SCHEDULE OF EXPENDITURES OF FEDERAL AWARDS
AND
SUPPLEMENTARY INFORMATION SCHEDULE

I. General

IT.

All departments who receive federal assistance must prepare
one or both of the following schedules for the year ended
June 30, 2006:

- Schedule of Expenditures of Federal Awards
- Supplementary Information Schedule

The Schedule of Expenditures of Federal Awards contains only
assistance that you receive directly from the federal
government or through a third party other than another state
agency. Note that federal assistance is not limited to cash
assistance programs. It also includes non-financial
assistance such as commodities, donated property, and loan
guarantees. :

The Supplementary Information Schedule contains only federal
assistance that you receive from another state agency.

Both schedules are usually referred to as "grant activity
schedules." Their structure and format are similar.

In general, it should be ensured that all transactions
pertaining to the same grant are reported on a single line.
The schedule should be reported by grant, not by allotment
code.

Contents of Schedules

Schedule of Expenditures of Federal Awards - The information
that is needed on this schedule is detailed below. For an
example of this schedule with column references, see Exhibit
1.

A. (Column A) - (Column Heading - R) - RESEARCH - This
denotes if the federal assistance is a Research and
Development (R&D) grant. If the assistance is for R&D,
this column should contain an “R.” Otherwise, leave the
field blank. (R&D grants and contracts are awarded on the
basis of research proposals submitted to federal agencies
or pass-through entities. These are most common in the
colleges and universities of the state. The federal
agencies or pass-through entities will inform the
recipient if the award is for R&D.)
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NOTE - If “R” is appropriate in this column, it lﬁ'
PREFERABLE to provide an other identifying number in

Column U.

B. (Column C) - (Column Heading - C) - CASH - This denotes
the type of assistance received. If the assistance is
cash, this column should contain a "C." If the .
assistance is other than cash, this column should contain
an I|N. "

C. (Column E) - (Column Heading - P) - PAYER - This denotes

the source of federal assistance. In the usual case
where the assistance is received directly from the
federal government, this column should contain an "F."
In instances where the assistance is received through
some third party (a non-federal / pass-through entity),
this column should contain a "T."

NOTE - If “T” is appropriate in this column, you MUST
PROVIDE an other identifying number in Column U.

D. (Column G) - (Column Heading - L) - LOANS OR LOAN
GUARANTEES - This denotes if the program involves loans
or loan guarantees. If the program involves loans or
loan guarantees, this column should contain an “L."
Otherwise, leave the field blank.

E. (Column I) - (Column Heading - Grantor Name) - GRANTOR
NAME - This is the federal agency or third party from
which the grant or other assistance is received. DO NOT
ABBREVIATE.

If the grantor agency listed in the grant agreement or
contract is one of the sub-agencies shown in Schedule A,
use the name of the controlling federal agency exactly as
listed in Schedule A as the grantor name. (I.e., if the
grant agreement shows the grantor as the Forest Service,
list the grantor name as the Department of Agriculture;
if the grant agreement shows the grantor as the Food and
Drug Administration, list the grantor name as the
Department of Health and Human Services). For grants
received directly from the federal government, this
column should contain the name of the controlling federal
agency that corresponds with the number entered in Column
Q. If the grantor is a third party, enter the full
official name of the third party as the grantor name.
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F. (Column K) - (Column Heading - State Adgency Name) - STATE
AGENCY NAME - This is the name of the state agency to
which the schedule relates, not the federal grantor. DO
NOT ABBREVIATE or use "Department of.." in front of the
agency's name (e.g., use Health, not Department of
Health).

G. (Column M) - (Column Heading - Program Name) - PROGRAM
NAME - This is the program title (not popular name) as
listed in the Catalog of Federal Domestic Assistance. Use
all punctuation, abbreviation, and capitalization exactly
as shown in the CFDA. (See Section J below for location
of the CFDA on the Internet.)

NOTE - If no CFDA number is available, the program name
must clearly describe the federal award. The federal
agency or pass-through entity is required to provide this
information. Normally, the pass-through agency name or
award number would not be part of the program name.

H. (Column O) - (Column Heading - Grant Period) - GRANT
PERIOD - This is the beginning and ending dates of the
grant or contract as specified by the grantor. "N.A."

may be used in instances where there are no specific
beginning and/or ending dates. Format as follows:
month/day/year-month/day/year (i.e., 10/01/05-09/30/06).
All months, days, and years should be shown as 2 digits.

I. (Column Q) - (Column Heading - Fed Agy) - FEDERAL AGENCY
- This is the federal agency from which the assistance
originates. Refer to Schedule A for a list of federal
agencies. A number has been assigned to each of these
federal agencies and that number is what belongs in this
column. (I.e., if the assistance originated with the
Department of Agriculture, this column should contain the
number 10; and if the assistance originated with the
Environmental Protection Agency, this column should
contain the number 66.) For grants received directly
from the federal government, this column will contain the
number that corresponds to the grantor name shown in
Column I. However, for assistance received from a third
party, this column will contain the number of the federal
agency from which the funds originated. If the
originating federal agency for your grant is not found in
Schedule A, call Sherita Woods at (615) 741-9756.

J. (Column S) - (Column Heading - CFDA #) - CATALOG OF

FEDERAL DOMESTIC ASSISTANCE NUMBER - This is the CFDA
number associated with the specific grant. The Catalog
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of Federal Domestic Assistance can be found on the
Internet at http://www.cfda.gov. For federal assistance
programs for which CFDA information is not available,
"N.A." may be used. (NOTE: The non-availability of a
CFDA number is relatively uncommon and its unavailab%lity
should be verified through discussion with the grantlng_
agency before *N.A.” is used.) Even if "N.A." is used 1in
this column, you MUST PROVIDE the originating federal
agency's name in Column I.

NOTE - If “N.A.” is verified as appropriate for the CFDA
#, you MUST PROVIDE an other identifying number in Column
U.

K. (Column U) - (Column Heading - her Identifyin ) -
OTHER IDENTIFYING NUMBER - This is the specific award
number assigned by the federal awarding agency or pass-
through entity. This is not an intermally assigned
number. "N.A." may be used in instances where no such
number exists.

NOTE - You MUST PROVIDE an other identifying number if:
(1) the grant is received through some third party (a
non-federal / pass-through entity) - “T” is entered in
Column E, or (2) no CFDA number is provided - “N.A.” is
entered in Column S. An other identifying number 1S
PREFERABLE. if the grant is a Research and Development
grant - “R” is entered in Column A.

L. (Column W) - (Column Heading - Cash Disbursements /

' Issues) - CASH DISBURSEMENTS / ISSUES - This is the
actual cash disbursements made or fair market cash value
of non-cash assistance used during state fiscal year
2006. (See OMB Circular A-133 for the rules for
reporting and valuing loans and loan guarantees.) Note
that this column does not include accrued liabilities
established at June 30, 2006. It does, however, include
payments made during FY 06 of accrued liabilities
established prior to July 1, 2005. The amount shown in
this column should be reduced by any program income and
by refunds of prior year expenditures received during FY
06.

Supplementary Information Schedule - The information that is

needed on this schedule is detailed below. For an example
of this schedule with column references, see Exhibit 2.
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A.

(Column A) - (Column Heading - State Grantor Agency Name)
- STATE GRANTOR AGENCY NAME - This is the name of the
state grantor agency from which you received federal
assistance.

. (Column C) - (Column Heading - Program Name) - PROGRAM

NAME - This is the program title (not popular name)
listed in the Catalog of Federal Domestic Assistance.
(See Section D below for the location of the CFDA on the
Internet.)

. (Column E) - (Column Heading - Contract Period) -

CONTRACT PERIOD - This is the beginning and ending dates
of the grant or contract as specified by the state
grantor. "N.A." may be used in instances where there are
no specific beginning and/or ending dates. Format as
follows: month/day/year-month/day/year (i.e., 10/01/05-
09/30/06). All months, days, and years should be shown
as 2 digits.

. (Column G) - (Column Heading - CFDA #) - CATALOG OF

FEDERAL DOMESTIC ASSISTANCE NUMBER - This is the CFDA
number associated with the specific grant. The Catalog
of Federal Domestic Assistance can be found on the
Internet at http://www.cfda.gov. For federal assistance
programs for which CFDA information is not available,
"N.A." may be used. (NOTE: The non-availability of a
CFDA number is relatively uncommon and its unavailability
should be verified through discussion with the granting
agency before “N.A.” is used.)

. {Column I) - (Column Heading - Contract #) - CONTRACT

NUMBER - This is the interdepartmental contract number
for federal grants received through another state agency.

(Column K) - (Column Heading - Cash Disbursements /
Issues) - CASH DISBURSEMENTS / ISSUES - This is the
actual cash disbursements made or fair market cash value
of non-cash assistance used during state fiscal year
2006. Note that this column does not include accrued
liabilities established at June 30, 2006. It does,
however, include payments made during FY 06 of accrued
liabilities established prior to July 1, 2005. The
amount shown in this column should be reduced by any
program income and by refunds of prior year expenditures
received during FY 06.
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ITII.

Iv.

Reconciliation of Grant Activity Schedules

A. Schedules Prepared Using the STARS Schedule of Grant
Activity Report (830)

All state departments, agencies, boards, and commissions
who in accordance with Policy 20 must utilize the STARS
Schedule of Grant Activity Report (830) as a basis for
preparlng their grant activity schedule(s) need to submit
in support of their schedule(s) the STARS 830 Report.

Any reconciling items are to be clearly documented.

B. Schedules Prepared Not Using the STARS Schedule of Grant
Activity Report (830)

All state departments, agencies, boards, commissions, and
component units whose grant activity schedule(s) are not
required to be prepared using the STARS Schedule of Grant
Activity Report (830) must submit as support for their
schedule(s) a reconciliation between disbursements per
the schedule and recorded expenditures in their general
accounting records. This should be done at a grant level
if possible.

C. In any instances where disbursements per the schedule(s)
do not agree with federal financial reports,
reconciliation must also be submitted.

Format of Grant Activity Schedules

Pre-formatted EXCEL spreadsheets have been designed for use
in preparing the grant activity schedules. Access to the
current year pre-formatted EXCEL spreadsheets is available
via e-mail or diskette. Contact Sherita Woods via e-mail at
Sherita.Woods@state.tn.us or by phone at (615) 741-9756 to
make your request. ALL GRANT ACTIVITY SCHEDULES FOR FY 06
MUST BE PREPARED USING THE CURRENT YEAR PRE-FORMATTED EXCEL
SPREADSHEETS. If you should have problems using the pre-
formatted spreadsheets, contact Division of Accounts so that
we may work with you toward an agreeable solution.

Tips for Completion of the Grant Activity Schedules

» Complete schedule header with all reguested information.
Schedule of Expenditures of Federal Awards - enter in
Column K. If you have multiple DUNS numbers enter them
on the appropriate line in Column K separated by commas.
Supplementary Information Schedule - enter in Column C.
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VI.

VII.

> Single-space all grant information on the schedules.
Schedule of Expenditures of Federal Awards - begin
entering information on Line 24. Supplementary
Information Schedule - begin entering information on Line
16.

> Font size is 7.5; font style is Times New Roman. All
columns are formatted as text except for Cash
Disbursements / Issues that is formatted as account1ng,
two decimal places, and no symbol.

» Enter the CFDA # exactly as it is in the catalog
including the point (e.g., 84.063, NOT 84063).

» DO NOT enter information using all caps (e.g.,
Universities Space Research Association, NOT UNIVERSITIES
SPACE RESEARCH ASSOCIATION) .

» Enter the complete program name even if it is longer than
the column width.

> Enter Cash Disbursements / Issues that have been rounded
to two decimal places; allocating grants may cause
amounts that are carried out to more than two decimal
places.

> Total Cash Disbursements / Issues at the bottom of the
schedule. A formula must be typed in; the sum key cannot
be used.

Checklist

The checklist is used to help ensure that all grant activity
schedules are completed per instructions. For a copy of the
FY 06 checklist, see Exhibit 3. The checklist must be
completed and submitted along with the paper copy of the
schedule and any necessary support.

Submission of Grant Activity Schedules to the Division of
Accounts

Please submit only one Schedule of Expenditures of Federal
Awards and one Supplementary Information Schedule per
department. These schedules are due in Division of Accounts
by September 18, 2006. Submit the schedules via e-mail or
diskette along with a paper copy. (Any necessary support
needs only to be in paper copy form.)

When submitting the grant activity schedules via e-mail,

send to Sherita Woods at Sherita.Woods@state.tn.us. The

same day that the schedules are sent via e-mail, send the
paper copies of the schedules along with the required paper
copy support (including checklist) to:
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Department of Finance and Administration
Division of Accounts, Reporting Section
ATTN: Sherita Woods

14™ Floor, W R Snodgrass TN Tower

312 Eighth Avenue North

Nashville, TN 37243-0298

When submitting the grant activity schedules via diskette,
send the diskette along with the paper copies of the
schedules and the required paper copy support (including
checklist) to the above address.

When it is discovered that a revision is necessary to a
grant activity schedule (whether the discovery is made by
the department or by State Audit), call and notify Division
of Accounts immediately. Revised schedules need to be
submitted to the Division of Accounts. The revised
schedules should be marked “REVISED” and show the revision
date. Highlight all changes and additions on a copy of the
revised schedule being submitted; highlight any deletions on
a copy of the previously submitted schedule.

Direct any Questions regarding these procedures to:

Sherita Woods - (615) 741-9756 OR
i W c

OR

Nancy Check - (615) 741-9739 OR
Nancy.Check@state . tn.us
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FY 06 CHECKLIST
SCHEDULE OF EXPENDITURES OF FEDERAL AWARDS

1. Data copied to the preformatted EXCEL spreadsheet was

formatted appropriately prior to copying. Yes N/A

2. An “R” has been indicated for all Research & Development
Grants. Yes N/A

3. A “T” has been indicated for all pass-thru agencies.
Yes N/A

4. An “L” has been indicated for all programs that involve
loans or loan guarantees. Yes N/A

5. Grantor name agrees EXACTLY to controlling federal agency
name, if direct federal dollars. Yes

6. Third party name(s)are complete and have been verified.
Yes N/a

7. State Agency Name does not include “Department of”. Yes

8. Program name agrees EXACTLY to CFDA catalog, including
wording, capitalization, and punctuation. If no CFDA
number, program name clearly describes the federal award.
Yes

9. Grant period dates are formatted appropriately (e.g.
10/01/05-09/30/06) . Yes

10. Federal Agency number agrees to the first two digits of
CFDA Number. Yes

11. CFDA number appears in CFDA catalog, or historical index.
(Otherwise use “N.A.”). (Note: Verify with grantor or
Division of Accounts before using “N.A.”). Yes

12. All grants received through some third party (a non-
federal / pass-through entity) or grants where no CFDA
number is provided have an other identifying number.
Yes N/a

13. Disbursements/Issues amounts are equal to the STARS
Schedule of Grant Activity Report (830) or to recorded
disbursements in the general accounting records, and, to
federal financial reports. (If not, reconciliations have
been completed and attached.) Yes

14. All amounts entered have been rounded to two decimal
places. Yes

15. The STARS 830 Report and/or required reconciliations are
attached to the Schedule. Yes

SUBMIT THIS CHECKLIST ALONG WITH THE PAPER COPY OF THE
SCHEDULE AND ANY NECESSARY SUPPORT TO DIVISION OF ACCOUNTS.
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