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Administrative Rules 

• Minority Health Grants 5001 

• These rules govern administration 

of grants funded by the Commission 

through General Revenue Fund 

(GRF).  Grants awarded to the 

Commission through public or 

private funds (sub-grant or sub-

contractors), will be administered in 

accordance with the requirements 

of the funding source.   



Administrative Rules 

Con’t. 

• (G) A budget revision may be 

submitted to the commission to 

revise an existing project budget. 

When approved by the director of 

the Commission, the revised budget 

supersedes the existing budget. All 

approvals shall be in writing. A 

budget revision will be submitted 

for: 

 



Administrative Rules 

Con’t. 

• (1) Administrative/indirect costs-

once approved may be decreased 

but not increased; 

• (2) A decrease in the grant award or 

total project budget; 

• (3) Additional line items to the 

project budget; 

• (4) A transfer of funds between 

budgeted line items; or 

 



Administrative Rules 

Con’t. 

• (5) A change in the quarterly 

distribution of project funds. 

• (a) Project expenditures shall not be 

allowed when the budget revision 

request is submitted after the 

expenditure is made. 

 



Administrative Rules 

Con’t. 

• (b) Budget revisions must be 

received at least forty-five days 

before the end of the quarter. 

Projects are limited to one budget 

revision a quarter unless acceptable 

justification can be provided. 

 



Administrative Rules 

Con’t. 

• (c) Approval of the budget revision 

shall be acknowledged by return of 

a copy of the request form, with the 

budget revision number entered and 

signed by the director of the 

Commission. 

• The Administrative Rules may be 

founds on the Commission’s website 

at www.mih.ohio.gov.  

http://www.mih.ohio.gov/


Administrative Rules 

Con’t. 

• (d) A notice of rejection of a budget 

revision request shall be provided 

by an explanatory letter from the 

Commission. 

 



Governor’s Executive 

Order 

• Consistent with the Governor’s 

Executive Order 2007 – 09S 

• “refreshments” are not reimbursable 

under this grant.  (See the 

Commission website at 

www.mih.ohio.gov to review the 

EO.) 

http://www.mih.ohio.gov/


What is the definition of  

Internal Controls?  

The measures an organization adopts to: 

encourage adherence to agency policy and 

procedures; promote operational efficiency and 

effectiveness; safeguards assets, and ensures 

the reliability of accounting data.  Internal controls 

encompass both internal administrative controls 

and internal accounting controls. 

 
• Internal controls are simply “good business practices.”   

 



Internal Controls 

Control Principals 

Separation of Duties   

Authorization and Approval  

Custodial and Security Arrangements 

Review and Reconciliation   

Physical Control 

Training and Supervision 

Documentation  

Cost/Benefit 

 



Why are Internal Controls 

Important in State Government?  

• Protection of Public Trust 

• Compliance with Federal, State and Local Laws 

• Public Safety 



Internal Control Problems Frequently 

Noted during a Fiscal Site Visit 

• Financial reports not prepared and/or submitted timely 

• Inadequate documentation to support activity 

• Failure to reconcile cash balances monthly 

• Failure to reconcile in a timely manner 

• Unsupported reconciling items 

• Error within reports (this month’s beginning balance ≠ lasts 

months ending balance 

• Bank reconciliation does not agree to general ledger 

balances 



Internal Control Problems Frequently 

Noted during a Fiscal Site Visit 

• Timely deposits 

• Petty cash controls 

• Lack of purchase requisition orders or approvals 

• Failure to communicate internal controls 

• Lack of: 

– Supporting documentation 

– Proper Training 

– Written Procedures 

– Segregation of Job Duties 

– Approval and Authorization 



Reporting Requirements 

 

• Grants are awarded in year II based on 

performance (meeting of goals & objectives) and 

fiscal compliance. 

• Continuation grants are reviewed and scored.  

Failure to submit Quarterly Reports in a timely 

manner is taken into consideration on the 

review matrix.   

• A low score could result in the year II project 

not being funded.   



Quarterly Fiscal 

Summary Form 



Quarterly Fiscal 

Summary Form  

• The following sections must be 

completed.  

• Dates of the Quarter 

• Quarter (1
st

, 2
nd

, 3
rd

, 4
th

) 

• Agency Name 

• Project Name 

• Grant Contract Number 



Quarterly Fiscal 

Summary Form 

• A – Grant funds received from the 

Commission for the quarter and year to 

date. 

• B – Total Grant expenditures for the 

quarter and year to date. 

• C – Total grant outstanding obligations 

for the quarter and year to date. 

• D – Available grant funds quarter and year 

to date.   



Quarterly Fiscal 

Summary Form 

• Comments and Explanations 

• If expenses are less than 

anticipated on line B, explain the 

reason and provide a future 

spending plan.  

• The page must be signed (in blue) 

by the Executive Director and the 

Fiscal Officer.  Unsigned reports will 

not be accepted.  

 



Quarterly Fiscal 

Summary Form 



Quarterly Fiscal 

Summary Form 

• Personnel 

• A – Staff/Job Title 

• B – Salary expended for the quarter 

• C – Salary budget this year (refer to the 

approved budget). 

• D – Salary expended for the year  

• E – Fringes expended for the quarter 

• F – Fringes budgeted this year (refer to 

the approved budget) 



Quarterly Fiscal 

Summary Form 

• Personnel Cont. 

• G - Fringes Expended this year 

• Subtotal – Total all expenses in each 

separate columns 

• Subtotal – includes the salaries and 

fringe benefits for all employees listed in 

the approved budget.  



Quarterly Fiscal 

Summary Form 



Quarterly Fiscal 

Summary Form 

• Travel –  

• List mileage and all related line itme as 

they appear on the approved budget 

• B – Expended for the quarter 

• C – Budgeted for this year (refer to the 

approved budget) 

• D – Expended year to date.  



Quarterly Fiscal 

Summary Form 

• Equipment (Lease/Rental Only) 

• List items and quantity 

• B – Expended for the quarter 

• C – Budgeted for the year (refer to the 

approved budget) 

• D – Expended for the year 

 



Quarterly Fiscal 

Summary Form 



Quarterly Fiscal 

Summary Form 

• Supplies, Contracts, and Other 

• A – Is itemized per the approved budget  

• B – Expended for the quarter  

• C – Budgeted for the year (refer to the 

approved budget) 

• D – Expended this year 

• All items approved in the budget must be 

listed on this page, even if no expenses 

were charged to the line item for the 

quarter.  

 



Quarterly Fiscal 

Summary Form 



Quarterly Fiscal 

Summary Form 

• Administrative/Indirect Costs 

• A – Must be itemized  

• B – Expended for the Quarter 

• C – Budgeted for the year (refer to 

the approved budget 

• D – Expended for the year 

 



Quarterly Fiscal 

Summary Form 



Quarterly Fiscal 

Summary Form 

• Outstanding Obligations 

• List all outstanding 

obligation/encumbrances incurred 

but not paid at the end of the 

Quarter   

• Outstanding obligations must 

correspond with the approved 

budget 



Quarterly Fiscal 

Summary Form 



Budget Revision Form 

• Must be submitted 45 days before the 

end of the quarter.  Projects are limited 

to one budget revision a quarter unless 

acceptable justification is provided.   

• Example:  The 1
st

 quarter ends 

September 30, 2013.  The signed original 

budget revision must be submitted to the 

Commission by the August 17, 2013, 

which is a Saturday therefore the report 

is due on the next business day August 

19, 2013.  



Budget Revision Form 



Budget Revision Form 

• The following must be completed: 

• Revision # (drop down list) 1,2, or 3 

• Grant Number 

• Project Title 

• Agency Name 

• Fiscal Contact 

• Agency Address 

• Fiscal Contact Telephone 

• Agency Tax ID Number 

 



Budget Revision Form 

• The following must be completed cont.: 

• Grant period  

• Current Budget (refer to the approved 

budget) 

• Revised Budget (changes being made to 

the current budget (increase/decrease in 

a line item or adding/deleting a line item) 

• Expenditures Reported YTD (Money 

expended during the quarter) 

 

 



Budget Revision Form 

• The following must be completed cont.: 

• Quarterly Allotments 

• Current – refer to the current approved 

budget 

• Revised – based on projected quarterly 

expenditures 

• Narrative – Provide the reason the 

revision 

• Signed (in blue) by the Executive Director 

and Fiscal Officer  



Budget Revision Form 



Budget Revision Form 

• Personnel 

• Name/position 

• I - Annual salary (refer to the original 

budget) 

• II - Months on project (refer to the 

original budget) 

• III - Percentage of time on grant (refer to 

the original budget) 

• IV - Amount requested from the 

Commission (refer to the original budget) 



Budget Revision Form 

• V - Other sources of support (refer to the 

original budget) 

• VI - Fringe benefits (refer to the original 

budget) 

• VII - Revised budget – increase/decrease 

in personnel and fringe benefits 

• VIII - Approved budget (refer to the 

original budget) 

• IX - Change – Use +/- symbols in the 

request for revision column 



Budget Revision Form 



Budget Revision 

• Travel  

• I – Project Budget (refer to the 

original budget) 

• II – Agency Support (refer to the 

original budget) 

• III - Change – Use +/- symbols in the 

request for revision column 

• IV – Revised/New Total 



Budget Revision Form 



Budget Revision Form 

• Supplies 

• Must be itemized and include Minority 

Health Month  

• I – Project Budget (refer to the original 

budget) 

• II – Agency Support (refer to the original 

budget) 

• III - Change – Use +/- symbols in the 

request for revision column 

• IV – Revised/New Total 

 

 



Budget Revision Form 



Budget Revision 

• Administrative/Indirect 

• I – Project Budget (refer to the 

original budget) 

• II – Agency Support (refer to the 

original budget) 

• III - Change – Use +/- symbols in the 

request for revision column 

• IV – Revised/New Total 

 



Budget Revision 

• Administrative Subtotal 

• I – May not exceed the 15% of the 

total award amount 

• II – Agency support amount 

• III – Change (+/-) request for revision 

(refer to the approved budget) 

• Administrative cost can never 

increase but can decrease 

 



Budget Revision 

• Total 

• I – Can not exceed the award amount 

• II – May exceed the award amount and 

documents the  20% agency support 

• III – Change in administrative cost can 

remain the same or decrease 

• IV – Revised new total can never exceed 

the approved budget. 



Budget Revision Form 



Budget Revision 

• Budget narrative/justification 

• Must be itemized (refer to the 

previous approved budget) 



Due Dates 

• October 15, 2013 – 1
st

 Quarter report is due (reporting period 

July 1, 2013 – September 30, 2013) 

• January 15
,
 2014 – 2

nd
 quarter report due (reporting period 

October 1, 2013 – December 31, 2013) 

• April 15, 2014 – 3
rd

 Quarter Report is due (reporting period 

January 1, 2014 - March 31, 2014) 

• July 15, 2014 – 4
th

 quarter report due (reporting period April 1, 

2014 – June 30, 2014) 

• August 15, 2015 – Biennial Reports (MIH/MIHL reporting period 

July 1, 2013 – June 30, 2016) 

• October 31, 2016 – Fiscal Program Specific Audit 

• If a report due date is on a weekend, the report due date is the 

next Monday business day.   

• The a report is due date is on a holiday, the report is due on the 

next business day.  

 



Site Visits 

• An on-site visit will be conducted for all 

newly funded agencies. 

• What to expect? A review of source 

documents must be made available for 

randomly selected items charged on the 

most recently submitted Fiscal Quarterly 

Report. 

• The first round of site visits will be 

conducted in October or early November 

2013.  

 

 



Site Visits Continued 

• Agencies who submit correct fiscal 

quarterly reports in a timely manner 

will be subjected to a desk top audit 

instead of an on-site audit  

• You agency will be contact to set up 

a time and date to submit source 

documents to support quarterly 

expenditures via scan or fax for 

review  



Questions 

• Contact Information 

• Venita.O’Bannon@mih.ohio.gov  

• 614-728-4348 


