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Section 1: Introduction, Roles, and Responsibilities
1.1. Purpose and Scope of Policy
The purpose of this policy is to delineate responsibilities for grants administration, and to provide a
procedural framework for the day-to-day financial management of federal grant awards to the
American Samoa Department of Education (ASDOE).

1.2. Overview
The definition of a grant, in the simplest terms is "a sum of money given by an organization, such as a
government, for a particular purpose" (Oxford Dictionary). In the case of the American Samoa
Government (ASG), the United States Federal Government provides many grants to the American
Samoa Department of Education for the purpose of funding a wide variety of local programs and
activities. Numerous Federal laws, regulations, and guidelines govern the manner in which grant funds
are accounted for, and how grant activities are reported. However, the basic elements of a grant remain
the same. A sum of money is provided for a particular purpose, such as teacher professional
development, after-school programs, education technology, etc.
The proper expenditure of these grant funds is central to an organization's ability to achieve the intended
purpose of the grant. Inadequate planning and poor internal controls may result in grant dollars being
misspent or possibly not spent at all. In order to ensure that grant-funded projects are completed
successfully within the agreed-upon timeframe, it is important for all individuals involved in grants
administration to understand the processes required, and to understand their particular role in the
process.

1.3. Roles and Responsibilities
The administration of Federal grants is a multi-departmental effort, which encompasses not only the grant
recipient, but also the Budget Department, Treasury Department, and Procurement Office, among others.
However, it is the ASDOE, as the grant recipient, who bears the primary responsibility for ensuring that the
grant's goals and objectives are met, and that the government complies with the terms and conditions of
the grant. Therefore, it is incumbent upon the grant recipient not only to be aware of responsibilities, but
also to clearly delineate, who in their organization is responsible for specific areas (See Appendix B,
Provisional Organizational Chart).
Grant Coordinator/Project Manager/Principal
The Grant Coordinator or Project Manager is the individual primarily responsible for ensuring that the
grant's goals and objectives are met within the agreed-upon timeframes established in the grant award.
Principals take on the responsibilities of a Project Manager but are not the point of contact when dealing
with school based Consolidated Grant budgets. The Grant Coordinator/Program Manager/Principal's
responsibilities include, but are not limited to the following:
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● Ensure that grant funds are used in accordance with the grant budget.
● Ensure that grant-funded activities and purchases are allowable, reasonable, and serve to achieve
the purpose of the grant.
● Provide timely data and reports to the Consolidated Grant Management Coordinator to ensure that
the Director of the ASDOE is able to submit timely and accurate financial and progress reports.
● Verify Purchase Requisitions.
● Coordinators/ Project Managers (not Principals) monitor the activity of any sub-grantees where
applicable to ensure that they accomplish their stated goals and objectives and adhere to grant
terms and conditions.
● Maintain well-organized grant files that contain all required and pertinent documents related to
the performance of the grant award goals and objectives; annually certify that the grant files are
complete.
Assistant Director/Division Head
The Assistant Director/Division Head may act as the Project Lead for an entire grant or for a particular
project within a grant to ensure that all programs under his or her direct supervision are in alignment and
support the overall goals and objectives of the ASDOE (Note: This is for the Consolidated Grant).
For ECE, Lunch Program, SPED: The Assistant Director/Division Head may either act as the Grant
Coordinator/Program Manager to ensure that all programs under their direct supervision are in alignment
and support the overall goals and objectives of the ASDOE.
Fiscal Officer
If no Fiscal Officer is present, the roles and responsibilities detailed below become the responsibility of the
ASDOE Chief Financial Analyst.
The Fiscal Officer or Chief Financial Analyst handles most of the financial-related aspects of grant
administration and is primarily responsible for ensuring that grant funds are properly accounted for, i.e.,
grant expenditures are allowable, are adequately documented, and are accurately recorded in the
accounting system.
The Fiscal Officer's responsibilities include, but are not limited to the following:
● Establish a system for tracking grant expenditures, by budget category.
● Prepare purchase requests and direct payment vouchers.
● Ensure that expenditures contain the proper accounting codes and are charged to the
appropriate grant account.
● Ensure that funding is available in the budget categories affected.
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● Prepare the initial BUD-202 to establish the grant account and prepare subsequent BUD-202's
(See Appendix A) when necessary to transfer funds between budget categories.
● Prepare the SF-425 Federal Financial Report or other financial reports as required (See Appendix
A).
● Reconcile grant financial data with ASG Treasury's accounting system to ensure that financial
records are accurate and up to date.
● Maintain a well-organized financial file that contains all documentation pertinent to the financial
management of the grant.
Chief Financial Analyst
The Chief Finance Analyst has the primary responsibility of overseeing all the financial-related aspects of
grant administration for the ASDOE.
The Chief Financial Analyst's responsibilities include, but are not limited to the following:
● Establish a system for tracking grant expenditures, by Grant.
● Prepare purchase requisitions where appropriate.
● Review all purchase requisitions to ensure that expenditures contain the proper
accounting codes and are charged to the appropriate grant account.
● Ensure that funding is both allowable and available in the budget categories affected.
● Prepare/Review the initial BUD-202s to establish the grant accounts and prepare/review
subsequent BUD-202's when necessary to transfer funds between budget categories.
● Prepare/Review the SF-425 Federal Financial Reports or other financial reports as required.
● Reconciles grant financial data with ASG Treasury's accounting system to ensure that
financial records are accurate and up to date.
● Maintain a well-organized financial file that contains all documentation pertinent to the financial
management of all ASDOE grants.
● Follow up with other ASG agencies in tracking purchase requisitions from initiation to final
payment.
● Prepare quarterly expenditure versus budget reports to track expenditure rates per grant.
● Be the point-of-contact for all audit activities.
Contracts Officer
The Contracts Officer has the responsibility to initiate and oversee all contractual agreements for the
ASDOE. The Contracts Officer's responsibilities include, but are not limited to the following:
● Aid in the development of the scope of work and budget for contractual services.
● Ensure that all contracts follow ASG and Federal rules and guidelines.
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● Monitor payment requests to ensure that payment requests match work completed.
● Work with other ASG departments in the preparation, execution of contracts, and
subsequent payment requests related to contractual agreements.
● Supervise contract closeout processes to ensure that the scope of work has been
completed and that funds have been properly disbursed.
Deputy Directors
The Deputy Directors oversee divisions or offices within the ASDOE. Their responsibility includes the
supervision, oversight, and quality assurance of all grant activities under their direct supervision.
Director of Education
The Director of Education is ultimately responsible for the performance of the grants
management teams. It is incumbent upon the Director to provide an appropriate level of
supervision and establish an overall work environment conducive to effective grants
management.
Responsibilities include the following:
● Ensure that staff assigned to the grant process possess the knowledge and skills necessary to
manage Federal grant programs effectively.
● Review and authorize all expenditures and reports prepared by the Grant Coordinator
and/or Fiscal Officer.
● Provide an environment that encourages the practice of strong internal controls.
● Provide the level of supervision necessary to ensure that grant managers are performing their
duties at an acceptable level of competence and take corrective action when appropriate.
● Serve as the point-of-contact between the ASDOE and the funding agency.
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Section 2: Purpose, Terminology, Contact Information
The purpose of this policy is to delineate responsibilities for grants administration and to provide a
procedural framework for the day-to-day financial management, expenditure, and accounting of federal
grant awards in accordance with grant requirements.
The following information is presented:
● Online resources: Web references are inserted throughout the handbook.
● Definition of terms: Common terms used in grant management systems.
● Regulatory overview: Various local and national regulations governing the administration of
ASDOE grants.
● Grants administration basics: Information on budgeting and accounting; documentation and
recordkeeping for equipment and time; inventory; and monitoring, termination, amendments, and
close out.
● Education Department General Administrative Regulations (EDGAR): Grant-related guidance
from Title 34 and Title 2 of the Code of Federal Regulations (CFR) that applies to independent
school districts, open-enrollment charter schools, institutions of higher education, and nonprofit
organizations.
● Cost Allocation Guide for State and Local Governments: Guidance on how to allocate costs,
on direct and indirect administrative cost rates, and on time and effort documentation.

2.1. Grants Administration Contact Information
The ASDOE Grants Administration can be reached at:
Phone number:
FAX number:
Website:
Address:

684-633-5237
684-633-4240
https://www.doe.as
Utulei, Pago Pago, AS 96799

2.2. Grant Types
ASDOE administers two types of grants: formula grants and discretionary grants.
2.2.1. Formula Grants
A formula grant is a type of mandatory grant awarded based on a formula, or set of criteria for specific
types of work, that is typically outlined in legislation or regulation. The Consolidated Grant is one example
on a formula grant. IDEA preschool grants are an additional example.
Grantees do not compete for formula grants; although grantees are required to complete grant applications
and comply with grant requirements to ensure that funds are used to meet the purpose and goals of the
grant program.
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In education, recipients of formula grants are state or local education agencies (SEAs, (e.g. ASDOE) or
LEAs (e.g. school districts, private schools) and grant funds are disbursed based on a mathematical
formula defined in legislation. This formula accounts for the LEA’s population, among other factors. For
example, for Title 1 formula grants, a LEA’s funding depends on several factors, including the number of
“formula children” served. “Formula children” are students either from low-income homes, live in foster
homes or institutions for neglected or delinquent children, or are from families that receive Temporary
Assistance for Needy Families (TANF).
2.2.2. Discretionary Grants
A discretionary grant, such as the Teacher and School Leader Incentive Program (TSL) is an award made
by the awarding agency (funder) in which the agency has discretion, or choice, in deciding which applicants
receive funding based on eligibility and merit. Most agencies award discretionary grants through a
competitive review process. Applicants submit grant applications and the awarding agency reviews and
evaluates the proposals based on legislative and regulatory requirements and on its potential to meet the
purpose of the grant program. The applicant chosen to receive funding becomes a grantee.
2.3.2.1. Discretionary Competitive Grant
The funder defines eligibility criteria, and eligible applicants submit applications that conform to stated
criteria. Applications are reviewed and scored to determine which applicants receive grant funding. The
National Resource Centers are an example of a discretionary competitive grant.
2.3.2.2. Discretionary Competitive Continuation
Additional funding is made available only to grantees under the original grant application for an extended
grant period beyond what was specified in the original grant application.
2.3.2.3. Discretionary Noncompetitive
The funder identifies a list of eligible applicants and makes funds available to all eligible applicants that
apply and pass a review of the application’s financial and technical feasibility.

2.3. Definition of Terms
Applicant: A entity seeking funding (grant) from a funder.
Budget: An applicant's financial plan showing use of funds for carrying out project objectives, services, or
activities as found on the budget narrative form and on other budget documents required by the funder.
Budget Period: The intervals of time into which a project period is divided for budgetary purposes (e.g.,
quarterly, monthly, annually).
Carryover: Funds remaining at the end of the grant period that are made available to grantees; this allows
grantees to use unobligated balances from the prior fiscal year in the current year.
Conflict of Interest: A situation in which an individual is in a position to derive personal benefit from
actions or decisions made in their official capacity; this requires that the individual must disclose in writing
any potential conflict of interest in accordance with applicable federal and/or state laws or policies. This
may require that an individual be recused in certain circumstances.
10
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Disbursement: Payment made in cash, by check, or via other electronic means.
Data Universal Numbering System (DUNS): A proprietary, worldwide standard system developed and
regulated by Dun & Bradstreet (D&B) that assigns a unique DUNS number to each business entity in its
database. The federal government’s Office of Management & Budget adopted the use of DUNS numbers
for registering with the System for Award Management (SAM). Every non-federal entity is required to have
a DUNS number in order to apply for, receive, and report on a federal award. Find more at
https://www.dnb.com/duns-number.html
Equipment: A non-expendable item, such as a built-in facility, a movable or fixed unit of furniture or
furnishings, an instrument or apparatus, a machine (including attachments), instructional skill-training
device, or a set of small articles whose parts are replaceable or repairable, the whole retaining its identity
and utility over a period of time which is characteristic for items of its class, with a useful life of more than
one year. *Federal equipment definitions may differ from state definitions. For Federal Grants Management,
the federal definition, together with any directions in the Grant Award Notification take precedent.
Grant: A sum of money given by an organization, especially a government, for a particular purpose; also
known as Project Award.
Grantee: The entity that receives or is awarded a grant; also known as project recipient.
Mandatory Disclosure: Must disclose, in a timely manner and in writing, all violations of criminal law
involving fraud, bribery, or gratuity violations potentially affecting the project award.
Monitoring: Actions, activities, and practices used to determine that funds are used, and programs are
operated in accordance with applicable federal and local statutes and regulations.
Notice of Grant Award: The notice of approval of a grant application sent to grantee that specifies the
amount of funds awarded, the project period, and any special requirements or restrictions to be imposed by
the funder.
Obligation: Funding that is committed to a specific purchase or service; An amount for orders placed,
contracts awarded, services received, or for similar transactions during the specified project period that
require payment during the same or a future period.
Project: Services or activities that a grantee agrees to provide for a specified period of time using state or
federal funds awarded to a project recipient.
Project Application: An entity's request for a grant under state or federal education programs.
Project Award: See Grant
Project Period: The length of time for which a project has been authorized/awarded.
Project Recipient: See Grantee
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Request for Application or Request for Proposals (RFA or RFP): The official document that describes a
grant program and includes the guidelines governing the program, any legal provisions and assurances
that apply to the grant program, as well as the grant application and instructions for completing it.
Supplement, Not Supplant: The purpose of a supplement, not supplant provision is to help ensure that
federal grant funds are expended to benefit the intended population defined in the authorizing statute,
rather than being diverted to cover expenses that the SEA or LEA would have paid out of other funds in the
event the federal funds were not available. In this way, the federal government can ensure that the level of
state and local support for a program remains at least constant and is not replaced by federal funds.
Penalties for supplanting are often severe. All federal funds involved in a supplant normally must be
returned to the federal government. Since audits are usually conducted after the grant period has ended,
there is often no other alternative corrective action available other than returning the funds.
Roll-Forward: Unobligated balances of an award or project that are allowed to be continued in
subsequent funding periods
System for Award Management (SAM): A US federal government owned and operated free website that
consolidates the capabilities in Central Contractor Registration (CCR)/FedReg, Online Representations and
Certifications Application (ORCA) and the Excluded Parties List System (EPLS). Both current and potential
government vendors are required to register in SAM in order to be awarded contracts from the US
government. Find more at https://www.sam.gov/
Supplies: All expendable property (excluding equipment, intangible property, and debt instruments) that
are consumed, worn out, or deteriorated in use or that lose their identity through fabrication or incorporation
into a different or more complex unit or substance.
References
Formula Grant Definition. (2005, December 15). Retrieved from
https://www2.ed.gov/fund/grant/about/formgrant.html
Stephenson, T., & Kaiser, P. (2018, February). Title I Application Formulas. Presented at National Title I
Conference, Philadelphia. Retrieved from
https://www2.ed.gov/about/offices/list/oese/oss/technicalassistance/titleiallocationformulastitleiconfppt2201
8.pdf
US Department of Education. (2015, August). Grantmaking at ED: Answers to Your Questions About the
Discretionary Grant Process. Retrieved from
https://www2.ed.gov/fund/grant/about/grantmaking/grantmaking.pdf
What Is a Discretionary Grant? (2017, September 06). Retrieved from
https://blog.grants.gov/2016/05/17/what-isa-discretionary-grant/
What is a Formula Grant? (2017, September 27). Retrieved from https://blog.grants.gov/2016/07/13/whatis-a-formula-grant/
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Section 3: Regulatory Overview
Grant management is based on regulations contained in the following sources:
● EDGAR, Education Department General Administrative Regulations
(http://www2.ed.gov/policy/fund/reg/edgarReg/edgar.html)
● American Samoa Bar Association: Chapter 01 – Budget Manual-Program Planning and Budget
Development
(https://www.asbar.org/index.php?option=com_content&view=category&id=842&Itemid=294)

3.1. ASG Policy and Guidance
The American Samoa Government outlines its budget requirements in 5 A.S.A.C.§1. Sections directly
applicable to ASDOE grant budgeting include:
IV.
Budget Development Process
V.
Budget Forms and Instructions
VII.
Budget Review
VIII.
The Budget Execution Phase
IX.
Performance Evaluation
New organizational plans and reorganizations affecting the shift of functions, employees (including hiring)
and salary reclassifications must be approved by Office of Program Planning and Budget Development
(OPPBD) before implementation. Position reclassifications, job descriptions and salary determinations are
functions of the Office of Manpower Resources. Additionally, no agency may design and issue new
standard forms for government wide use without approval and form number from OPPBD.
3.1.2 Budget Development, Review, & and Execution Phases
Budget development starts with a determination by the Governor of territorial priorities to be addressed for
the upcoming year, based on an assessment of past achievements, current problems, and future plans.
The Governor's determination is made in conceptual terms which are later summarized and translated into
specific targets for use by the agencies in the preparation of their preliminary budget proposals.
The table below illustrates an outline of the ASG budget process, from development through execution.
SCHEDULE

BUDGET PHASE ACTIVITY
Budget Development Phase

October 1 - November 30 The Office of Program, Planning and Budget Development (OPPBD)
requests that each ASG agency, including ASDOE, give justification of
their current programs and plans for the upcoming year
December 1 Development Planning Office Director relays 5-year projections to
Governor on employment trends, industrial production, inflation rate,
interest rates and sales trends
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3rd week of December OPPBD summarizes all justifications and presents 3 options to the
Governor to support the Governor’s determination of policy planning for
the upcoming year
January OPPBD issues a call for preliminary budgets, specifying for each
departmental activity personnel costs, travel expenses, contractual
services, materials and supplies, equipment, motor vehicle schedules,
and other program costs.
Local Budget Review Phase
First week of February Preliminary budget proposals are due to OPPBD
February First local budget review begins; OPPBD analyzes and revises agency
budgets based on agency feedback
First week of March Agency directors can appeal to Governor regarding requested
adjustments to proposed budgets
March OPPBD makes final changes and prepares the budget resolution for the
Fono's consideration
April 15 The Fono reviews the budget resolution; directors are called to testify
before the appropriate committees concerning their budget requests
Federal Budget Review Phase
April 30 Federal budget review; Approved budget resolution and comments from
Governor and Fono are translated into the Department of Interior (DOI)
budget format
May 15 ASG preliminary budget proposal due to DOI
Mid-June The Office of Territorial and International Affairs (OTIA) informs the ASG
about DOl passback and makes final adjustments based on Governor’s
advice
Mid-September OMB receives DOl budget
Mid-September to mid- Consultation and concurrence among OMB, DOl, OTIA and the ASG
December
Mid-December DOI budget due to Washington D.C. for inclusion in the President’s
budget
March to June US Congressional budget hearings; OPPBD staff collaborate with budget
committee, OTIA and congressional staff, DOI, and OMB to finalize
September to December Final congressional actions communicated
(estimate)
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Early June OPPBD issues a call for final budget estimates for the budget year for all
ASG agencies
Budget Execution Phase
April Fono Hearings: Fono reviews preliminary budget from Governor and
passes a budget resolution. An appropriations act specifies the
funding amount approved at departmental level.
October 1 Director of Planning and Budget issues a notification of authorization
after the Governor has signed the appropriations act to include amended
detailed budget schedules and limitation on spending under the
concurrent resolution
Quarterly Director of Administrative Services requests an annual work plan (AWP)
from each department and then quarterly apportionments to track
expenditures.
3.1.3 Budget Forms and Instructions
5 A.S.A.C.§1 outlines specific forms and instructions required from every ASG agency, including ASDOE,
that should be completed at the preliminary budget stage.
SECTION
Summary: Departmental
Highlight Summary

CONTENTS
Summary of department’s request, Governor’s Recommendations,
functional responsibilities of the department, budget year objectives,
and projected accomplishments for the proposed activities

Summary: Resource Summary Summary of Detail 1 and 2 forms, department’s identification
information, funding source and approved budget
Detail 1: Program Budget
Summary

Department’s identification information, funding source, objective,
output measures, budget requirements

Detail 2: Personnel Costs

For each employee: name, grade and step increment, overtime, fringe
benefits, benefits for career service and contract employees, taxes,
total costs, total staffing

Detail 3: Travel Expense

Projected travel funds required: airfare, per diem, other expenses

Detail 4: Contractual Services

Consultant name, project, costs (including travel), maintenance,
employee training, other costs

Detail 5: Materials and
Supplies
Detail 6: Equipment

Projected needs for materials and supplies; compare with previously
approved budget, project service levels, and add 8% for inflation
Estimate of equipment needs based on current General Services
Administration (GSA) prices (obtained from Office of Material
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Management) and add 8% for inflation
Detail 7: All Other Costs

Budget for all other costs not specifically enumerated in other forms or
categories; based on actual usage in past fiscal years plus 8% for
inflation

Detail 8: Motor Vehicle
Schedule

List of all vehicles that agency currently owns by type, year, make,
license number, year in which it was purchased, cost, mileage driven, to
whom assigned and identification between those purchased by federal
grants and local and Department of Interior funds

Capital Improvement Projects
(CIP)
Enterprise and special
revenue funds

Justification of need for CIP request, how new CIP will be maintained,
and source of funds
Profit and losses for enterprise and special revenue funds; projected on
the accrual basis of accounting and allows for the matching of revenues
against expenses for the planned fiscal year

Budget transfer: A transfer for budgeted funds from one agency to another; does not require a change in
purpose, change in approved budget, or the transfer of funds between object classes within the same
numbered account; form BUD-14 is required (See: Appendix A).
Budget reprogramming: A transfer for funds that changes the approved scope of operations, or changes
funding between numbered accounts or major program categories. For local funds, reprogramming
between (a) numbered accounts shall be made only once per quarter; (b) major program categories shall
be made only once a year and with the Governor's approval; (c) departments or offices shall be made only
once a year and with the Governor's approval. Changes require an approved revised work plan.
The Director of Budget approves all reprogrammings up to $25,000 or 30% of the line account, whichever
is less. The Fono approves all reprogrammings that exceed $ 25,000 or 30% of the line account. Line
account refers to the numbered account within a department or office, a special program, a capital
improvement project, operating programs, special revenue, or enterprise funds.
For DOI funds, reprogramming should be made only when an unforeseen situation arises and should not
be employed to initiate new programs or to change allocations specifically denied, limited or increased by
the Congress in the appropriations act. Additionally, any project or activity that is deferred through
reprogramming cannot be funded through a further reprogramming; instead, funds need to be sought
through the regular appropriations process.
Any proposed reprogramming must be submitted to the legislative oversight committee in writing prior to
implementation if it exceeds $250,000 annually or results in an increase or decrease of more than 10%
annually in affected programs. All reprogrammings need to be reported to the committee quarterly and
include cumulative totals.
For all federal grant funds, all reprogramming must adhere to Federal law, regulations, guidance, and the
terms set forth in the Grant Award Notification (GAN).
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3.1.4 Performance Evaluation
Each ASG agency is required to submit quarterly performance reports to the OPPBD on January 15,
April 15, July 15, and October 15 of each year. The report should include:
● Annual Work Plan(s)
● Quarterly Budget vs. Expenditure Report
● Narrative Summary, including progress made on the annual work plan(s), problems encountered,
adjustments needed to the plan and future outlook for the agency
Agencies are also reviewed by the Office of the Federal Comptroller and submit to financial and operational
audits by the Office of the Territorial Auditor. Further, OPPBD makes program analyses and performance
evaluations of selected agencies. ASG agencies are encouraged to conduct internal evaluation as a
management tool for self-improvement.

3.2. Federal Laws & Regulations
3.2.1 The Elementary and Secondary Education Act (ESEA) as Amended by Every Student
Succeeds Act (ESSA)
The Elementary and Secondary Education Act (ESSA) (ESEA) was reauthorized by the U.S. Congress and
signed by President Obama on December 10, 2015 as the Every Student Succeeds Act (P.L.114-95). The
prior authorization was the No Child Left Behind Act of 2001 (NCLB).
Key ESSA resources, including guidance documents are available on USDE’s Laws & Guidance: ESSA
website. Guidance documents include, but are not limited to the following:
● ESSA Dear Colleague Letter on ESEA Section 8546 Requirements (June 27, 2018)
● Memorandum to Title I Directors Regarding the Timeline for Implementing the New Title I
Supplement, Not Supplant Requirements (December 6, 2017)
● ESSA Dear Colleague Letter on per-pupil expenditures reporting (June 28, 2017)
● ESSA Dear Colleague Letter on School Support and Improvement Activities and Consultation
(April 10, 2017)
● ESSA State and Local Report Cards Guidance (January 6, 2017)
● ESSA High School Graduation Rate Guidance (January 6, 2017)
● Evidence Guidance (September 16, 2016)
● Dear Colleague Letter on ESSA Transition Technical Assistance and Resources (August 5, 2016)
● Dear Colleague Letter on Stakeholder Engagement (June 22, 2016)
3.2.2 Uniform Administrative Requirements, Cost Principles, and Audit Requirements for Federal
Awards
Part 200 of the Federal Code of Regulations – Uniform Administrative Requirements, Cost Principles, and
Audit Requirements for Federal Awards (CFR Part 200) provides acronyms and definitions (Subpart A),
general provisions (Subpart B), Pre-Federal Award Requirements and Contents of Federal Awards
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(Subpart C), Post Federal Award Requirements (Subpart D), Cost-Principles (Subpart E), and Audit
Requirements (Subpart F). Appendices provide additional direction for subcontract provisions, indirect
costs, cost allocations, compliance, and award terms and conditions. ASDOE provides a required annual
training for grant coordinators and project leads on CFR Part 200.
Audit Requirements are available at 2 CFR Part 200, Subpart F, and Appendix XI
Updates to the Uniform Administrative Requirements, Cost Principles, and Audit Requirements for Federal
Awards are located here: Technical Assistance for ED Grantees
3.2.3 Education Department General Code of Regulations
Title 34 of the Code of Federal Regulations (34 CFR), known as the Education Department General
Administrative Regulations (EDGAR), pertains to federal grants from USDE and administered by ASDOE.
With the incorporation of new Office of Management and Budget (OMB) guidance into general federal
regulation, EDGAR has been updated (December 26, 2014). The new EDGAR consists of multiple parts
and regulations. For a complete description of the federal regulations that apply to federal education grant
awards, visit USDE’s EDGAR website.
Summary of Cost Principles and Links to Full Text
A complete set of cost principles is available for federal grantees to consult to determine allowable and
unallowable program-related expenditures according to OMB guidelines. Cost Principles. All costs should
align with items in the budget summary of grant applications.
3.2.3.1 When Grantees May Begin to Obligate Funds: 34 CFR 76.708
Obligations refer to when various categories of grant expenditures should be made by States and
subgrantees.
For formula grants, grantees may begin to obligate funds on either the day they become available or the
date an application is submitted to the state in substantially approvable form, whichever occurs later. For
discretionary grants, grantees may start to obligate funds on the Notice of Grant Award (NOGA) date,
unless pre-award has been permitted.
The obligation of funds for grant-related expenditures varies by property and service type. For example, the
acquisition or real or personal property would require an obligation on the date the grantee makes a binding
written commitment to acquire said property. Obligation to personal services performed by an employee of
the grantee would occur when the services are delivered. A list of obligations by expenditure type is
provided below:

18

AMERICAN SAMOA DEPARTMENT OF EDUCATION

GRANTS POLICY & PROCEDURES MANUAL
If the obligation is for -

The obligation is made -

(a) Acquisition of real or personal property

On the date on which the State or subgrantee
makes a binding written commitment to acquire
the property.

(b) Personal services by an employee of the
State or subgrantee

When the services are performed.

(c) Personal services by a contractor who is not
an employee of the State or subgrantee

On the date on which the State or subgrantee
makes a binding written commitment to obtain the
services.

(d) Performance of work other than personal
services

On the date on which the State or subgrantee
makes a binding written commitment to obtain the
work.

(e) Public utility services

When the State or subgrantee receives the
services.

(f) Travel

When the travel is taken.

(g) Rental of real or personal property

When the State or subgrantee uses the property.

(h) A pre-agreement cost that was properly
approved by the Secretary under the cost
principles in 2 CFR part 200, Subpart E – Cost
Principles

On the first day of the grant or subgrant
performance period.

(Authority: 20 U.S.C. 1221e-3, 3474, and 6511(a)); [45 FR 22517, Apr. 3, 1980. Redesignated at 45 FR 77368, Nov. 21, 1980, as amended at 55
FR 14817, Apr. 18, 1990; 57 FR 30342, July 8, 1992; 79 FR 76094, Dec. 19, 2014]

3.2.3.2 Rules Applicable to Obligations Made During a Carryover Period: 34 CFR 76.710
Regulations applicable to a program remain in effect during any carryover period. States and subgrantees
must carryover funds in accordance with federal statutes and regulations, as well as any State plan or
subgrant application required for submission for the carryover period.
3.2.3.3 Records Requirements: 34 CFR 76.730
States and subgrantees must maintain records that show grant or subgrant fund amounts in their entirety,
how the funds are used, the total costs of the project, the portion of costs coming from other sources, and
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any and all other records necessary to perform an effective audit. These records are available from ASG
Budget Office and are required to be filed in ASDOE Grant Files.
3.2.4 Federal Fiscal Monitoring
ASDOE monitors the activities of federal grant subrecipients to ensure that federal grant awards are used
for authorized purposes in compliance with federal statutes, regulations, and the terms and conditions of
federal awards. This requirement is given in Title 2 of the Code of Federal Regulations (CFR), 200.331(d)
and 34 CFR §76.770.
3.2.5 Requirements for Federal Grant Recipients
Compliance with Federal Financial Management Standards
All subrecipients of federal grants must have a financial management system that meets certain federal
financial management standards. All grant applicants agree to this requirement when they certify and
submit a grant application. The requirement is given in 2 CFR 200.302.
Compliance with Financial Accounting and Reporting
ASDOE must maintain records in accordance with the provisions of 2 CFR 200. ASDOE maintains and
utilizes an accounting system that uses the mandated fund-code structure. The accounting system allows
ASDOE to report budgets, encumbrances, and expenditures in its general ledger in accordance with FAR
(or Module 11). Fund codes must be able to identify the source of funds (the grant program) and include an
object code that identifies the expenditure category.
Compliance with Generally Accepted Accounting Principles
All subrecipients of federal grants must account for expenditures in accordance with generally accepted
accounting principles (GAAP). GAAP addresses issues that help subrecipients account for their
expenditures consistently and maintain financial statements that are reliable and verifiable by an
independent party. The FAR and Module 11 code structures are established to accommodate compliance
with GAAP, which reflects federal financial accounting standards.
Monitoring, Compliance Reviews, and Enforcement Actions
ASDOE conducts federal fiscal grant and subrecipient monitoring and compliance reviews quarterly, and
implements related enforcement actions, in accordance with its established policies and procedures, and in
accordance with the Code of Federal Regulations, Part 200.331, which requires ASDOE to “evaluate each
subrecipient’s risk of noncompliance with federal statutes, regulations, and the terms and conditions of the
subaward for purposes of determining the appropriate subrecipient monitoring.”

3.3. Civil Rights
ASDOE is committed to ensuring equal access to education and to promoting educational excellence
through vigorous enforcement of civil rights in our schools. ASDOE provides annual trainings on Civil
Rights and encourages all personnel, education stakeholders, and members of the community to familiarize
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themselves with civil rights laws, regulations, and guidance. Links to select federal laws, regulations, and
guidance are here:
● Disability Discrimination (Title II of the Americans with Disabilities Act)
○ Section 504 FAQ
● Sex Discrimination (Title IX of the Education Amendments of 1972)
● Race and National Origin Discrimination (Title VI of the Civil Rights Act of 1964)
● Dear Colleague Letters and Other Policy Guidance

3.4. Family Educational Rights and Privacy Act (FERPA)
The Family Educational Rights and Privacy Act (FERPA) is a federal privacy law that affords parents
certain protections with regard to their children's education records, such as report cards, transcripts,
disciplinary records, contact and family information, and class schedules. Parents have the right to review
their child's education records and to request changes under limited circumstances.
To protect their child's privacy, the law generally requires schools to ask for written consent before
disclosing their child's personally identifiable information to individuals other than the parents.
When a student turns 18 years old, or enters a postsecondary institution at any age, the rights under
FERPA transfer from the parents to the student (“eligible student”). The FERPA statute is found at 20
U.S.C. § 1232g and the FERPA regulations are found at 34 CFR Part 99. Additional information and
guidance can be found at the U.S. Department of Education links below:
●
●
●
●

FERPA Overview
Guidance for Students
Guidance for Parents
Regulations

3.5. IDEA
The Individuals with Disabilities Education Act (IDEA) is the federal special education law that ensures
public schools serve the educational needs of students with disabilities. IDEA requires that schools provide
special education services to eligible students as outlined in a student’s Individualized Education Program
(IEP). IDEA also provides very specific requirements to guarantee a free appropriate public education
(FAPE) for students with disabilities in the least restrictive environment (LRE). FAPE and LRE are the
protected rights of every eligible child, in all fifty states and U.S. Territories.
● IDEA Website
● Text of the Individuals with Disabilities Education Act (PDF, 529KB)
● ASDOE IDEA Handbook
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Section 4: Grant Award & Set Up
All grant awards require that grantees comply with laws and regulations governing the administration of
federal grants and cooperative agreements. Failure to comply with these requirements may have negative
consequences, including the return of grant funds to the federal government, the grant recipient being
designated as high risk, and ultimately the grantee's debarment from eligibility for future federal funding.
Funders may conduct on-site visits to assess a grantee’s compliance with laws and regulations; however,
funders tend to rely on desk reviews, the work of external auditors, and reports by the Inspector General to
monitor the grant recipient’s compliance efforts. Those laws and regulations can be found in the Education
Department General Administrative Regulations (EDGAR), which superseded OMB Circulars A-102, A-110,
A-87, and A-113. In addition, funders may have separate rules, regulation, and guidance that are specific to
the grant program. These additional rules are provided in the Grant Award Notification (GAN).
More on EDGAR can be found at https://www2.ed.gov/policy/fund/reg/edgarReg/edgar.html

4.1. Award
An award is the amount of funding that a grantee may access. Expenditures may not exceed the amount of
the award. Formula grants are typically made available in phases, as follows:
● Planning amounts, which are calculated based on projected funding amount and determined to
be used for planning purposes;
● Revised planning amounts, which are recalculated based on funds made available by the
awarding agency;
● Final amounts are determined when population data and statutory formulas are final;
● Carryover is unobligated funds remaining at the end of the grant period that are made available to
grantees to be used in the upcoming grant year.

4.2. Negotiations
When an applicant is selected for funding from a competitive grant, grant negotiators review the
application to ensure it complies with all grant program requirements. If changes must be made to the
application for compliance, a negotiator will contact the applicant and assist in making those changes. An
application is said to have been negotiated to approval when the change process is complete and the
application is compliant. Then, a Notice of Grant Award may be issued or grant negotiators may negotiate
amendments to the application (see below).

4.3. Notice of Grant Award (NOGA)
When a submitted application has been negotiated to approval, the funder issues a Notice of Grant Award
(NOGA). The NOGA includes:
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● Grant and grantee information: Grantee name, identification number(s), name of campus (if
applicable), and school year of the grant.
● FAR Fund Code: The code that identifies the grant in systems such as the Public Education
Information Management System (PEIMS); and whether the grantee is receiving funds as an
independent grantee or the fiscal agent of a shared services arrangement.
● FAR Rev Code: Code used for federal reporting purposes.
● Fed Awd #/CFDA #: Information drawn from the federal Grant Award Notice (GAN); the CFDA #
(Catalog of Federal Domestic Assistance) identifies grant programs by statute.

4.4. Establishing & Maintaining Grant Accounts
A grant recipient cannot charge expenditures against a new grant award until a grant account has been
established in Treasury's One Solution System. To establish a grant account in the system, the grant
recipient must provide the proper documentation to the Budget Office and the Treasury Department.
The ASG Form BUD-202 is the authorizing document used to establish a new grant account in
One Solution. To initiate this process, a Bud-202 package must be prepared. A BUD-202 package
includes:
● BUD-202, completed and authorized;
● Grant award letter;
● Final approved budget;
● Grant narrative; and
● Grant terms and conditions
Within ASDOE, the BUD-202 package is prepared by the Fiscal Officer and is submitted to the Chief
Financial Analyst for review. Then, the BUD-202 package is submitted to the Director of Education for
signature and transmitted to the Office of Budget and Planning.
At the Office of Budget and Planning, the Budget Analyst will review the BUD-202 for completeness and
accuracy, based on a review of the supporting grant documents. Failure to provide the Budget Department
with all of the required documents will result in the BUD-202 being returned to the department for corrective
action. Once the BUD-202 package has been reviewed and signed off by the Budget Director, the
documents will be forwarded to the Treasury Department, Grants Division.
At the Treasury Department Grants Division, the Grants Manager (or designee) is responsible for
establishing the grant account in One Solution. Once the grant account is established, the Grants Manager
will assign the grant to a Grants Analyst, who will be the point-of-contact at Treasury throughout the grant
administration process. It is the responsibility of the grant recipient to contact the Grants Division and obtain
the grant account number from the Grants Analyst.
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Process to Establish Grant Account

* Note: IFAS has been replaced by One Solution.

4.5. Establishing & Maintaining Grant Files
Grantees must have proper management systems in place to receive a grant and expend funds. Grantees
are responsible for full and timely collection and reporting of data concerning grant funds as
stipulated in the Grant Award Notification. Documentation serves to demonstrate to federal grantor
agencies and outside auditors that the grant recipient has accomplished its goals and complied with the
terms and conditions of the grant. Requirements and procedures are established to ensure that grant funds
are expended and accounted for in a method that provides accuracy, uniformity, and consistency.
Since most grants have both a financial and programmatic component to them, ASDOE requires that the
grant recipient establish and maintain both a financial file and a program file.
Grant financial files contain, at minimum, the following documents:
●
●
●
●
●
●
●
●
●

Grant application
Grant award letter and final approved budget
ASG Form BUD-202 with all amendments
General ledger detail (monthly reports from Treasury)
SF-425 Federal Financial Reports (FFRs) or other financial reports as required
Federal Descriptive Reports (FDR) / Program Reports
Correspondence from grantor agency (letters, emails, etc.)
Grant Adjustment Notices (GAN) - Financial Related
Documentation for in-kind match, if applicable

Grant program files should contain documentation concerning grant program activity. While this may vary,
files may include documents such as:
● Narrative portion of grant application, including goals and objectives of the grant
● Grant Adjustment Notices (GAN) — Program Related
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● Copies of contracts, including statement of work and any modifications, and semi-annual personnel
certifications
● Capital equipment purchases, including tracking numbers, location, and evidence that equipment is
used for grant-related purposes
● Applications for sub-grantees, if applicable
● Signed/dated program and sub-grantee quarterly and annual monitoring documentation.
● Documentation of correspondence with USDE and sub-grantees (e.g., emails, phone call notes)
● Agenda and sign-in sheets for conferences or training sessions
● Program/project evaluation data and evaluation reports
● Documentation of site visits by grantor agency, Inspector General, or any other Federal entity,
including reports, if applicable
The Fiscal Officer/Chief Finance Analyst for each grant should maintain the grant financial and program
files. The Chief Finance Officer must maintain a separate financial, and program file for all ASDOE grants.
The ASDOE Grants Office must maintain and review the Consolidated Grant files quarterly. Files must be
aggregated by fiscal year and must be maintained intact for a period of at least five years.

4.6. Amendments
An approved grant application describes the grant program the grantee has contracted to provide. Certain
changes to the grant program being delivered must be approved in writing by the funder through the grant
amendment process. All amendments must meet grant program requirements in order to be approved. The
schedule for amending the grant application is typically included with the RFA or RFP.
Examples of when amendments with approvals are required:
● To add a class or object code that has not been previously budgeted
● To increase or decrease the amount of funds currently approved in a class/object code on the
program budget by more than 25% of the total budgeted amount
● To increase the salary amount of funds budgeted for a line item
● To add a new line item on any of the supporting budget schedules
● To increase or decrease the number of positions approved by more than 20%
● To add a type of position not initially approved
● To add a new item or increase the quantity of capital outlay items approved
● To reduce funds allocated for training costs, where such costs are direct payments or
reimbursements to trainees, primarily travel and lodging for trainees, workshop or conference
registration fees, tuition, books, and related fees
● To request additional funding, as applicable to the grant
● To revise the scope (i.e., extent or range) or objectives of the grant
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Section 5: Grants Administration & Expenditures
5.1. Administering a Grant
The provisions of all federal grant awards require that grant recipients comply with the laws and regulations
governing the administration of federal grants and cooperative agreements. It is incumbent upon grant
recipients to familiarize themselves with all applicable requirements. Failure to comply with these
requirements may have negative consequences, including the return of grant funds to the federal
government, the grant recipient being designated as high-risk, or the grantee’s debarment from eligibility for
future federal funding.
The grantor may conduct virtual desk visits or site visits to assess a grant recipient’s compliance with
federal laws and regulations. The Regulatory Overview in this Handbook describes applicable laws,
regulation, and guidance. In addition, the Grant Award Notification may include additional grant-specific
rules, regulations, and guidance that grantees must adhere to.
The ASDOE Budgeting Costs Guidance Handbook (Forthcoming December 2018) describes federal
cost principles and details costs that require specific approvals, policy for technology purchases, costs that
do not require specific approval, unallowable costs, regulations regarding use of federal funds for
conferences and meetings, rules on using federal grant funds to pay for food, and other allowable and
unallowable uses of federal grant funds.
An essential part of applying for grant funds, and managing a grant program, is the process of preparing
and maintaining a program budget. Essentially, budgeting funds means dividing them
into the categories of planned expenditures (e.g. payroll, supplies, contracted services, travel, other
services [dues, membership, communications]).
Applicants must budget funds using those categories, and grantees must report their expenditures in terms
of those categories. Each category is assigned a number, known as a “class/object code,” so that funds
budgeted or expended in that category can be easily identified.
The following table delineates the most common categories of expenditures ASG has defined,
along with the corresponding class/object codes. These tables are provided as samples and are not an
exhaustive listing of all ASG General Ledger Codes.
Class Code Prime: 5100 - Payroll
OBJECT

DESCRIPTION

5111

Regular Time

5114

Holiday Pay

5116

Annual Leave

5121

FICA - Employer’s Share
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5122

Workers’ Compensation

5124

Other Employee Benefits

Class Code Prime: 5200 - Supplies
OBJECT

DESCRIPTION

5211

Office Supplies

5212

Photocopy Supplies

5223

Books/Teaching Materials

5251

Computer Software

5341

Postage and Mailing Expense

Class Code Prime: 5300 - Contractual Services
OBJECT

DESCRIPTION

5311

Building Space Rental

5321

Expert and Consultant Services

5324

Maintenance and Repair Contracts

Class Code Prime 5500: Other Services
OBJECT

DESCRIPTION

5361

Dues and Memberships

5372

Communications

5383

Hotel, Accommodations

Class Code Prime 5400: Travel
OBJECT

DESCRIPTION

5410

Off-Island Travel

5420

Travel to Manu’a

Class Code Prime 5600: Capital Outlay
OBJECT

DESCRIPTION
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5651

Furniture and Fixtures

5654

Computers

5655

Computer Software

Class Code Prime: 5900 - Indirect Costs
OBJECT

DESCRIPTION

5911

Indirect Costs

5.2. Supplement-Not-Supplant
Title I of the Elementary and Secondary Education Act (ESEA), as amended by the Every Student
Succeeds Act (ESSA), mandates that federal funds supplement, and may not supplant, state and local
funds. The purpose of this requirement is to ensure that federal funds are additive and do not take the
place of state and local funds in low-income schools, in keeping with the longstanding commitment under
Title I that the nation's highest need students receive the additional financial resources necessary to help
them succeed.
ESSA contains a statutory directive around how school districts must demonstrate compliance with
supplement, not supplant.
● ASDOE ensures that federal funds are used to supplement (add to), and in no case supplant
(replace) local funds.
● ASDOE enforces a per pupil formula to address the educational needs of the public and private
school students.
● Each division, office, or private school must examine whether the proposed budget item under the
Consolidated Grant addresses the needs of the students.
● Once the Consolidated Grant application has been established and approved, each division, office,
or private school starts implementing the approved projects and charging expenditures to the
project funds. The federal rules require all federal funds to be spent in accordance with Uniform
Grant Guidance:
○ All costs charged to the Consolidated Grant must be necessary and reasonable
considering the amount of money being spent and the needs of the project.
○ Necessary costs mean that the costs are essential to accomplish the objectives of the
grant project. All items requested must be allowable under ESEA as reauthorized by
ESSA.
○ Reasonable costs mean that the costs are consistent with prudent business practice and
comparable to current market value.
○ Allocable means assignable or chargeable to the grant in accordance with relative benefits
received by the grant during the grant period. In other words, the cost is incurred solely to
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support the work of the grant and is realistic and reasonable given the benefit that the work
provides.
Presumptions of Supplanting
In cases where the general language of the supplement, not supplant requirements is applicable, there are
three key scenarios that the U.S. Department of Education will presume that a Supplant (i.e., a case in
which federal dollars have been diverted for unallowable purposes) has occurred. These three scenarios,
that are to be avoided, are:
1) Providing Services Required Under State or Local Law. Any services that an LEA is required to
provide under state law, Board of Education rule, Commissioner/Director’s rule, or local policy must
be provided using state or local funds.
2) Providing Same Services as Those Provided in Prior Schools Years with State of Local
Funds. If state or local funds were used in the prior school year to provide services, and those
services are provided again in the current school year, the U.S. Department of Education will
presume a supplant has occurred if the state or local funds are replaced by federal funds.
3) Providing the Same Services in Federal and Non-Federal Programs. LEAs may not provide the
same services to students participating in a program funded by federal dollars that they provide to
non-participating students using state or local funds. Note that some programs, such as Title III,
Part A must also be supplemental to other Federal funds.
Penalty for Violating the Provision
Penalties for supplanting are often severe. All federal funds involved in a supplant normally must be
returned to the federal government. Since audits are usually conducted after the grant period has ended,
there is often no other alternative corrective action available other than returning the funds.
How to Document Compliance
Examples of the types of documentation to retain and that auditors may request from an LEA to
demonstrate that the expenditure is supplemental to other federal and/or non-federal programs include the
following:
● Fiscal or programmatic documentation to confirm that, in the absence of federal funds, the grantee
would have eliminated staff or other services in question
● ASG and/or ASDOE meeting/session minutes/agenda with discussion of elimination of staff due to
lack of state funds
● Legislative actions
● Itemized budget histories from one year to the next and supporting information
● Planning documents
● Class-size data from previous years and upcoming year
● Specific policies and procedures related to supplement, not supplant requirements
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5.3. Grant Expenditures: ASG Procurement Rules
The proper, legal expenditure of grant funds is critical to an organization's ability to achieve the intended
purpose of the grant. While both the ASG Budget Department and Treasury review expenditures during the
payment process, it is the grant recipient (i.e. ASDOE) who bears the primary responsibility for ensuring
that grant funds are appropriately spent, in accordance with the grant’s terms and conditions.
The Grant Coordinator/Grant Manager and Fiscal Officer/Chief Finance Analyst are responsible for
determining whether a particular expenditure can be charged against a specific grant. In making this
determination, the Grant Coordinator/Grant Manager and Fiscal Officer/Chief Finance Analyst should be
able to answer “Yes” to the following questions:
1.
2.
3.
4.
5.

Is the expense allowable?
Is the expense authorized by the approved grant budget?
Are there grant funds available in the approved budget category?
Is the expense reasonable? Timely?
Would this supplement local funds?

Documentation
Required documentation for all Purchase Requisitions is based on the total cost of the materials/services
being requested
● Purchase requisitions for materials/services under $2,500 need only an invoice from a single
vendor. Requesters should use a selection of vendors to supply needs and should not rely on a
single vendor to meet all needs.
● Purchase requisitions for materials/services equal to $2,500 but less than $10,000 must include
quotes from three separate vendors. All quotes must be retained.
● The Office of Procurement must issue a Purchase Requisition for materials/services greater than
or equal to $10,000 for competitive bid, or a sole source request must be submitted to the Chief
Procurement Office for approval.
● Sole source approval requests will only be approved if justification is provided that the vendor is the
only source for procurement of requested materials/services or the requested services are a
continuation of existing services.
After the Fact Payment Requests
ASG procurement law prohibits after the fact requests for payments for materials/services that have already
been provided.
5.3.1 ASDOE Internal Approval Process (Materials/Minor Services)
Step 1: Originators
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Purchase Requisitions (PR) for materials and minor services can originate from three sources; Schools,
Divisions, or Central Office. The approval process is dependent on where the requisition is originated.
● Requisitions originating at the school level will proceed to step (2);
● Requisitions originating at the division level will proceed to step (3); and
● Requisitions originating at the central office will proceed to step (4).
Step 2: Principal Approval
Purchase Requisitions, originating at the school level, are be approved by the school principal. The school
principal is responsible to verify that the purchase requisition has been filled out properly.
Step 3: Assistant Director Approval
The Assistant Director of either Elementary/Secondary Education or the Assistant Director with direct
supervisory responsibility for funds approves the Purchase Requisitions originated at the school level.
Assistant Directors also act as the initial approvers for Purchase Requisitions originating at the Division
Levels. Assistant Directors have the responsibility to verify that the materials/services requested are
appropriate.
Step 4. Grant Coordinator/Grant Manager
Reviews the requisition to ensure that the items/services requested are included in the program and budget
narratives. Verification is provided through signature on the procurement routing form (See Appendix A).
Step 5: Deputy Director Approval
The Deputy Directors of Instruction and Support Services are tasked with verification that all proposed purchase
requisitions are appropriate and in alignment with the overall mission and goals of the department.
Step 6: Finance Officer/Business Office Approval
The Finance Officer/Business Office staff reviews all purchase requests to ensure account numbers are
correct; that procurement policy and procedures are met; that funds are available; and that requested
materials/services are appropriate and allowable.
Step 6 7: Chief Financial Analyst Approval
The Chief Financial Analyst will provide final ASDOE approval on requests with a total value less than
$5,000. For requests exceeding $5,000 the Chief Financial Analyst will review the documents and submit
them to the Director of Education for signature.
Step 7 8: Director of Education Approval
The Director of Education is the final approver for all contracts and Purchase Requisitions.
Once final approval is completed, documentation will be electronically transmitted to the Office of Budget
and Planning and will follow the ASG workflow process.
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When a problem is identified at any step in this process the documentation will be returned to the originator
for correction.
5.3.2 ASDOE Internal Approval Process (Contractual Services)
Contractual Service Requests (Contracts) follow the same internal approval process with the added step
that all contracts are under the supervision of the Contract Officer. The Contract Officer takes on the same
responsibilities of the Chief Finance Officer when dealing with contracts.
Initiators are responsible for developing the Scope of Work for services/materials to be provided. The
Scope of work must provide a detailed description of work to be completed or specifications for desired
materials and must also provide a timeframe for completion/delivery of all tasks.
Initiators must also provide either a detailed budget, if possible, or a projected total cost for the required
services/materials.
The final decision on how contracts are processed is the responsibility of the ASG Chief Procurement
Officer. While contracts with total expected cost of $10,000 or more are normally put out for a formal bid
process, the Chief Procurement Officer may decide to follow this process with contracts of lesser value.
The Chief Procurement Officer will also decide whether to put these services out as either a request for
Proposals (RFP) or a request for Bid (RFB). RFPs use a criterion-based scoring matrix while RFB's are
only scored on cost.
As with materials requests, Sole Source Justification can only be used for services where the
proposed contractor is the only provider of the service or the requested service is a continuation of
previous work. It is rare that there would be only one provider that can provide services, but ASDOE
often deals with providers, such as the University of Hawaii, which is sole source eligible for the
Cohort program as it is a continuation of previous work.
5.3.3 ASG External Approval Process
Direct Payment Vouchers
Direct Payment Vouchers (DPV) are used for minor services such as repairs of printers and computers, etc.
or for the purchase of minor supplies. Direct Payment Voucher cost may not exceed $500.00 and must be
pre-approved by ASDOE. The main difference between a DPV and a Purchase Requisition (PR) is that a
verified signed invoice acts as the receiving report for a DPV while a Procurement Receiving Report is
needed for a Purchase Requisition.
The external review process for Direct Payment Vouchers once they are approved at ASDOE includes:
● The Office of Budget and Planning (Verification/Obligation of Funding)
● Grants Treasury (Allowability of Expenditure, Drawdown of Funds)
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Purchase Requisitions
As detailed above, Purchase Requisitions are used for any proposed non-contractual expenditure with an
estimated cost in excess of $500.00. Purchase Requisitions (as stated in above) require documentation
based on the total cost of the materials/services
being requested.
● Purchase Requisitions for materials/services under $2,500 need only an invoice from a single
vendor. Requestors should use a selection of vendors to supply needs and should not rely on a
single vendor to meet all needs.
● Purchase Requisitions for materials/services equal to $2,500 but less than $10,000 must include
quotes from three separate vendors.
● The Office of Procurement must put out Purchase Requisitions for materials/services greater than
or equal to $10,000 for bid, or a "sole source" request must be submitted to the Chief Procurement
Office for approval.
Note: Sole Source approval requests will only be approved if justification is provided that the vendor is the
only source for procurement of requested materials/services or that the services requested are a continuation
of existing services.
The external review process for Purchase Requisitions (following the ASDOE Routing/Approval Process)
for expenditures less than $10,000 includes:
1.
2.
3.
4.

The Office of Budget and Planning (Verification/Obligation of Funding)
Grants Treasury (Allowability of Expenditure, Drawdown of Funds)
Office of Procurement (Issuance of Purchase Order)
For Purchase Requests greater than $10 ,000 step 3 includes:
a. Office of Procurement
i.
Review/Approval of Sole Source Justification and issuance of Purchase Order if
approved or;
ii.
Implementation of a formal bid process.
iii.
Awarding of Bid and issuance of Purchase Orders.

5.3.4 Contracts
The external review process for contractual requests less than $10,000 includes:
1. The Office of Budget and Planning (Verification/Obligation of Funding)
2. Office of Procurement
a. Review of Scope of Work/Budget
b. Issuance of Contract.
3. Routing of Contract for Signatures
a. Contractor
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b.
c.
d.
e.

Director of Education
Director of Office of Budget and Planning (Obligation of funds)
Attorney General's Office (Legality of Contract)
Chief Procurement Officer

Contractual agreements are binding only after the Chief Procurement Officer has signed the contract.
For Contractual Request exceeding $10,000 or when determined that a bid process is warranted step 2
would include:
2. Office of Procurement
a. Review/Approval of Sole Source Justification and issuance of Contractual
Agreement if approved or;
b. Implementation of a formal bid process.
c. Awarding of Bid and issuance of Contract.
5.3.5 Execution of Contracts
Duration of contracts.
Multiple year contracts may be awarded when allowable, and when significant start funds warrant the
amortization of these funds over an extended time period. Multiple-year contracts should not exceed three
years and may have additional optional years with a limit of two years. Evaluation and monitoring
requirements must be specified and adhered to.
All other contracts will be contracted on an annual basis. Simple extension of existing contracts should be
avoided. A complete review of past efforts and a cost analysis of future work needed must be completed
before a new contract or contract modification is issued. Execution of annual contracts does not preclude
the use of Sole Source when justified as long as budgets are negotiated on an annual basis.

5.4. Documentation for Grant Expenditures
Adequate documentation is an essential component of effective internal controls. Documentation provides
a chain of evidence that illustrates how the grant recipient ensures:
1. the proper use of grant funds,
2. the accuracy of financial records and reports, and
3. the successful completion of grant goals and objectives as set-forth in the approved performance
measures.
The expenditure of Federal grant funds is a highly scrutinized activity. In any given year, a grant recipient
may be the subject of one or more of the following:
1. Single Audit review,
2. Federal grantor program/financial review,
3. Inspector General audit, Territorial Audit Office review, or
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4. Government Accountability Office (GAO) review.
The best preparation for a review or audit is the establishment of a grants management process that is
thoroughly documented, in particular the expenditure process. Listed below are the various types of
expenditures that might be encountered in the administration of a grant, along with examples of appropriate
supporting documentation.
5.4.1 Reallocation/Rebudgeting
After receiving the grant award, the Principal Investigator (PI) may determine that amendments to the
approved budget need to be made to best serve the needs of the program. In such instances, the program
may request a formal reallocation, or rebudgeting, of funds from one spending category (object code) to
another. The grantee should first determine if federal/sponsor approval is needed to make the necessary
budget amendments. ASDOE grantees (e.g. Director of Education as point-of-contact) should contact the
USDE Program Officer with initial inquiries for this determination and then proceed according to the
required rules and regulations.
The following points broadly outline the criteria for reallocations and rebudgeting under EDGAR:
1. Amendment effective date must be included.
2. Amendment requests cannot exceed 25% of the total budgeted amount.
3. Amendment requests cannot be made for a spending category in which $0 has previously been
budgeted. However, a spending category that was previously not budgeted may be added in the
amendment request.
4. Amendment requests are not required to increase or decrease funds that have been budgeted for
a line item on any supporting budget schedule except payroll costs. Note that in such a request,
the description of the line item cannot change.
5. Amendment requests are not required for increases in salary amounts of 10% or less for budgeted
positions (e.g. project director, teacher).
6. Amendment requests are required for salary increases of more than 10% for discretionary
competitive grants. Formula funded grantees are not required to submit a reallocation request.
However, States should remember that total reallocations cannot exceed 25% of the total budgeted
amount.
7. Amendment requests are required to increase or decrease the number of approved positions by
more than 20%.
8. Grantees receiving discretionary funds are required to submit a formal amendment request to
increase or decrease the number of approved positions by 20% or less. Formula funded grants do
not require this approval, however.
9. Amendment requests must be submitted for any position not initially approved in the grant
application.
10. Amendment requests must be submitted to add a new item or increase the number of previously
approved capital outlay items.
11. Amendment requests must be submitted to reduce funds previously allotted for training costs,
when those trainings costs are direct payments or reimbursements to trainees (i.e. travel and
lodging, working or conference registration fees, tuition, books, and related fees). This requirement
is waived for programs covered under Ed-Flex.
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12. Amendment requests are required for any additional funding applicable to the grant.
13. Amendment requests are required to revise the scope or objectives of the grant, regardless of
whether the proposed program changes results in changes to the budget.
14. Amendment requests do not need to be submitted when budgeting for indirect costs. This is
because indirect costs are not required in the initial grant application budget.
15. Supplies and materials do not require specific approval under EDGAR.
5.4.2 Personnel
Personnel costs often represent the largest expenditures in a grant. Personnel costs generally include
wages and benefits as authorized by a Grant Award Notification and in compliance with U.S. and local laws
and regulations. Non-personnel costs include expenditures such as stipends, textbooks, instructional
materials, computers and software, furniture and equipment. Salaries and wages must be documented in
accordance with generally accepted accounting practices and be approved by a responsible official. In
accordance with ASG payroll policies, this includes the following documents:
1. Time cards (signed by employee and supervisor);
2. Payroll distribution report (provided by Treasury);
3. Overtime authorization approval (if applicable).
5.4.3 Time and Effort Documentation
The new EDGAR describes seven characteristics that are required in ASDOE written time and
effort policies and procedures (2 CFR 200.430). Be familiar with these characteristics and
ensure that current policies and procedures reflect them.
For federally funded grants, time and effort documentation must conform to the federal cost
principles applicable to the grantee organization, as follows:
1.
2.
3.
4.

Charges to payroll must be documented according to federal requirements.
Employee job descriptions for each employee must be current and must delineate all
program or cost objectives under which the employee works. Job descriptions should be
updated as new assignments are made.
Daily class schedules for teachers and instructional aides may be used in lieu of time
and effort reports for these personnel.
Salaries and wages of employees used to meet cost share or matching requirements
must be supported with time and effort records in the same manner.

Semi-Annual Certification
Semi-annual certification applies to employees who do one of the following:
1. Work 100% of their time under a single grant program
2. Work 100% of their time under a single cost objective
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“Cost objective” means a function, organizational subdivision, contract, grant, or other activity
for which cost data are needed and for which costs are incurred. These employees are not required to
maintain time and effort records in addition to ASDOE payroll requirements. However, all employees must
certify in writing, at least semi-annually, that they worked solely on the program for the period covered by
the certification. The certification must be signed by the employee and by the supervisor having firsthand
knowledge of the work performed. Grant charges must be supported by the semi-annual certifications. The
signed certification must be filed in the respective grant file.
5.4.4 Travel
Travel costs incurred in a grant are typically associated with grant-funded training, but could be related to
other purposes, such as site visits to monitor sub-grantees. ASDOE must document, not only the travel, but
also the purpose of the travel. Supporting documentation, to be retained, includes the following:
1.
2.
3.
4.
5.
6.
7.
8.

Travel pre-approval/authorization;
Travel expense report (see ASG Travel Policy);
Travel agency invoice;
Grantor approval (if applicable);
Training agenda (training related);
Copies of training certificates or materials received (training related);
Site visit report or memo (sub-grantee monitoring);
Other, as necessary.

5.4.5 Supplies
This could include office supplies, minor equipment repairs, fuel, postage, advertising, etc. Supporting
documentation, to be retained, includes the following:
1.
2.
3.
4.
5.

Vendor invoices,
Proof of delivery or service (receiving report, or notation on invoice),
Purchase Request,
Purchase Order or Direct Payment Voucher;
Inventory entry and current status/location

5.4.6 Training
Training activities may include off-island venues, such as conferences or seminars held in
mainland USA, or local (in-house) training provided by a consultant or contractor. Supporting
documentation for grant-funded training activities includes the following:
1.
2.
3.
4.
5.
6.

Approval to participate, signed by supervisor, approved by Grant Coordinator
Agenda;
Invitation letter from grantor (if applicable);
Registration with course description;
Paid invoices,
Sign-in Sheets (in-house training),
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7.
8.
9.
10.

Agendas,
Copies of Certificates of Completion,
Consultant training agreement or contract (in-house training),
Paid invoices for training consultant or contractor.

5.4.7 Contracts/Consultants
As a general rule, contract agreements and consulting agreements in excess of $10,000 must be handled
by the Office of Procurement. With regard to grant-funded contracts, the Procurement Office is required to
provide a transparent operation that provides for fair and open competition and prevents the undue
influence of potential conflicts of interest. Toward that end, the grant recipient must inform the Chief
Procurement Office of any potential conflicts of interest among department staff with regard to contract
bidders. Supporting documentation for consultant and contract agreements should include the following:
1. Invoices (including work performed/hours worked),
2. Deliverable as specified in the contract,
3. Letters from Chief Procurement Officer authorizing payment on contract invoices (and consultant
invoices in excess of $10,000),
4. Copy of contract and any contract modifications,
5. Copy of the consultant agreement.
5.4.8 Equipment
ASG policy defines equipment with a value greater than $5,000 as a capital asset and requires that
equipment records be maintained for these assets and that a physical inventory be conducted once every
two years and reconciled to the equipment records. The Office of Property Management is responsible for
maintaining these records and conducting the physical inventories. However, the grant recipient should be
aware of these requirements and should notify Property Management of any changes in the status of the
equipment, including the following:
1.
2.
3.
4.
5.

The grant recipient receives equipment that does not have an ASG property tag;
The assigned equipment is lost, stolen, or destroyed;
The equipment is moved to a new location within the department;
The department wishes to retire the equipment; or
The department wishes to transfer the equipment to another department.

5.4.9 Other Direct Costs
This would include direct costs that do not fit under any of the previous categories, such as tent rental,
trophies, plaques, subscriptions, dues, etc. Documentation requirements would be the same as those of
supplies.
5.4.10 Matching In-kind Contributions
Many grant agreements require that grant recipients contribute a certain amount of local funding or
resources toward the grant-funded project. This arrangement is referred to as a "matching requirement,"
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i.e., the grant recipient is required to "match" Federal grant dollars received with a percentage of local
funds. "In-kind" contributions represent non-cash donations that can be used to meet the grant recipient's
matching requirement.
In-kind contributions could include volunteer work, or donated real property, vehicles, equipment, supplies,
etc. Whatever the type of contribution, the grant recipient must determine the value and document it in
order to report it as non- Federal match. For example, the use of donated building space should be valued
at the current rental rate for similar property and square footage. All matching costs, whether appropriated
funds, in-kind contributions, or program income should be included as non-Federal outlays in the grant
recipient's SF 425 Federal Financial Report (FFR).
5.4.11 Indirect Costs
The ASG's indirect cost rate is determined annually through a negotiating process between ASG Treasury
and the U.S. Department of Interior. When completing a grant application budget, the grant recipient will
need to request and utilize a provisional or approved rate from ASG, and if only a provisional rate is
available, adjust the approved budget, if necessary, when the new rate is established.
5.4.12 Monthly Reconciliation Reports
ASG Treasury is responsible for reviewing, processing and recording financial transactions for the
entire American Samoa government. Each month the Treasury's MIS Division prints out and delivers
the following One Solution reports for ASDOE. It is the responsibility of the ASDOE Fiscal Officer to
ensure that grant managers and coordinators are provided with these reports on a timely basis and for
reports to be filed in the respective Grant File.
1. Monthly Detail Expenditure Reports,
2. Budget-to-Actual Reports, and
3. Payroll Distribution Reports.
The Fiscal Officer should compare the information in these reports to his or her own financial file
records to ensure that the expenditures recorded in the accounting system are accurate and complete.
Typically, there may be timing differences· from expenditures or drawdowns that are in the pipeline at
the time the reports generated. In addition, however, the Fiscal Officer should be on the lookout for
possible errors, which could include the following:
TYPE OF ERROR

POSSIBLE CAUSES

Changes in personnel not
reflected in grant
expenditures.

(1) Employee transferred to local funding, but still charged
against grant, or vice-versa.
(2) Employee should only be partially funded by grant, but
entire salary gets charged to grant.
(3) Employee gets charged to wrong grant account.
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Unrecognized expenditure.

Expenditure for another grant gets charged against your grant
account in error.

Expenditure shows
incorrect amount.

(1) Invoice amount written incorrectly on payment voucher.
(2) Payment keyed-into system incorrectly.
(3) Amount reflects partial payment based on partial
delivery of goods.

Expenditure missing from report
(excluding timing differences)

(1) Expenditure charged to another grant account in error.
(2) Invoice, receiving report, or payment voucher lost or
misplaced.

Total drawdowns to date do
not reconcile to total
Intergovernmental Revenue

(1) Drawdown credited to wrong grant account.
(2) Drawdown for another grant credited to your grant in error.

In the event, that an error is discovered, the Fiscal Officer must immediately notify his or her Grants
Analyst as soon as possible to resolve the discrepancies. If the Grants Analyst is not able to resolve the
problem, then the Grants Manager and Comptroller must be notified.
5.4.13 Drawdown of Federal Grant Funds
Specific procedures for the drawdown of Federal grant funds may differ somewhat depending on the
grantor agency, but the overall process is generally the same:
1. The grant recipient incurs grant-related costs, which are approved and paid for upfront by the ASG
Treasury;
2. The grant recipient then requests authorization for reimbursement of those costs from the grantor
agency
3. ASG Treasury or the grant recipient then draws down the reimbursement through an online
process, which results in grant funds being deposited electronically into an ASG grant account; and
4. ASG Treasury Grants Division. records the transaction in One Solution as intergovernmental
revenue.
5. ASG Treasury reports the drawdown date, amount, and remaining available balance to ASDOE.

5.5. Inventory
5.5.1. Property
Property purchased (in whole or in part) with federal funds should be used for the purpose of that federal
program and accounted for in accordance with applicable federal and local statutes, rules, and regulations.

40

AMERICAN SAMOA DEPARTMENT OF EDUCATION

GRANTS POLICY & PROCEDURES MANUAL
5.5.2. Disposition of Equipment
When equipment acquired under a grant is no longer needed for the original project or program or for other
activities currently or previously supported by a federal agency, equipment will be disposed of in the
following way:
● For items costing less than $1,000: Equipment may be retained, sold, or disposed of with no further
obligation to the awarding agency; income received from any sales do not need to be reported
● For items costing over $1,000 (and still in working order): Equipment may be retained or sold and
the awarding agency (funder) may retain any income from sale
For the sale of property with a current per unit fair market value of over $1,000, the net amount received
from sales will remain with the ongoing program. This type of income must be amended into a current
year's project in which the sale occurred (as special revenue) and identification of income is necessary to
meet reporting requirements of the US Department of Education. If the agency is no longer receiving funds
for the particular project or program, the income from such equipment sales will be forwarded to the US
Department of Education.
Complete documentation for this type of income and expenditures must be maintained for monitoring and
auditing purposes.
5.5.3. Disposition of Real Property
Disposition of real property will be handled on an individual basis. ASDOE will also coordinate real property
dispositions with the program coordinator responsible for the particular project or program from which the
real property was purchased. Property purchased entirely with state funds shall meet the minimum
requirements of the Auditor General as defined in the American Samoa Administrative Code (Title 37).
5.5.4. Inventory of Property
All grant funding recipients must ensure that a complete physical inventory of all property is taken at least
once each fiscal year.

5.6. Accounts and Records
5.6.1. Retention and Access to Records
Requirements related to retention and access to project/grant records, are determined by federal and local
rules and regulations. 2 CFR §200.333, addresses the retention requirements for records that applies to all
financial and programmatic records, supporting documents, statistical records, and all other non-federal
entity records pertinent to a federal or project award.
If any litigation, claim, or audit is started before the expiration date of the retention period, the records must
be maintained until all ligation, claims, or audit findings involving the records have been resolved and final
action taken.
Access to records of the grantee and subgrantees and the expiration of the right of access is found at CFR
§200.336 (a) (c), which states:
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● Records of non-Federal entities. The Federal awarding agency, Inspectors General, the
Comptroller General of the United States, and the pass-through entity, or any of their authorized
representatives, must have the right of access to any documents, papers, or other records of nonFederal entity which are pertinent to the Federal award, in order to make audits, examinations,
excerpts, and transcripts. The right also includes timely and reasonable access to the non-Federal
entity’s personnel for the purpose of interview and discussion related to such documents.
● Expiration of right of access. The rights of access in this section are not limited to the required
retention period but last as long as the records are retained.
Retention requirements for records. CFR §200.333

5.7. Amendment and Termination Procedures
5.7.1. Special conditions
ASDOE may impose special conditions on the project recipient for approval of project applications or
project amendments or implementation of existing projects when auditing or monitoring or pre-award review
findings, including but not limited to the risk assessment, demonstrate that an agency is in substantial noncompliance with either of the following:
● Program or fiscal requirements for state or federally funded projects
● State statutes or rules pertaining to educational programs or services
Special conditions or restrictions may include, but are not limited to:
● Imposing more restrictive conditions on a project recipient for project operations; or imposing more
reporting requirements for approval of a project application or project amendment;
● Making an agency ineligible to receive discretionary funds; or
● Early termination of an existing project.
Information that the ASDOE may assess in a review for determination can include:
●
●
●
●

Organizational structure and governance
Managerial and financial capacity, and key program personnel
Financial references, including banking, investments, and pension plan administrators
Past federal and state award experience, including whether the agency had any disallowances,
was designated as high risk, or had any award suspensions or terminations.
● Current awards
● Pending lawsuits
● Federal Employer Identification Number, DUNS number and SAM (CAGE code)
ASDOE can also request numerous documents in the review, including but not limited to: (a) proof of
organizational status, (b) by-laws, (c) financial policies and procedures (including accounting and cost
policies, purchasing procedures, and property management procedures), (d) a balance sheet, and (e)
certifications.
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5.7.2. Early termination of an existing project
Early termination or withholding of funds may be imposed on any recipient when federal or local auditing or
monitoring activities reveal that the project recipient has not complied with the terms and assurances,
certifications, or other project conditions agreed to at the time of initial project application or subsequent
amendment approval. A project may be terminated for fiscal and/or programmatic non-compliance.

5.8. Trainings and Technical Assistance
ASDOE provides annual grants management training and on-request technical assistance to grant
managers, fiscal officers, LEA program leads, supervisors, leadership and other identified or interested
stakeholders. Contact the Consolidated Grants Management office (CGMO)to obtain the training schedule
or to request technical assistance.
Enter Contact Information
Phone number:
684-633-5237
Website:
https://www.doe.as (Director’s Office/Grants)
Physical address:
P.O. Box DOE, Pago Pago, AS 96799
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Section 6: Monitoring and Corrective Actions
ASDOE conducts federal fiscal grant subrecipient monitoring and compliance reviews, and implements
related corrective actions, in accordance with established policies and procedures. Annual monitoring
schedules and findings are required to be maintained in ASDOE Grant Files.

6.1. Grants Management, Oversight, and Accountability in American Samoa
The American Samoan Government’s (ASG) Administrator of Grants Management, Oversight, and
Accountability, in collaboration with the American Samoa Department of Education’s (ASDOE)
Consolidated Grant Management Office, monitors compliance with requirements applicable to a grant
program, and the related use of funds. Monitoring is conducted to ensure compliance with local and federal
law, regulations, and financial accountability, including compliance with grant requirements.

6.2. Monitoring Requirements for ASDOE
ASDOE must monitor the activities of federal grant subrecipients to ensure that federal grant awards are
used for authorized purposes in compliance with federal statutes, regulations, and the terms and conditions
of federal awards. This requirement is given in Title 2 of the Code of Federal Regulations (CFR),
200.331(d) and 34 CFR §76.770.

6.3. Requirements for Federal Grant Subrecipients
Federal grant subrecipients must comply with the following requirements:
6.3.1 Compliance with Federal Financial Management Standards
All subrecipients of federal grants must have a financial management system that meets certain federal
financial management standards. This requirement is specified in the general and fiscal guidelines and
general provisions and assurances published and adhered to by ASG. All grant applicants agree to this
requirement when they certify and submit the grant application. The requirement is given in 2 CFR 200.302.
6.3.2 Compliance with Financial Accounting and Reporting
ASDOE must maintain records in accordance with the accounting and reporting provisions or the Federal
Acquisition Regulation (FAR) and comply with federal financial management standards requiring that grant
funds be accounted for according to a fund-code structure. The ASG accounting system must allow
ASDOE to report budgets, encumbrances, and expenditures in its general ledger in accordance with FAR.
6.3.3 Compliance with Generally Accepted Accounting Principles
All subrecipients of federal grants must account for expenditures in accordance with generally accepted
accounting principles (GAAP). GAAP addresses issues that help subrecipients account for their
expenditures consistently and maintain financial statements that are reliable and verifiable by an
independent party. FAR code structures are established to accommodate compliance with GAAP, which
reflects federal financial accounting standards.
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6.4. ASDOE Monitoring Activities
ASDOE monitoring activities include, but are not limited to, the following:
1) The ASDOE Consolidated Grant Management Office personnel connect with the project leads through
email or by phone to monitor their respective project implementation.
2) The ASDOE Consolidated Grant Management Office personnel send out a weekly budget status report
to various project leads.
3) The ASDOE Consolidated Grant Management Office personnel and the Private Schools Coordinator
follow up with the project leads’ quarterly and review annual performance reports and their requisitions.
4) The ASDOE Consolidated Grant Management Office personnel and the Private Schools Coordinator
conduct quarterly monitoring visits to the ASDOE divisions and offices and the private schools to
assess the project implementation and the status of the procured items and equipment (See: Appendix
A, Monitoring Template).
5) The ASDOE Consolidated Grant Management Office personnel review the quarterly and annual reports
and conduct one-on-one meetings with the project leads to collect and analyze the data and engage in
effective planning.
6) The ASDOE Consolidated Grant Management Office personnel maintain documentation of the
monitoring activities in respective Grant Files. This includes site-visit monitoring reports (signed/dated),
email communications, notes from telephone conversations, evaluation reports, and other
documentation.

6.5. Noncompliance and Corrective Actions
Corrective actions can be imposed by the Administrator of Grants Management, Oversight, and
Accountability when organizations fail to comply with the terms and conditions of federal grant programs.
The purpose of the corrective action is to ensure that the organization corrects the noncompliant activity.
ASDOE may identify a sub-recipient as noncompliant because of findings in a single audit, a federal
monitoring review, or because of concerns identified through other means. Once identified, the project lead
will receive a letter notifying her/him that the division/school/office is complying or required to complete a
corrective action. The letter describes the areas of noncompliance; the required corrective action, including
any enforcement actions; and the required completion date.
6.5.1 Types of Noncompliance
Types of noncompliance may include, but are not limited to, the following:
Expenditure of funds or conducting activities that are not in accordance with the grant’s authorizing
statute, regulations, guidelines, or approved application.
● Failure to account for funds in accordance with financial management standards or with the
Financial Accountability Resource (FAR).
● Findings in a single audit conducted by an independent auditor.
●
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Failure to comply with federal maintenance of effort requirements under the Individuals with
Disabilities Education Act (IDEA)
● Failure to comply with:
o One or more of the provisions and assurances in the grant application
o Programmatic or fiscal reporting and document retention requirements
o Previous required corrective actions, refund requests, or special conditions
●

6.5.2 Enforcement
ASDOE may impose an enforcement action as part of a corrective action or for noncompliance with a
previous corrective action. Title 2 of the Code of Federal Regulations (CFR), Part 200.338, authorizes
ASDOE to impose enforcement actions. Enforcement actions may include the following:
●
●
●
●
●

Temporarily withhold payments pending correction of the deficiency or more severe enforcement
action.
Disallow all or part of the cost of the activity or action not in compliance.
Wholly or partly suspend or terminate the federal award.
Withhold further federal awards for the grant.
Take other remedies that may be legally available.

Resources
EDGAR: https://www2.ed.gov/policy/fund/reg/edgarReg/edgar.html
Federal Acquisition Regulations: https://acquisition.gov/browsefar
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Section 7: ESSA Private School Equitable Services
This section describes ASDOE plans for compliance with equitable private nonprofit school (PNP) services
requirements under the Every Student Succeeds Act (ESSA).

7.1. PNP FAQs
1) What constitutes private non-profit status? Under 34 CFR 77.1, the term “nonprofit” as applied to
an agency, organization, or institution means that it is owned and operated by one or more
corporations or associations whose net earnings do not benefit, cannot lawfully benefit, any private
shareholder or entity. Per the USDE Office of General Council, if a church that operates a school meets
the definition of a nonprofit, the school does not need separate nonprofit status.
2) What are private school equitable services? The term “private school equitable service” refers to the
process of providing students, teachers, staff, and families at eligible PNPs with fair access to federally
funded education programs and services, as appropriate. The process depends on a “timely and
meaningful consultation” between ASDOE officials and those of eligible PNPs. However, federal funds
may not be awarded or paid to the PNP.
3) What types of services can be provided to PNPs? The ASDOE and PNP collaborate via meaningful
consultation to determine what education services will be provided and how. Services may include, but
are not limited to, professional development for teachers, summer school programs, provision of
supplemental instructional materials and supplies
4) Who is required to provide PNPs with equitable services? ASDOE. The point of contact is the
ASDOE’s Ombudsman. The Point-of-contact for PNPs is the Private School Coordinator.
5) What is “meaningful consultation”? Meaningful consultation provides sufficient information, time,
and a genuine opportunity for all parties to express their views, to have their views seriously
considered, and to discuss viable options for ensuring equitable participation of eligible PNP students,
teachers, other education personnel and families. This requires that the ASDOE has not made any
decisions that will impact the participation for PNPs prior to consultation, or established a blanket rule
that precludes PNP students, teachers and others from receiving certain services authorized under
applicable federally-funded programs. ASDOE should consult with PNP officials about a timeline for
consultation and provide adequate notice of such consultation to ensure the consultation is meaningful
and the likelihood that those involved will be well prepared with the necessary information and data for
decision-making.
6) How do PNPs confirm that meaningful and timely consultation has occurred and if the program
design in equitable for eligible PNP students? In the Affirmation of Consultation with PNP School
Officials (see below), the PNP either agrees or disagrees that meaningful and timely consultation has
occurred and that the program design is equitable for each applicable program (ESSA, Sec. 1117(b)
(5)).
7) How does ASDOE calculate how much to set aside for equitable services in eligible PNPs?
ASDOE (FY2019 – forward) utilizes a per pupil cost of Total Grant Award minus five percent for the
SEA. The difference is divided by the enrollment of the previous school year.
8) Who is responsible for ensuring that PNPs receive access to equitable services? The
responsibility belongs to the ASDOE Ombudsman.
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9) What records on consultation must ASDOE maintain? ASDOE must maintain and make available a
written affirmation, signed and dated by officials of each PNP, that the required consultation as
occurred.
10) Can ASDOE reimburse PNPs for providing services or materials? No. The ASDOE may not
reimburse a PNP for services or materials purchased by the private school. However, ASDOE may
reimburse PNP teachers or other educational personnel for PRE-APPROVED professional
development that is otherwise an allowable use of Federal funds.
11) Are registration and travel costs for participating PNPs allowable? Yes. Equitable services to PNP
schools are required, and therefore allowable. Under federal program statute this may include
registration and travel costs for participation in allowable professional development activities. See
ASDOE Participant Support Costs and Travel Form (See Appendix A) for use in requesting preapproval.
12) Does ASDOE need to maintain internal controls when providing equitable services, materials,
and equipment to eligible PNPs? 2 CFR 200.303 requires grantees to implement internal controls for
the administration of federal grants. Grantees must establish and maintain effective internal control
over federal grants and provide reasonable assurance that they comply with all laws, regulations and
requirements related to the grants they receive. ASDOE as a grantee must evaluate and monitor
compliance with grant requirements, and address any noncompliance identified, including any found in
audit or monitoring findings.
13) Who reviews and monitors to see if ASDOE is maintaining internal controls when providing
equitable PNP services? Consolidated Grant Management Coordinator/Project Managers monitor the
expenditures of federal grant recipients for compliance with various fiscal requirements and ensures
that federal awards are used for authorized purposes in compliance with laws, regulations, and the
provisions of contracts or grant agreements.
14) Can ASDOE carryover unobligated funds despite the ESSA requirement to spend funds for PNP
equitable services in the current school year? There may be extenuating circumstances when An
LEA is unable to obligate all funds within the current school year. Under these circumstances, the funds
may remain available for the provision of equitable services under the respective program during the
subsequent school year if approved by the ASDOE. In determining how carryover funds will be used,
the LEA must consult with appropriate private school officials (e.g. Private Schools Coordinator).
[ESSA sections 1117(b) and 8501(c)].
15) What is the role of the ASDOE designated ombudsman? The ombudsman serves as ASDOE’s
primary point of contact for addressing questions and concerns from PNPs regarding the provision of
equitable services. In addition, the ombudsman is required to monitor and enforce the equitable
services requirements and participate in ASDOE’s monitoring processes.
16) What are the procedures for filing a complaint against ASDOE for not providing equitable
services? An individual or organization may submit a complaint to ASDOE and expect a written
response within 45 days. (ESSA Sections 1117(b)(6), 1117((c)(2), and 8503(a)(b)). The complaint must
provide specific details, such as the dates of meetings or correspondence with the PNP or ASDOE,
facts which support the claim that equitable services were not provided, and complainant’s efforts to
resolve claims (See; PNP Complaint Form and Procedures below).

7.2. ESSA Equitable Services Forms
ASDOE has developed the following forms to use in complying with the ESSA equitable services
requirement.
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7.3. Affirmation of Consultation with PNP School Officials
In accordance with the requirements of ESSA, eligible PNPs must collaborate to complete the following
Affirmation of Consultation forms, as applicable, and submit them to ASDOE for review and retention.
Instructions for completing and submitting the forms are also linked below, in addition to the sections of
ESSA that specify the PNP consultation requirement.
●

Affirmation of Consultation with PNP Officials: Formula Grants

7.4 PNP Carryover Waiver Request
To ensure that equitable services are provided in a timely manner, the ASDOE must obligate the funds
allocated for equitable services under all applicable programs in the year for which they are appropriated.
[ESSA Sections 1117(a)(4)(B) and 8501(a)(4)(B)]. There may be extenuating circumstances, however, in
which ASDOE is unable to obligate all funds within this timeframe in a responsible manner. Under these
extenuating circumstances, the funds may remain available for the provision of equitable services under the
respective program(s) during the subsequent school year. In determining how such carryover funds will be
used, ASDOE must consult with appropriate private school officials. [ESSA Sections 1117(b) and 8501(c)].
If ASDOE requests carryover for PNP equitable services due to extenuating circumstances, it must submit
one carryover waiver request per PNP school.
●

PNP Excessive Carryover Waiver Request

7.5. ASDOE Procedure for Offering PNP Equitable Services Upon Request
The purpose of this policy and procedure is to meet the ESSA requirements when a participating private
nonprofit school files a complaint against ASDOE and requests the ASDOE to provide its equitable services
under ESSA programs, and the ombudsman substantiates the validity of the complaint. [ESSA Sections
1117(b)(6)(A-C) and 8501(c)(6)(A-C)].
Monitoring
Through monitoring activities, the Ombudsman, the Private Schools Coordinator, and the Consolidated
Grant Coordinator/Managers will ensure that ASDOE maintains compliance with applicable fiscal
requirements of federal grants to meet project goals (See: Section 6).

7.6. Approval of Participant Support Costs
Under ESSA, equitable services to PNPs that are required, and therefore allowable, under federal program
statute include registration and travel costs for PNP staff participating in allowable professional
development activities. The direct cost of providing training, including travel to professional conferences
and any registration fees, meets the EDGAR definition of a "participant support cost."
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Schools that expend federal grant funds on the provision of equitable services must complete the Request
for Approval of Participant Support Costs: Private School Equitable Services form. ASDOE must print the
completed form and maintain the printed copy as documentation of the required approval for expenditure of
federal grant funds on participant support costs. This documentation must be provided to auditors and
monitors upon request.

7.7. PNP Ombudsman
ASDOE has identified an ombudsman requirement under Title I, Part A and Title VIII of ESSA. The
ombudsman serves as ASDOE’s primary point of contact for addressing questions and concerns from
private school officials. Other ombudsman duties include the following:
●
●
●
●
●

Providing technical expertise in interpreting, understanding, and implementing accountability
requirements for equitable services
Providing guidance to private schools, as needed
Addressing complaints regarding consultation and/or equitable services provisions: Refer to the
PNP Complaint Forms section above for links to the complaint procedures and forms.
Ensuring all equitable services reporting requirements are met
Overseeing the ASDOE Private School Equitable Services Workgroup

7.8. PNP Complaints and Procedures
ASDOE’s PNP ombudsman addresses alleged violations of the ESSA equitable services requirement. The
following resources are available to private school officials and other stakeholders who believe that the
ESSA equitable services requirement has been violated:
●

ESSA PNP Complaint Form

7.9. ESSA Equitable Services Information
Additional information on the ESSA equitable services requirement is available from the following sources.
●
●

Office of Non-Public Education (US Department of Education website)
ESSA Non-Regulatory Guidance Fiscal and PNP

For more information on ESSA, including an FAQ and list of key statutory resources, refer to the ESSA
page of the USDE website.
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Section 8: Stakeholder Engagement
8.1. ASDOE Stakeholder Engagement Overview
Stakeholder engagement and comprehensive needs assessment forms the foundation of ASDOE planning,
service delivery, and evaluation. ASDOE is committed to engaging in timely and comprehensive
stakeholder engagement to inform the development and execution of policies, programs and services that
are highly responsive to the needs of students, educators, families, and communities in American Samoa.
ASDOE, in collaboration with the Pacific Regional Comprehensive Center (PRCC) is designing a
comprehensive, multi-pronged engagement strategy, launching in January 2019 to collect stakeholder input
and feedback to help shape the ASDOE’s strategic priorities, inform the development of innovative
education systems, and solicit feedback for continuous improvement. This stakeholder-generated feedback
contributes to ASDOE’s strategic planning, performance management, grant development, service delivery,
and accountability processes.

8.2. Stakeholder Engagement Process
As a requirement of ESSA, ASDOE must conduct outreach and gather input from various local
stakeholders. ASDOE annually plans in-person and virtual meetings with stakeholders to capture input and
feedback that represents the diversity of American Samoa schools and the communities that support them.
ASDOE holds meetings and/or other community events in all districts of American Samoa and actively
seeks feedback representing multiple perspectives.
Annually (2019-forward). ASDOE will post and disseminate a schedule of stakeholder engagement
sessions and encourage broad participation and feedback. The schedule will detail the dates, times, and
formats of the stakeholder engagement meetings, events, forums, surveys, and focus groups.
Meeting formats include:
●
●
●
●
●
●

Village meetings
Territory-wide meetings
Regional Commissioner-led forums
Strategic planning meetings and focus groups:
Online public survey
Targeted focus groups

Through this process, ASDOE seeks to gather feedback from the following groups:
●
●
●
●
●
●

Students
K–12 teachers
K–12 education professionals
Higher education professionals
Early childhood education professionals
Advocacy groups
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●
●
●
●
●
●
●
●
●
●
●
●
●

Non-profits
School boards
Governor’s office
State agencies
State legislators
Parents and guardians with students currently enrolled in schools
Cultural leaders
School administrators
Private school professionals
Instructional support specialists
Business leaders
Community members
Others

Data collected through the stakeholder engagement process will be coded and analyzed to distill themes
and priorities. Findings will be used to inform ASDOE’s strategic planning, performance management, grant
development, service delivery, and accountability processes.
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Section 9: Evaluation, Grant Reporting, and Close Out
9.1. Evaluation and Audit
ASDOE must abide by the terms of each Grant Award Notification (GAN) which may require the grantee to
conduct and submit an internal or external evaluation(s) of grant activities. ASDOE Program Evaluation
Manual (forthcoming, January 2019) details evaluation policies, procedures, and requirements and
provides samples, tools, and templates.
In addition, ASDOE is required to submit agency-wide quarterly performance reports to the ASG OPPBD
on January 15, April 15, July 15, and October 15 of each year. Data collected through required grant
monitoring and evaluation processes may be included in these reports.
American Samoa governmental agencies are also reviewed by the Office of the Federal Comptroller and
submit to financial and operational audits by the Office of the Territorial Auditor. Further, OPPBD makes
program analyses and performance evaluations of selected agencies. ASG agencies are encouraged to
conduct internal evaluation as a management tool for self-improvement.

9.2. Grant Reporting Requirements
All Federal grants carry with them certain reporting requirements. The frequency of report submission may
vary from one grantor agency to the next, some require quarterly reports, some semi-annual, and some
require only annual reports. Most grants require, at a minimum, the submission of a yearly SF-425 Federal
Financial Report (FFR), and one final Federal Program Report (FPR) which is statistical in format. Both the
Final FFR and Final FPR must be submitted no later than 90 days after the last day of the project period.
The following is additional guidance on reporting requirements:
9.2.1 Federal Financial Report (FFR)
● The FFR requires information on both federal and local funds expended, as well as federal funds
received (drawdowns). Local funds expended (recipient share) should include matching funds, as
well as actual expenditures.
● The Fiscal Officer should always reconcile amounts reported with ASG Treasury records before
submitting the reports to ensure that the amounts reported are accurate.
● Requests for a filing extension on the FFR should be made at least 30 days before the filing
deadline.
Note: Since the grantor agency requires only one FFR at the end of the grant period, there is no external
mechanism to compel the grant recipient to monitor its rate of expenditures during the grant period.
Therefore, the Fiscal Officer must on his or her own initiative establish a procedure for monitoring the rate
of expenditures to ensure that funds are fully expended by the end of the grant period. (This is best done in
conjunction with the monthly reconciliation of Treasury reports, which is discussed in the next section.) If
the Grant Coordinator determines that the grant project cannot be completed by the end of the project
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period, he or she should request a no- cost extension of the grant if allowable. Monitoring findings will
provide early indication of project progress and completion targets.
9.2.2 Federal Program Report
The Grant Coordinator must thoroughly review the program reporting requirements at the beginning of the
grant, in order to know what information must be reported and when.
The Inspector General audits and agency program reviews will often seek to verify the accuracy of
program accomplishments reported. It is therefore very important to have an organized detailed approach
to documenting all programmatic activity, such that all narrative and statistical accomplishments that are
reported, filed and can be verified by supporting documentation in the program files. Requests for a filing
extension on the FDR should be made at least 30 days before the filing deadline.

9.3. Grant Closeout Procedures
The grant closeout process involves the submission of final reports to the grantor agency and final reconciling
with Treasury of any outstanding accounting issues. In order to be prepared for grant closeout the grant
recipient should do the following:
● Review the Grant Award Notification and subsequent guidance from Granting agency to ensure
that all closeout deliverables, terms, and conditions have been met.
● Reconcile total grant expenditures to Treasury reports;
● Verify that all expenditures have been liquidated (paid-out), and follow up with Treasury on any
open encumbrances;
● Verify that there were no post-term expenditures (i.e., expenditures obligated after the
end of the project period);
● Review reports from sub-grantees to verify that they include the detail necessary to complete the
FFR and FDR;
● Review the Budget-to-Actual Treasury report for any budget overruns that need to be cleared.
● Both the FFR and FDR should be thoroughly reviewed by the preparer(s) and the
Authorized Certifying Official.
Note: If the grant recipient believes that obligated funds will not be paid out within the 90-Day liquidation
period, then the Grant Coordinator should request an extension (if allowable) from the grantor before the
end of 90-Day period.
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American Samoa Department of Education
Consolidated Grants Quarterly Monitoring Template

Date
Project Name/ID
Project Lead
ASDOE Project Manager(s)
Performance Goal Review
Performance Goals

Performance Measures Met
Performance Measures

Preliminary Evidence/Results of Progress

Unexpected Challenges or Delays

Achieved
q Yes
q No
q Yes
q No
q Yes
q No
q Yes
q No

Comments

Achieved
q Yes
q No
q Yes
q No
q Yes
q No
q Yes
q No

Comments

Appendix A1

Fiscal Review
Item

Current Data

Comments

Project Budget
Total Expended to Date
Available Funds
Allowable Use of Funds
Document Retention
Inventory Tracking
Compliance Review
Activities

Compliant
q
q
q
q
q
q
q
q

Comments

Yes
No
Yes
No
Yes
No
Yes
No

Summary of Recommendations and Further Action(s) Required

Signatures
Project Lead

Date:

ASDOE Project Manager

Date:

ASDOE CGA Management Coordinator

Date:
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Uniform Monitoring Schedule
ASDOE’s Consolidated Grant Management Office conducts quarterly or more frequent monitoring of Consolidated Grant
Programs/Projects. For each monitoring visit, this monitoring template must be completed, signed, and filed.
Document Retention
Completed monitoring forms must be signed by the individual conducting monitoring and the Consolidated Grant
Coordinator and retained in ASDOE CGA grant files.
Contact: ASDOE Consolidated Grant Management, Phone: 684-633-5237
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Appendix A2
Request for Approval of Participant Support Costs
Private School Equitable Services Form
School Year 2018-2019
The purpose of this form is to provide required approval to all grantees that expend any federal grant funds on the provision
of equitable services to private nonprofit schools (PNPs), in accordance with the requirements of the Every Student
Succeeds Act (ESSA). Equitable services to PNPs that are required, and therefore allowable, under federal program statute
include registration and travel costs for PNP staff participating in allowable professional development activities. Title 2 of the
Code of Federal Regulations (2 CFR) 200.456 makes allowable the expenditure of federal grant funds on participant
support costs. According to the definition provided in 2 CFR 200.75, "participant support costs" means the direct cost of
providing training, including attendance of professional conferences, to grant program participants. Direct costs may include
the cost of travel to the training and any registration fees.
A private nonpublic staff member who travels for an approved professional development opportunity, may be reimbursed for
the actual cost of lodging and meals. However, the reimbursements out of grant funds may not exceed the maximum meals
and lodging rates based on federal travel regulations.
This form is applicable to all ASDOE subrecipients and to any federal grant administered by ASDOE in which equitable
services to PNPs are required and therefore allowable.
Name of ASDOE Project(s)
Name of PNP
Description of Costs Planned for Provision of Equitable Services
In order to provide equitable services to PNPs, the grantee must expend federal grant funds on the following participant
support costs, which are required and therefore allowable under the grant. The required/allowable participant support costs
are registration, travel and transportation, lodging, and meal costs for PNP staff participating in allowable professional
development activities.

How Costs are Reasonable and Necessary, Allocable, and Properly Documented
These activities are required, and therefore allowable, under specific program statute. Failure to provide these activities may
be considered noncompliance with federal statute.
Description:
Participant support costs are related to providing equitable services to eligible private nonprofit schools
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FOR ASDOE USE ONLY
q Participant support costs are related to providing equitable services to eligible private nonprofit schools.
q Request for prior written approval is granted.
Required Signatures:
LEA Project Lead

Date:

ASDOE Private School Coordinator

Date:

ASDOE Project Manager

Date:

ASDOE Business Office

Date:
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American Samoa Department of Education
Private School Complaint Form
School Year 2018-2019
The American Samoa Department of Education (ASDOE) will accept complaints that allege a violation of a federal
education law or regulation that only the ASDOE has the jurisdiction, or authority, to regulate. The ASDOE Ombudsman has
jurisdiction over and reviews complaints alleging a local school district's failure to meet the equitable services requirements
applicable to the following Every Student Succeeds Act (ESSA) grant programs: Title I, Part A – LEA Grants; Title I, Part B –
State Assessments Grants; Title II, Part A – Supporting Effective Instruction; Title III, Part A – English Language Acquisition
State Grants; Title IV, Part A – Student Support and Academic Enrichment Grants; Title IV Part B – 21st Century Community
Learning Centers; Title V, Part B – Rural and Low-Income School Programs.
Before bringing this allegation to the ASDOE Ombudsman, the complainant must make a best effort to resolve the issue
directly with the project manager. The ASDOE Ombudsman may only review alleged violations that have occurred within
two years of the date the ASDOE receives the complaint. Each form is limited to one complaint. For more information on the
Every Student Succeeds Act (ESSA) statute and requirements, refer to https://www.ed.gov/essa. The ESSA-specific
requirements for Private Non-Profit Schools (PNP) equitable services are found in Sections 1117 (Participation of Children
Enrolled in Private Schools - Title I, Part A) and 8501 (Participation by Private School Children and Teachers - Title II, Part
A; English Language Acquisition State Grants - Title III, Parts A-EL and Immigrants; and Title IV, Part A and B).
Name of ASDOE Project (s)
Name of PNP

Complainant Information
Name:
Address:
Position/Role:

Email:

Complaint Information
The ASDOE Ombudsman reviews complaints only after the complainant has made a best effort to resolve the issue directly
with the ASDOE project(s) lead and only if the complaint is received within two years of the alleged violation. The complaint
must allege a violation of ESSA equitable services requirements in the ESSA grant programs listed above.
Date of Alleged Violation:
ESSA grant program involved in alleged violation:
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Describe how the ASDOE violated ESSA requirements by failing to provide equitable services to the above PNP. Submit
any additional detail or supporting documentation as an attachment.

Attachment Title:

Attachment Title:

Attachment Title:

Attachment Title:

Attachment Title:

Attachment Title:

Please provide a list of LEA State Education Agency (SEA) personnel with whom you communicated in your best effort to
resolve the issue. Be specific about the date and method of communication. Please attach a copy of any communication
with the relevant LEA SEA personnel that occurred in writing, such as emails, letters, and text messages. If you require
additional space to report your attempted communications, please provide additional detail in an attachment.
Name of ASDOE Personnel
(First Name, Last Name)

Attachment Title:

Date of
Communication
(MM/DD/YYYY)

Method of Communication
(Phone, Email, Text, Letter, In-Person, Other)

Attachment Title:
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Attachment Title:

Attachment Title:

Attachment Title:

Attachment Title:

Attachment Title:

Attachment Title:

How to Submit Complaint Form
Option 1. Email this completed form and any attachments to: talosiau@doe.as (Talosia Uperesa, ASDOE Ombudsman)
Option 2. Mail a hard copy of this completed form and any attachments to:
ASDOE Ombudsman
Consolidated Grant Management Office
P.O Box DOE
Pago Pago, AS 96799
The information you submit via this form is public to the extent allowed by law.
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American Samoa Department of Education
Consolidated Grant Program and Budget Amendment Form
School Year 2018-2019
ASDOE Consolidated Grant Program
Contact Person:

Project Name:
Date of Request:

q Program/Budget Amendment

q Budget Amendment Only (No Program Change)

Attach copies of all revised materials that are included in this program amendment request. Indicate which pages have been revised in
the box below:

Please provide justification for the requested program amendments below (note: any budget amendments must comply with the GAN,
ASDOE policy and procedures, and applicable Federal laws, regulations, and guidance):

Required Signatures:
Signature of Program Lead
Signature of CGA Grant Manager
Signature of Finance Officer
Signature of Director of Education
Note: Routing to funding agency is required for certain programs or budget amendment requests.
See: GAN and ASDOE Policy and Procedures Manual
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DEPARTMENT OF EDUCATION
Routing Signatures for all Procurement Requests

1._______________________________
Originator

___________________
Date

2.________________________________
Assistant Director/Division Head

____________________
Date

3.________________________________
Deputy Director

____________________
Date

4._________________________________
Grants Office

____________________
Date

5._________________________________
Director’s Review/Approval

_____________________
Date

6._________________________________
Business Office/Contract Office

_____________________
Date

Comments:

Appendix A6
ASG Form TRS/BUD-202 (10/1/86)

AMERICAN SAMOA GOVERNMENT

FEDERAL GRANT PROGRAM BUDGET

Cost Center No.
Assigned by Grant Fiscal Control

EDUCATION
ASG Department
Fed. Grant Award Number
Fed. Grant Catalog Number
Program name:
ACCOUNT
NAME

Fiscal Year:
Fund/Org. Number:
Expiration Date:
FEDERAL
FUNDS

DESCRIPTION

5100

PERSONNEL

5200

MATERIALS & SUPPLIES

5300

CONTRACTUAL SERVICES

5400

TRAVEL

5500

ALL OTHER EXPENSE

5600

CAPITAL OUTLAYS

5900

INDIRECT COST

CASH
MATCH

IN-KIND
MATCH

TOTAL
BUDGET

Sub-Total

5991

INDIRECT COSTS
TOTAL

NOTE: INITIATING DEPARTMENT/AGENCY MUST FILL IN THE ACCOUNT NUMBER AND DESCRIPTION BASED ON
THE APPROVED PLAN/AWARD.
Date

Initiated By
Explanation of Transaction
New Award
Revision of Account
Distribution

Director of Education

Date

Approved by Program Planning & Budget

Date

GRANTS FISCAL-WHITE COPY BUDGET-YELLOW COPY DEPARTMENT-PINK COPY
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Proposed American Samoa Department of Education (ASDOE) Organizational chart
Governor
Director of Education

Grants
(

Private Schools

Special Assistants

Senior Administrative Assistant

Personnel

Business
Capital Improvement Projects

Contracts

Deputy Director of Instructional Services

Assistant Directors

Deputy Director of Support Services

Assistant Directors

Assistant Directors

Early Childhood Education
Elementary

Assistant Directors

Information Technology
Integrated Data Services

Guidance & Counseling
Career & Technical Education
Education

Testing, Evaluation & Accountability

School Lunch
Warehouse

Athletics

Student Services
Secondary

Curriculum and Instruction

Assistant Directors

Teacher Quality
Community Services

Special Education

Transportation

Library Services

School Leaders & Teachers
Public Schools

Director of Education

Director of Human Resources

Director of Budget

Governor

