
https://apply07.grants.gov/apply/forms/instructions/SF270-V1.0-Instructions.pdf
https://apply07.grants.gov/apply/forms/sample/SF271-V1.0.pdf
https://apply07.grants.gov/apply/forms/sample/SF425_2_0-V2.0.pdf
https://apply07.grants.gov/apply/forms/instructions/SF425_2_0-V2.0-Instructions.pdf
https://grants.gov/forms/forms-repository/post-award-reporting-forms
https://grants.nih.gov/grants/rppr/index.htm
https://ingov.sharepoint.com/sites/PSEnterprisePortal/Shared%20Documents/Training%20Documents/Federal%20Draw%20Billing%20Training/FDB%20Course%20Manual/03%20Federal%20Draw%20Cycle%20Create%20Invoice%20090718%20Final.doc?d=wada8c2fccb704b1894ae5b088c8785f7
https://ingov.sharepoint.com/sites/PSEnterprisePortal/Shared%20Documents/Training%20Documents/Federal%20Draw%20Billing%20Training/FDB%20Course%20Manual/05%20Record%20Payment%20Deposit%20090718%20Final.doc?d=w93637185e9d7438ba6c906518b4ffbaf
https://ingov.sharepoint.com/:w:/r/sites/PSEnterprisePortal/Shared%20Documents/Training%20Documents/Federal%20Draw%20Billing%20Training/FDB%20Course%20Manual/06%20Reconciliation%20060820_Final.doc?d=w15da9b72b0bc4fccaec211bd84da848e&csf=1&web=1
https://ingov.sharepoint.com/sites/PSEnterprisePortal/Shared%20Documents/Forms/AllItems.aspx?RootFolder=%2Fsites%2FPSEnterprisePortal%2FShared%20Documents%2FAuditor%20of%20State%20Accounting%20and%20Reporting%20Guidance%2FReceivables%20Reconciliations&FolderCTID=0x012000A38734551A32D445AAF9B454133C81E9&View=%7B8DC0590E%2D3CDA%2D4AC0%2D8A61%2D42BD3C5CA300%7D

