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In this video, we will review Grant Code structure in the City’s financial system, FAMIS.  Let’s briefly review what a grant 
code is used for. 
 

 
When a City department receives grant funding, the department must request a FAMIS grant code from the Controller’s 
grant accountant or designated department staff in order to identify the grant revenues and expenditures in the financial 
system as shown in the “Grant Summary”, or 6220 screen… 
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…as well as asset and liability accounts such as grants receivable and vouchers payable as shown in the “Grant Trial 
Balance”, or 6410 screen.  Coding all grant transactions with the specific grant code is critical in order to fulfill reporting, 
audit, and compliance requirements.  Even though most FAMIS users do not have access to add or update grant codes, you 
will need to understand the grant code structure because it is often necessary to make a request to your grant accountant or 
designated department staff to add new grant codes or update existing ones.  Let’s now go to the FAMIS Grant Setup 
screen to review in more detail.  
 

  
On the FAMIS main menu, press F2 for “Table Maintenance”. 
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This takes you to FAMIS screen 5000.  Then press F1 to go to “Classification Structure”. 

 

 
Select F8 to go to the FAMIS 5070 Grant Setup screen. 
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For each new grant, you’ll need a new grant code.  A FAMIS grant code has 6 alphanumeric characters and should always 
start with the 2-character department code. 

However, not every new grant agreement should be considered new.  A substantial number of grants the City receives are 
recurring in nature - that is, they are granted to the City each year to fund the same programs and related positions and 
essentially provide a portion of the Department’s operating budget.  These grants should not be considered new and new 
grant codes should not be setup every year the grant is received. 

Instead, a grant detail under the same grant code should be created in order to track the separate grant agreements.  Grant 
details can also be used to track distinctly separate parts of a grant.  Index codes for grants can also be setup to control 
appropriation at different levels of grant detail, so grant details can serve as a spending control, if appropriate for the grant. 

The Controller’s Office recommends requiring input of at least the first two characters of the grant detail field, also known as 
detail 1, for the funding year because one-time grants are sometimes renewed.  So grant codes are usually setup to require 
input of the grant detail field.  This is done by setting the “lower level required” field to “Y”.  In this example, the Controller 
has setup a grant code COSAFE and “lower level required” is “Y”.  “When this indicator is “Y” for the grant code, only the 
grant title and type will be required.  Note that the grant code must be saved by pressing F10 before adding detail.  Never 
change the “lower level required” indicators once transactions have been posted to the grant.  This can make a grant very 
difficult to reconcile and closeout, primarily because FAMIS will not allow a transaction to be posted to two different levels of 
grant detail. 

The grant type must accurately reflect the funding source.  You can drill down on this field using F2 for a full list of grant 
types. 
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If the grant is Federal or Federal State or Other Pass-Thru, make sure to have the CFDA number available as it needs to be 
saved to each of the grant details.  

 

 
Grant detail 1 represents the first 2 characters of the grant detail and should indicate the funding year of the grant 
agreement.  If the grant may not be a one-time grant, then grant detail 1 should be included so that new details can be 
added for new agreements.  If only the first two characters of the grant detail field will be used for this grant, the “lower level 
required” field should be “N”.  If more characters will be used, “Y”.  Press F10 to save and add detail 1. 
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Often, it is necessary to use the 3rd and 4th characters of the grant detail field in order to separate different parts of a grant 
agreement.  This part is considered detail 2.  Press F10 to save and add detail 2. 

The grant detail field can be made up of as many as 6 characters, although the 5th character, detail 3, and 6th character, 
detail 4, are not usually used.  

Once you’ve specified the lowest level of detail that you want to use by indicating “N” for “Lower Level Required”, you’ll be 
required to complete additional information, starting with CFDA number if the grant is “F” for Federal or “T” for Federal State 
or Other Pass Thru.  Select F2 on this field to see the full list. 

 

 
Check with the granting agency to ensure this number is correct.  This number is often listed in the grant agreement or 
application.  If the CFDA number is not identified in grant award documents, the administering department is responsible for 
obtaining the information from the granting agency. 
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Specify donor agency.  The donor agency is the organization that the City has a direct grant agreement with.  You can also 
drill down on this field by using F2 to find the donor agency. 

 

  
If the agency is not listed, make a request to your grant accountant to add the donor.  Once added, the donor agency can be 
saved to the grant. 
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Specify the administering department as the “Responsible Department”. 

Specify plan and actual start and end dates.  The “plan” dates are the beginning and ending of authorized spending.  
Usually, these are the grant agreement dates.  However, if the authorization is given after the grant agreement start date, 
then the resolution or ordinance authorizing the appropriation must specifically indicate that the authorization is given 
retroactively.  If this authorization is not given, then the plan start date should be the date that the resolution or ordinance is 
adopted.  The actual dates are when transactions can be posted in FAMIS.  The actual end date should not be more than 12 
months after the plan end date.  Once all this information is completed, the data can be saved using F10. 
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There are additional pages that can be completed by pressing F8 which can be useful for departmental tracking purposes.  
In addition, it is recommended to identify the Grantor ID number, as it is specifically helpful for fulfilling audit requirements. 

There is also a small space for keeping special and important notes for a grant.  

All requests for grant code additions and edits must include all the required information.  This information must be accurate 
and the action must be authorized by the department’s financial officer.  Information input in the Grant Setup is used to fulfill 
various reporting requirements, such as the Schedule of Expenditures of Federal Awards.  Inaccurate information can lead 
to inaccurate reporting, which auditors may report as findings in the City’s financial statements. 

 

 
In conclusion, FAMIS grant codes are used to identify, control, and report on grant funds received from other entities.  Grant 
details are used to separate different grant agreements and different parts of a grant.  The number of characters for the grant 
detail field, or the amount of grant detail, must never be changed once used for transactions in the financial system.  Each 
grant detail must be setup with the correct information to ensure accurate reporting.  This concludes the grant setup training. 


