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Managing Your 
Grant



Grant Assurances

VAWA due February 22, 2023
SASP due February 20, 2023

Initialed and signed copy must be returned to the KGGP office to kggp@ks.gov

Upon receipt and 
approval of the 
Grant Assurances 
(and Civil Rights 
Form if required), 
the award will be 
updated on the 
Grant Portal from 
a “View” Action 
to a “Manage” 
Action

Kansas Governor’s Grants Program

17-VAWA- Federal Sexual Assault Services Grant Program
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Getting and Staying Organized

Due dates and 
reminders Staff changes

Review all 
forms/reports

Data collection 
methods



Managing
Supporting Documentation

General Ledger Signed Time and 
Activity Records

Activity 
logs/times 

worked on a case

Receipts, 
purchase orders, 

invoices
Travel logs

Copies of checks 
and payroll 

records

Database 
printouts Intake forms Case numbers

Phone logs Survey results
Evidence of 

meetings and 
trainings

Any other 
relevant support
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Managing Grant Award and Documentation

Kansas Governor’s Grants Program

Grant Number



Kansas Governor’s Grants Program

Application Documents Award Documents

Supporting Documentation Folder

Financial Reporting
• General Ledgers by 

Month
• Payroll Reports
• Time & Activity 

Documents

Progress Reporting
• Database Printouts
• Meeting Agendas/

Participant Lists
• Training Materials/

Agendas/ Participants

Budget and Budget Revisions Correspondence



Managing the Budget

• Manage by line item

• Do not wait to purchase large quantities of supplies or 
equipment
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Managing the Budget

• Submit revisions as you go
• Don’t forget justification letter!

• Submit revisions before the effective date of the change (if 
possible)

• If not, then explain the delay and provide proposed effective 
date

• No requests after 10/20/23
• Only considered after 10/20/23 if Subgrantee can demonstrate 

request meets exception criteria

Kansas Governor’s Grants Program



Forms/Reports



Reports/Forms List 

***Submit via the grant portal unless otherwise noted***

1. Grant Portal Budget Section- VAWA due 03/01/23  and SASP due 2/27/23 and VAWA due (if the grant award is 
different from the original request)

2. Highly Compensated Officers- SASP due 2/27/23 and VAWA due 03/01/23

3. Revised Grant Project Objectives- if grant award is different from the original request and if the Subgrantee deems it
necessary, the grant project objectives may be revised and uploaded as an attachment in the Grant Portal.

4. Financial Status Report- Due within 20 calendar days following the end of each month

5. Grant Project Narrative Report- Due 1/20/2024

6. Projection of Final Expenditures- Due 10/20/23

7. Equipment Inventory Form (off-line form)- Due within 30 days of the date of payment; submit to kggp@ks.gov

8. Annual Progress Report (off-line form)- Due no later than 1/20/24; submit to kggp@ks.gov

Kansas Governor’s Grants Program
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Highly 
Compensated 

Officers Report

Due March 12, 2020 on the 
Grant Portal

Please complete agency 
information in Boxes 1 

though 6.  Note that the 
addres66436s provided in 
Box 1 is for the project’s 

Primary Place of 
Performance.

Please read and complete 
the  remainder of the report.

Kansas Governor’s Grants Program

Due no later than February 27  
and March 1 respectively on 
the Grant Portal



Monthly Financial Status Report (FSR)

Due within 20 calendar days 
following the end of each month 
on the Grant Portal

Final FSR due February 20, 2024

Kansas Governor’s Grants Program

Financial Status Report – Sample Grant December 1 – 31, 2023



Grant Project
Narrative Report

Must be submitted via the 
Grant Portal January 20, 2024
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Due October 20, 2023 on the 
Grant Portal.

Kansas Governor’s Grants Program



Annual 
Progress 
Report

Submitted by email to kggp@ks.gov
Due January 20, 2024
Fillable Report must be used and can be 
downloaded from: Annual Progress Report
FTE count
Validate button

Kansas Governor's Grants Program
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Annual Progress 
Report Staff 
Information

• Grant project budgeted for 1 
FTE Advocate.  The Advocate  
worked January 1 through 
June 30, 2023;  new hire 
started October 1 and 
worked through December 
31, 2023 (1560 hrs). This 
would be reported as a .75 
FTE. 

Kansas Governor’s Grants Program



Additional 
Reporting 
Requirements

The following reports/forms may be 
required for the agency’s VAWA and SASP 
award:

Equipment Inventory Form

Authorization for Electronic Deposit

Kansas Governor's Grants Program



Equipment 
Inventory Form

Report any equipment 
purchased with grant funds 
that cost $5,000 or more per 
unit

Reconcile to the approved 
VAWA grant project budget.

Must submit within 30 days of 
payment date.

Kansas Governor's Grants Program



Property and Equipment

Kansas Governor’s Grants Program

INVENTORY DISPOSAL OF EQUIPMENT



The Grant Portal



Grant Portal

Check the appendices for instructions

Appendix A- Budget revision request

Appendix B- Financial Status Report

Appendix C- Submitting an offline report

Kansas Governor's Grants Program



Budget Revision Requests



Budget Revision
Don’t forget!

Click the “Submit 
Revision” button

1

2

Recommended that 
subgrantee print this 

screen as confirmation
3
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Grant Portal

Any edits/revisions made to the General Information, Budget,
and/or Attachments tabs require the Subgrantee to go to the Submit
tab, click on ‘Submit Revision,’ and receive a confirmation message.
The KGGP will not see those edits until revision is properly
submitted.

Kansas Governor’s Grants Program



Grant Portal

When it comes to submitting in the Grant Portal, the Reports tab
should be considered ‘self-contained’ – there is no need to go to
also go to ‘Submit Revision’ in order to submit a report.
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Kansas Governor’s Grants Program

Grant Portal 
Reports

Verify submission 
through the ‘Status’ and 

date/time stamp.

May revise reports with 
“Action” of Revise or 
Upload/Download.

1

2

3



Submitting Offline Reports

Kansas Governor’s Grants Program

1

2

3



Uploading Offline Reports
Rev1_Qtr1_23VAWA.xls
Rev2_23VAWA_Qtr1.xls

Kansas Governor’s Grants Program



Compliance



Compliance Reviews

Kansas Governor's Grants Program 

Analyst will contact you to schedule.

Review Compliance Report and checklist.

Prepare your answers to questions ahead of time.

Analyst will notify you what documentation will be reviewed.

Complete follow-up requirements by the due date.



Compliance 
Review
Checklist

Kansas Governor's Grants Program



Q & A



KGGP Website

• Grant Opportunities
• Resources – Managing a Grant Award
• Resources – Civil Rights Information
• Kansas Academy for Victim Assistance (KAVA)

Visit the KGGP website at
www.grants.ks.gov

for information on grant management. 

Kansas Governor’s Grants Program
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Survivor Voices: Elevate. Engage. Effect Change.



Kansas Governor’s Grants Program

kggp@ks.gov

Voice:  785-291-3205
Fax:  785-291-3204

Jamie Bowser, Director of Operations jamie.bowser@ks.gov
Lori Jensen, Grants Specialist lori.jensen@ks.gov
Erica Haas, Attorney erica.haas@ks.gov
Jill Stewart, Financial Officer   jill.stewart@ks.gov

Kansas Governor's Grants Program

This webinar is just one opportunity to get your questions answered!  

For questions regarding the agency’s VAWA and SASP grant award contact the 
KGGP office. 

Thank you for attending the webinar!
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