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Purpose of Today’s session

• Promote awareness of
the significant
requirements and
responsibility that come
with accepting state
government funds.

• Only applicable to grants
assigned to LBR903—
OCS.



3 primary STEPS to GIA administration

3.

Contract
Execution &

Administration

2.

Release of Funds

1.

Eligibility
Verification

List of required documents can be found at https://labor.hawaii.gov/ocs/



STEP 1: Eligibility Verification (HRS 42F-103)

Submit proof that you/your organization:

 Is licensed or accredited, in accordance with the applicable federal, state, or county
statutes, to conduct your program, service or project the grant;

 You must comply with all the applicable laws that prohibit discrimination. (e.g. anti-
discrimination policy );

 You must agree not to use state funds for entertainment or lobbying activities (e.g. most
recent IRS Form 990, policy statement);

 You must allow the state agency, the legislature and its staff, and the State Auditor access
to your records, reports, and all related documents for purpose of monitoring, measuring
performance, and ensuring proper expenditure of the grant (e.g. records retention policy
and most recent IRS Form 990);



 Be incorporated under the laws of the State (e.g. a copy of your organization’s Certificate of
Good Standing from the Department of Commerce & Consumer Affairs);

 Have by-laws or policies that describe the manner in which you plan to conduct your
service or program.

Non-profit organizations:

Must be designated as a non-profit organization by the Internal Revenue Service (e.g.

a copy of your organization’s IRS determination letter or most recent IRS Form 990); and

Have a governing board whose members have no material conflict of interest and
serve without compensation (e.g. most recent IRS Form 990, conflict of interest
policy/disclosures).

Step 1: Eligibility Verification



• Compile documents, send copies to the OCS grant specialist.
Do NOT send them piecemeal.

• Next step - OCS sends the documents to AGO

• AGO determines if you meet standards for an award.

STEP 1: Eligibility Verification (HRS 42F-103)



Stage 2: Request for Release of Funds

Once eligibility is verified by AGO, the following is needed to request the release of funds:

Certificate of Vendor Compliance from Hawaii Compliance Express

Certificate of liability insurance (OP GIA only)
 General liability insurance in an amount of at least $2 million coverage for bodily injury and property

damage resulting from Grantee’s performance under the contract

 State and Federal tax identification numbers

Document designating the person who has the authority to sign contract on behalf of the
organization

 Letterhead or invoice showing your mailing address



Stage 2: Request for Release of Funds
If the Legislature approved only partial funding, you must submit:

Cover letter that describes the status of your project, a revised SOW, budget, and an
explanation for shifting funds between cost elements, if necessary.

List the other sources of funds that secured from other sources to cover the shortfall in
order to complete the project.

Unlike CIP grants, authority to release funds for OP grants was delegated to the Director
of the Expending Agency by the Governor.

*CIP - much more involved. Governor AND Budget and Finance review and approve
release of funds. (will cover the details in later slides)



Please note: All contracts are subject to the availability of funds.

Step 3: Contract Execution and Administration

Step 1. – Draft contract
• OCS works with you to draft the contract documents
• Routed to AGO for review & approval

Step 2. -- Execute contract

5. Once
executed,
we return

original copy
to you

4. OCS signs
& AG

approves
contract

3. Return
both copies

to OCS

2. You sign
both copies.

Get it
notarized.

1. OCS sends
2 copies to
you to sign.



TIPS TO AVOID DELAYS



Doc Date:
Effective Date
of Contract, do
not leave blank

Doc Description:
Title of Contract +
Contract number

# Pages: Total
number of pages
in contract, not
including cover
letter

Date document is
notarized must
match the date the
grantee signs the
contract

Avoid these
common mistakes
to avoid
processing delays



Example of
Corporate Bylaw
naming duly
designated
person(s) that
can sign
paperwork on
behalf of the
Grantee

Cannot be signed
by the designee(s)



Contract Execution and Administration

Step 3. Expend funds. In order to expend funds, you need to submit
periodic fiscal & program reports.



Form 300 – Cash
Request

Be sure your
information is correct,
including contract #,
contract amount, and
reporting period.

Must be
signed. Do not
leave blank.



Form 310

OCS staff fills out green cells; You fill out yellow cells. It connects to form 300.



You can’t get
paid, unless
you submit

your reports!



Step 4. Contract Closing.

Once the contract has been completed, you need to submit the following
documents in order for the final payment to be processed:

Operating
 Certificate of Grantee’s liability insurance
 Certificate of Vendor Compliance
 Final fiscal and program reports
 Other documentation that may be required

Must be submitted within 60 days after the end of the contract

*CIP—additional documentation is needed. Will cover in later slides.



Operating GIA – Deadline to Contract & Expend Funds

You have 1 year to contract, must contract within same Fiscal Year of your award.

 Fiscal Year = July 1 through June 30 the following year
(e.g. FY 20 = July 1, 2019 through June 30, 2020)

Legislative Session State Fiscal Biennium Encumbrance Deadline

2019 FY 20 June 30, 2020

*CIP timeline will be covered in later slides



 Original contract must provide for extensions
 CIP: Two extensions for up to 12 months each
 Operating: One 12 month extension

 Extension must be made 60 days before expiration of original contract

 Good cause to extend contract

 You performed your duties under the contract

 At the sole discretion of OCS

Contract Extension(s) –Optional



ANY QUESTIONS?



OCS CAPACITY LIMITATIONS

SLH Year OP QTY CIP QTY Total

Total

Awards

% Total

Award
2013 15 20 35

2014 8 20 28

2015 10 8 18

2016 10 16 26

2017 12 15 27

2018 17 21 38 126 30%

2019 9 63 72 155 46%



High Volume
Limited Staff

• State GIA contracts - ABOUT 145

• 4 staff = little over 36/person



YOUR POINT OF CONTACT - OCS

Posted around the room



Transferred Grants

Several grants transferred to another dept.



5 Minute Break



Capital
Improvement
Project grants



STEP 1: Eligibility Verification (HRS 42F-103)

Submit proof that you/your organization:

 Are licensed or accredited, in accordance with federal, state, or county statutes, rules, or ordinances, to
conduct the activities or provide the services for which the grant is awarded;

 Comply with all applicable federal and state laws prohibiting discrimination against any person on the basis
of race, color, national origin, religion, creed, sex, age, sexual orientation, or disability (e.g. anti-discrimination
policy and complaint procedure);

 Agree not to use state funds for entertainment or lobbying activities (e.g. most recent IRS Form 990, policy
statement);

 Will allow the state agency to which funds for the grant were appropriated for expenditure, legislative
committees and their staff, and the auditor full access to your records, reports, files, and other related
documents and information for purposes of monitoring, measuring the effectiveness, and ensuring the
proper expenditure of the grant (e.g. records retention policy, most recent IRS Form 990);

 Are incorporated under the laws of the State (e.g. a copy of your organization’s Certificate of Good Standing from
the Department of Commerce & Consumer Affairs);



Avoid Lapsing Funds - CIP

Funds must be released and contracted within the next three (3) Fiscal Years from the beginning of
a State fiscal biennium (e.g. funds appropriated by the 2019 & 2020 Legislature need to be
appropriated and contracted by June 30, 2022)

Legislative Session State Fiscal Biennium Encumbrance Deadline

2017 FY 18 June 30, 2020

2018 FY 19 June 30, 2020

2019 FY 20 June 30, 2022

2020 FY 21 June 30, 2022



 Original contract must provide for extensions
 CIP: Two extensions for up to 12 months each

 Extension must be made 60 days before expiration of original contract

 Good cause to extend contract

 You performed your duties under the contract

 At the sole discretion of OCS

Contract Extension(s) –Optional



Governor’s Office AND Budget and Finance must review and approve before proceeding to
contracting.

Certificate of Vendor Compliance from Hawaii Compliance Express

Certificate of liability insurance

Liability and property damage insurance to protect you and your subcontractors.
Subcontractor may need to provide his own insurance

Minimum insurance coverage

Commercial General Liability--$2,000,000 per occurrence

Professional Liability --$2,000,000 per occurrence

Builder’s Risk Policy --$20,000

Step 2: Request for Release of Funds--CIP



Grantee’s State and Federal tax identification numbers

Document showing who has the authority to sign contract on behalf of the
Grantee

Grantee’s letterhead or invoice showing its mailing address

If applicable:
Cover letter with revised scope of work together with project cost, timeline,

and budget

List and status of other sources of funds

Step 2: Request for Release of Funds--CIP



HB809, Act 39

• Cost breakdown included in
the bill in the PAST for:

• PLANNING

• DESIGN

• CONSTRUCTION

• EQUIPMENT

• LAND/PROPERTY



Release of Funds

• NO breakdown by cost
element in HB809.

• Budget & Finance will be
distributing a Table for
depts to complete as well
as instructions for depts to
follow.



Cover letter that describes your project status and revised budget and scope work,
if applicable.

GIA Form F -Request to Allot and Expend

Form PAB Questionnaire - General Obligation Bond Fund Appropriations

Funding Sources Declaration

Letter requesting the reallocation of funds between budget line items, if necessary.
(e.g. shifting funds between cost elements).

Governor’s Office AND Budget and Finance must review and approve before
proceeding to contracting. Governor’s office will notify you once funds have been
released.

Request for Release of Funds --CIP(cont.)



Labor Laws,
Wage & Hour,

Certified Payroll

• For questions or assistance contact DLIR –
Wage Standards Division:

• All CIP construction related
grants must comply with
laws relating to payment of
wages, workers compen-
sation, employee working
conditions, and safety.

• HRS§104.

(808) 586-8777

http://labor.hawaii.gov/wsd



Once your contract is complete, you’ll have 60 days to submit documents needed
to process the final payment:

10% of funds are retained until the project is completed and required certificates
are submitted to the State

 Certificate of Grantee’s liability insurance
 Certificate of Vendor Compliance
 Final fiscal and program reports
 Certificate of completion
 Certificate of Acceptance of Facility
 Expiration of all Architect’s and General Contractor’s

lien period
 Photos of project (from beginning to end)

Closing a CIP contract



ANY QUESTIONS?



MAHALO!
OCS website:
https://labor.hawaii.gov/ocs/

Grantee information and GIA
guidelines:
https://labor.hawaii.gov/ocs/s
ervice-programs-
index/gia/grant-in-aids-
grantee-information/

Phone: 808.586.8675


