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Slide notes 

Grant Budget Entry.  In this video, we will show you how to add a new grant budget into the City’s financial system, FAMIS.  When a grant 
budget is not included in the Annual Appropriation Ordinance, the department must obtain approval in the form of accept and expend 
resolution or ordinance.  You can watch the “Grant Accept and Expend” video for additional information on that process. 
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Slide notes 

Once the resolution or ordinance is passed by the Board of Supervisors and adopted by the Mayor, a grant budget entry in FAMIS is 
required to record the budget.  Go to screen 4000, the Financial Processing Menu.  You will find the two document types that can be used 
to record the transaction, which are “GB”, Grant Budget Transaction, and “GM”, Grant Budget Transaction-RIMS.  RIMS stands for 
Recurring Information Management System and is a FAMIS document that can be reused.  Since the same details are required on the 
notepad for all grant budget entries, GM documents can save you time in processing the transaction. 

Remember that grant code and index code will be required when recording the grant budget transaction in FAMIS.  Your department may 
have the authority to add and update grant and index codes.  If not, a request to add the codes can be sent to your department’s grant 
accountant.  All such requests must be authorized by your fiscal officer. 
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Slide notes 

Once the grant and index code are available in FAMIS, the grant budget entry can be processed.  In this video, we will only use a GM 
document as our example.  The only difference between a GB and a GM document type is that GB is not for recurring use and the user 
will have to fill in all the data each time. 
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Slide notes 

On the GM document header, press F6 to go to the first line of the document. 
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Slide notes 

The transaction code used to increase the revenue budget is “061”: Other Increase to Estimated Revenue.  The document reference field 
should indicate the Board of Supervisors resolution or ordinance number.  If your department use this field for another purpose, make sure 
that the resolution or ordinance number is referenced in the notepad of the document.  An index code is required for the transaction to be 
posted to a fund type, fund, and sub-fund. 
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Slide notes 

In this example, as shown in FAMIS screen 5300, transactions using this index code are posted to fund type 2S, Special Revenue; fund 
PPF, Public Protection Fund; and sub-fund GNC, Grants Non-Project Continuing.  Please note that this index code also post transactions 
to the grant COSAFE-08CO, eliminating the need for the user to specify the grant. 
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Slide notes 

If the grant code and detail are not embedded in the structure of the index code, then the grant code and grant detail must be specified in 
the transaction by the user. 

The revenue sub-object must accurately reflect the funding source. 
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Slide notes 

Here is a list of the most commonly used revenue sub-objects. 
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Slide notes 

To view a complete list of sub-objects in FAMIS, you can drill down on this field by pressing F2 or use screen 5200.  After filling out all the 
required fields, press F10 to save the changes.  If there are no financial errors, you will be taken to the next line of the transaction. 
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Slide notes 

We are now on Line 2.  Required fields for all lines of the document are the same.  Note that the transaction code used to increase 
appropriation, or the grant expenditure budget is “072”: Other Increase to Allotted Expenditure Appropriation.  The expenditure sub-object 
must accurately reflect the approved budget.  You can drill down on this field to find the right sub-object for each type of budgeted 
expenditure.  Be very careful in characterizing the expenditure type.  When finished with all the required fields, press F7 to go to the 
document summary. 
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Slide notes 

The lines with transaction codes “061” are revenue budget increases and the lines with “072” are appropriation or expenditure budget 
increases.   

Make sure the total revenue budget increase is equal to the total expenditure budget increase.  In this example, line 1 has a $50,000 
increase, and line 2 and 3 have a total increase of $50,000 as well.   

Since the revenue budget increase equals the expenditure budget increase, we can proceed to completing the document notepad. 
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Slide notes 

Go back to the document header.  Press F12 for additional functions. 
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Slide notes 

Then press F1 to enter the notepad. 
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Slide notes 

Grant budget entry notepad must include the following information: funding agency, Federal Pass-Thru agency if applicable, grant type, 
CFDA number, grant amount, resolution or ordinance number, matching requirement, grant period, and reporting & audit requirements. 

In addition, your department’s fund accountant will need supporting documents for each of the above items before they can post the 
transaction.  The granting agency usually provides documents with the information during the award process in a financial administration 
handbook or grant agreement.  If such documentation was not provided, your department will need to obtain written clarification from the 
granting agency. 

When updating the notepad, first list the funding agency and the pass-through agency, if applicable.  The funding agency is the agency 
providing the fund, which may not always be the agency that the City has a direct agreement with.  For Federal State Pass Thru grants, 
the Federal agency is the “funding agency” and the State agency is the “Pass-Thru agency”.  In this example, Governor’s Office of 
Emergency Services is the Pass-Thru agency. 
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Slide notes 

Governor’s Office of Emergency Services should also be indicated in the grant setup screen 5070 as the “Donor Agency” in this case, 
because it is the agency that has a direct grant contract with the City.  If the donor agency is not yet listed in FAMIS, make a request to 
your grant accountant to add the donor. 
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Slide notes 

On the notepad, also identify the grant type.  F stands for Federal, T for Federal-State Pass-Thru/Other, S for State, P for Private, L for 
Local, G for gift and M for mixed. 

Also specify the CFDA number if the grant is Federal or Federal Pass-Thru. 
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Slide notes 

Note that the CFDA number inputted in the grant budget setup screen 5070 must reflect the correct CFDA number of the grant. However, 
the dot between the first 2 characters and the last 3 characters is omitted here. This field is used to extract Federal expenditure for the 
annual single audit of the Federal expenditure report. 
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Slide notes 

On the notepad, also indicate the grant amount and the matching requirements.  Many grants require the City to pay for a certain 
percentage of expenditures related to a grant project.  Specify grant period, as indicated by the grant agreement.  Please note that grant 
funds are not allowed to be spent until authorized by a resolution or ordinance unless the approval of the fund appropriation is given 
“retroactively”.  The grant start date in FAMIS should indicate the first date that the grant funds are allowed to be expended.  Identify Board 
of Supervisors resolution or ordinance number. 
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Slide notes 

Also indicate reporting and audit requirements.  The grantor usually state these requirements in the grant agreement.  The grant budget 
entry is now complete. 
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Slide notes 

Go back to the document header and press F8 to submit the transaction.  Make sure to send supporting documents to your department’s 
fund accountant as soon as you process the grant budget entry to expedite the document approval.  Supporting documents include a copy 
of the grant contract, Board of Supervisors resolution or ordinance, and any other documentation that supports the required information 
not listed in the contract. 
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Slide notes 

Once the fund accountant approves the grant budget entry, the budget will be posted to FAMIS and be available for appropriation, as 
shown here on the Grant Summary screen 6220.  In this video, we reviewed the journal entry to add grand budget into FAMIS and the 
required information in the notepad of the entry.  This concludes the grant budget entry training. 


