Grant Resolution/Ordinance Template Instructions

Prepared by the Clerk of the Board of Supervisors Revised 1/17/07
Templates are pre-designed documents into which you can put specific information to meet a particular need.  In this case, a grant resolution or ordinance template has been created for you to use over and over, which should save you valuable work-time by enabling you to avoid recreating an entire document each time you need to submit a grant.

To use your newly created template, open the grant resolution or ordinance
 template file; click on the first gray box and start typing.  As you type, the gray area disappears and your text is entered.  Click on and type the appropriate information in each gray box.  

You’ll note that in several areas, the instructions advise you to enter information or delete the whole paragraph.  This is because each grant will require some individual modification; therefore you may not need to supply all the various types of information, which are requested in the template.  You may also need to add your own “whereas”, “resolved” or “further resolved paragraph” if you find you need more than are supplied in the template.  See the various hard copy samples supplied for ideas on how to compose your resolution.

Also, the Administrative Code sets a policy that Departments should normally include eligible indirect costs in grant budgets, and requires that Grant Accept and Expend Resolutions and Ordinances discuss the treatment of indirect costs in the grant. Accordingly, there is a paragraph in the template, which asks you to include information on indirect costs. If the grant provides for the creation of grant-funded positions, an Ordinance must be completed. In addition, the Annual Salary Ordinance (ASO) must be amended through the Department of Human Resources. We are giving you three alternative examples of language, which you may choose to insert for this paragraph as needed:

1. If indirect costs are ineligible you can state:

· “Whereas, The grant terms prohibit including indirect costs in the grant budget; now, therefore, be it”
· “Further Resolved, That the Board of Supervisors hereby waives inclusion of indirect costs in the grant budget.”  (This Resolved paragraph must follow the first Resolved paragraph authorizing action or authority for the grant.)

2. If indirect costs are eligible but are waived to maximize funds for program use you can state:

· “Whereas, The Department proposes to maximize use of available grant funds on program expenditures by not including indirect costs in the grant budget; now, therefore, be it”
· “Resolved, That the Board of Supervisors hereby waives inclusion of indirect costs in the grant budget.” (This Resolved paragraph must follow the first Resolved paragraph authorizing action or authority for the grant.)

3. If indirect costs are included you can state:

· “Whereas, The grant budget includes provision for indirect costs of $(insert amount) now, therefore, be it”  Please note: If you do have indirect costs you do not need a separate resolved statement authorizing them (as you do with the prohibited and waived costs); you would simply continue with your resolution making the next paragraph your first resolved paragraph:
Example: “RESOLVED That (Type your resolved text explaining the authority for your request) and be it”  Continue with another Further Resolved until you have finished the resolution.
You will leave the File No. and Resolution or Ordinance No. areas in the heading area at the top of the page blank.  These will be filled in later at the Clerk of the Board’s office.

Finally, don’t forget to add the name of your department to the bottom (footer) of the template when you are filling it out.  The department name can be added as follows:

1. Click on View on your toolbar.

2. Click on header and footer from the drop down list.  A header/footer toolbar will open which will provide access to the footer area.

3. Click on the first button on the toolbar that says “Switch between header and footer”  This will open the footer area.

4. You can now type in the name of your department.
5. Click the close button on the header footer toolbar to finish and get back into the template.

When you are finished creating your resolution or ordinance, print out the template and CHECK IT CAREFULLY for any spelling, punctuation or spacing errors.

Original resolutions and ordinances must be printed on red line paper available through Reproduction Services

Save your document in whatever file folder your office chooses to use.

� Pursuant to Administrative Code Sections 10.170-10.170.230-06 acceptance and expenditure of any grant that would result in the creation of new City positions must be approved by an ordinance 





