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[bookmark: _Toc347930418][bookmark: _Toc400710772][bookmark: _Toc416189731][bookmark: _Toc342477083][bookmark: _Toc346216914]Business Process Overview
[bookmark: _Toc400710773][bookmark: _Toc347930420]The Projects, Grants and Contracts process is a combination of Creating and Maintaining Grants (GM1), Project Costing (PC) and Creating and Maintaining Customer Contracts (CA). These processes include grant set up in FI$Cal to capture data elements specific to grants, which is linked to reimbursable expenditures and revenue. 
For billing and revenue in FI$Cal, the Customer Contracts module defines and administers the billing and revenue rules for contractual agreements required for grant sponsors and reimbursable project customers. Customer contracts link Project Costing to the FI$Cal Billing and Accounts Receivable modules and reimbursable grant-related billing data. Customer contracts is also for non-grant related agreements, such as services provided between State agencies and external customers including local municipalities. 
Contracts key terms are defined below:
· Grant as Grantor - Funds are distributed by the State to another entity. Vendor Contracts are established to produce payments.
· Grant as a Grantee – Funds are received by the State from other entities (sponsors). Customer Contracts are established to invoice for reimbursements.
· Sponsor – Federal or other awarding agency responsible for funding an award.
· Customer – External customer billed for a contract, including external 3rd party (Federal Government) or another state agency.
Customer contracts capture contractual terms and conditions of awards and reimbursable projects. The FI$Cal Customer Contracts module includes the following:
· Manage grantor related payments. 
· Manage advanced funding received from grantor.
· Milestones triggering billing/revenue events.
· Structured pricing of contract lines in accordance with the terms of the grant. A single contract may contain mixed pricing structures and multiple contract lines with Amount Based (Fixed-Fee) and Rate Based (Time & Materials), at the contract line level.
· Setting contract limits (for example, labor, materials, or travel).
Contract amendments are changes to active contracts. The modifications made to the contract header and lines in FI$Cal provide historical change control. Contract amendments occur for the following reasons:
· Changes are made to the overall contract or contract lines amounts
· New lines are added to the contract
· Modification of billing and revenue events in the ‘Pending’ status

Figure 1: Projects, Grants, Contracts Processes
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Figure 2: Grant management and contracts overview
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[bookmark: _Toc416189732]FI$Cal System and Organizational Roles
	CA1-CREATE AND AMEND CONTRACTS

	SYSTEM ROLE
	ORGANIZATIONAL ROLE OR ASSIGNMENT

	Contracts Processor
	Contracts and Procurement Office

	Contracts Approver
	Contracts and Procurement Office


[bookmark: _Toc395262025][bookmark: _Toc400710774][bookmark: _Toc416189733]Create and Amend Contracts Process Steps Description.
[bookmark: _Toc416189734]Create Customer Contracts Sub Process Steps Description
A customer contract is a contract agreement in FI$Cal that defines billing and revenue recognition for grant awards or reimbursable projects.
1. Receive official authorization agreement: The Contracts Processor receives official authorization of a contract such as a Budget Act, Grant Agreement, or Agreement for Services from another entity. Accepted vendor awards also serves as a trigger in establishing a customer contract. 
2. Proposal data in FI$Cal? 
If Yes: If a bidder/vendor award is in FI$Cal, key fields are populated from the proposal. Continue to step 3. 
If No: The customer contract is created manually. Continue to step 4.
3. Key fields are populated: Upon upon posting and notification of a contract award to the bidder/vendor, key fields in FI$Cal are populated from the bid proposal.
4. Create contract header: The Contracts Processor enters information into the contract header such as the customer name, Grant ID, and contract administrator name. Supporting documentation is also uploaded.
5. Create contract lines: Contract lines are built by adding products representing the goods and services to be delivered. Contract lines also link to projects, activities and line item pricing.
6. Create accounting distributions: The Contracts Processor defines the accounting classification for processing reimbursements and unbilled account receivables (ARs) which are used for managing billing and revenue. For rate-based contract lines, the revenue accounting entries are defined in the Project Costing Accounting Rules. Accounting classifications can be defaulted to contract lines when configured as part of the product definition.
7. Rate based contract line?: Rate based contract lines contains pricing linked to expenditures and project costing to billing. 
If Yes: The Contracts Processor creates the contract terms. Go to step 9.
If No: Perform amount allocation for amount based contract lines. Continue to step 8.
8. Perform amount allocation:  The Contracts Processor selects the correct amount allocation for the contract lines. 
Amount-based contract lines have set values and are linked to specific milestones or a defined value to be invoiced at a pre-determined amount over a pre-determined length of time (for example, a monthly billing cycle). Amount- based contract lines are not linked to expenditures or units, such as hours.
9. Create contract terms: The Contracts Processor creates the contract terms by adding project activities or updating post-grant awards to track expenditures and relate them to the contract lines. Contract terms also include defining rate sets or rate plans and defining reimbursement limits. 
Rate-based contract lines is pricing linked to expenditures. Pricing can convert expenditures to a one-to-one billing transaction, or it may be marked up by a percentage. A set price per unit (for example, $50 per hour) may also be established. 
10. Advance Funding? Prepaids are set up on a contract if a customer has provided funds in advance. 
If Yes: Prepaids are set up on a contract. Continue to step 11.
If No: Create/update billing and revenue plans. Continue to step 12.
11. Create pre-paid: The Contracts Processor sets up the prepayment on a contract. The prepayment utilization rules determine which type of billable transactions to draw down from the advance fund balance. Billing and revenue plans are linked to both amount-based and rate-based contract lines to control the triggers of when billing/revenue is processed. +The prepayment functionality for customer contracts do not track advance funds given out to grantees, only those funds received in advance from sponsors/grantors.
12. Create or update billing and revenue plans: The Contracts Processor defines the schedule and triggers to initiate the billing/revenue process. Billing and revenue plans are linked to amount-based and rate-based contract lines triggering the processing of billing and revenue. 
Many billing and revenue plan events can exist within each plan. Billing and revenue events can be triggered by the dates defined in advance, linked to milestones such as a change in project status, or based on a percent complete calculation.
13. Run F&A (Facilities and Administration) process: The F&A process categorizes indirect rates into groups or types and defines rates for institutions and sponsors. This process is also used for indirect budgeting costs and indirect accounting entries. 
14. Grant as grantor?: A vendor may be another State agency or third party receiving funding from the State (also identified as a sub-recipient or sub-grantee). 
If Yes: The Contracts Processor create a vendor contract. Continue to step 15.
If No: Proceed with the update and finalizing of the project budget. Continue to step 16.
15. Create vendor contract:  The Contracts Processor creates a vendor contract to manage the payment details for the grantee or sub-grantee. Vendor contracts contain a reference to the Project ID and Activity ID in the Chart of Accounts (COA) distribution lines when the vendor contract pertains to a grant. This allows grant attributes in the FI$Cal Grants Management module to be included with any grantee payment reporting. 
The same Project ID can be shared when the State is receiving funds as a grantee and also act as the same Project ID when the State acts as grantor by disbursing funds received as payments through vendor contracts.
16. Update and finalize project budget: The Contracts Processor updates and finalizes the project budget in FI$Cal.
17. Activate contract: The Contracts Processor activates the customer contract for billing and revenue recognition.
[bookmark: _Toc416189735]Amend Customer Contracts Sub Process Steps Description
A contract amendment is a change to the contract after it has been set to Active status in FI$Cal. Amendments include addition or subtraction of contract line amounts or modification of billing and revenue events. Contract amendments in FI$Cal are required for any active customer contract, including non-legal changes such as a data entry correction. FI$Cal status amendments include: Pending, Ready, Complete or Cancelled.
1. Receive authorization to amend: The Contracts Processor receives an authorization to amend the contract. 
2. Initiate amendment processing: The Contracts Processor selects the customer contract to be amended.
3. Enter amendment type and reason code: The Contracts Processor creates an amendment ID to track contract changes. In FI$Cal, Amendment Types and Amendment Reasons serve as an attribute for reporting and enable the creation of amendments for contracts. 
4. Amend contract header, lines and terms: The Contracts Processor performs changes to the contract header, contract lines, rate sets, or contract terms. 
5. Update contract line amounts: The Contracts Processor performs any updates needed to the Fixed Fee contract lines.
6. Add notes or documentation:  Notes are tied to the unique Amendment ID created by the Contracts Processor. Additional documentation may be uploaded.
7. Set amendment status to ready: Once changes are approved, the amendment is flagged as ready.
8. Process amendment: The amendment is processed ad hoc or is included in a FI$Cal batch process.
9. Review amendments: The online review amendments inquiry is available for reviewing  amendments.
[bookmark: _Toc400710781][bookmark: _Toc416189736]Interfaces and Reports
	TITLE
	PURPOSE OR DESCRIPTION
	TC #
	INTERFACE
IN/OUTBOUND
	REPORT
Y/N

	Project Listing Report
	Provides a listing of projects by business unit and will display information at all levels of the project structure hierarchy (Project, Activity, and Team)
	
	
	Y


[bookmark: _Toc400710782][bookmark: _Toc416189737]Interdependent Business Processes and/or Work Activities
Business processes are executed in sequential steps or in parallel with other work activities. When a process is dependent on another to start, end, or continue, an interdependency is created through the interaction of activities within a given end-to-end business process.

Interdependency with the CA1-Create and Amend Contracts Process exists as follows:
Pre-requisite Business Process(es):
· PC1 – Create and Maintain Projects
· GM1 – Create and Maintain Grants
Succeeding Business Process (es):
· CA2 – Process Billings and Revenue



[bookmark: _Toc416189738]Governing Statute, Regulation, and Policy
The statue, regulation and policy references that govern specific activities and responsibilities associated with the CA1-Create and Amend Contracts Process include, but may not be limited to, the citations in the following table.
	GOVERNING AUTHORITY
	IDENTIFIER
	DESCRIPTION

	Government Code (GC)
	G.C. 11251
	The Controller, after consulting with the Department of Finance, may approve any general plan whereby any State agency which is within a department and which is supported either by a special fund or by a separate appropriation from the General Fund, may make financial adjustments with the department of which it is a part and with any other State agency within the department for services rendered, supplies used, or for a proper proportion of other expenses.

	Government Code (GC)
	GC Section 13300

	Requires all revenues, expenditures, receipts, disbursements, resources, obligations, and property of the State to be properly, accurately, and systematically accounted for

	Government Code (GC)
	GC Section 13310

	Requires State Controller to set statewide fiscal and accounting policies and procedures

	Government Code (GC)
	G.C. 16365
	(a) Any expenditures which are a proper charge against the money made available by the United States and deposited in the Federal Trust Fund may be paid, in the first instance, from the General Fund or any other fund in the State Treasury, expenditures from which are administered through or under the direction of the state agency receiving the money from the United States and,
(b) The General Fund or any other fund in the State Treasury shall be reimbursed for expenditures made therefrom that are a proper charge against the Federal Trust Fund.

	[Federal] Office of Management and Budget (OMB)
	OMB CIRCULAR A‑133
	Subpart C—Auditees, Section .310—Financial Statements.

	State Administrative Manual (SAM)
	Section 900
	General Grants

	State Administrative Manual (SAM)
	Section 912
	Federal Grants

	State Administrative Manual (SAM)
	Section 8452
	Plans of Financial Adjustment

	Statewide Information Management Manual (SIMM)
	SIMM 17A

	California Technology Agency – Regulation Reporting: Capital Project Management Methodology

	U.S. Code
	31 U.S.C.6101
	Federal Funding Accountability and Transparency Act (FFATA) requires information on first-tier subawards related to Federal contracts and grants and the executive compensation of awardees to be made publicly available. 



[bookmark: _Toc340072078][bookmark: _Toc342477111][bookmark: _Toc346216943][bookmark: _Toc400710786]

[bookmark: _Toc416189739]Appendix
[bookmark: _Toc416189740]Associated Process Flow Diagram(s)
SCO FI$Cal SharePoint:  CA-1 Create and Amend Contracts Diagram Flow
[bookmark: _Toc400710788][bookmark: _Toc416189741]FI$Cal Terms and Definitions
FI$Cal Public Website:  http://www.fiscal.ca.gov/documents/FISCalTerminology121112AlphaListing.pdf
[bookmark: _Toc400710789][bookmark: _Toc416189742]Associated Job Aid(s)
FI$Cal Public Website, FI$Cal Service Center, Job Aids and Training Tips:  http://www.fiscal.ca.gov/access-fiscal/job_aids.html 
[bookmark: _Toc400710790][bookmark: _Toc416189743]Associated UPK(s)
FI$Cal Public Website, FI$Cal Service Center, FI$Cal Training Academy (requires User Login):  http://www.fiscal.ca.gov/access-fiscal/fiscal_training_academy/index.html 
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