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Grant Management 
Unearned Revenue

Unearned Revenue represents cash that has been received by the District but is 
not yet earned

Revenues are recognized when revenue is earned
 Revenue is earned when direct grant expenses have been paid

• Example: CWF project expense of $5,000 was paid on 06/01/2020. Revenue should be 
recognized for $5,000 when the payment is made

• Example: John has 10 hours of time directly related to the CWF grant in June 2020. Revenue 
(10 hours X the billable rate) should be recognized in June 2020
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Grant Management
Unearned Revenue (continued)
Track grants through Unearned Revenue Liability accounts
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Grant Management
Unearned Revenue (continued)
 Recording BWSR Billable Rates against grants

• If Unearned Revenue is tracked on the balance sheet
o Then a monthly entry is needed to record staff time

₋ Credit – State Revenue
₋ Debit – Unearned Revenue

 Documentation should be kept to support how the monthly adjustment is calculated for staff time
• Proper documentation would consist of Time Log (Excel Spreadsheet or Software) that tracks 

time by employee and grant
• Time logs should include hours for all staff whether administrative or billable (BWSR SAMPLE)
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Grant Management
Recording Unearned Revenue
 Recommend having a new Unearned Revenue Account # for each grant

• Recommend using subaccounts for each new grant
• #25000 Unearned Revenue account
• #25100 BWSR – 2021 Clean Water Fund (subaccount of #25000)
• After each grant is closed, mark as inactive in Chart of Accounts

• Go to Chart of Accounts
• Right click on the account you want to mark inactive
• Search for Make Account Inactive

• If you ever need to see all accounts, including inactive accounts, click on the Include Active 
checkbox at the bottom
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Grant Management
Recording Unearned Revenue (continued)
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Sample Chart of 
Accounts
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Grants Management
Record Grant Activity
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#1 – Received 50% advance payment on    
         a $150,000 CWF grant on 2/13/20
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• Go to Banking and select Make a Deposit. 
• Select the bank account and change the date
• Select the Unearned Revenue account under the From account section 



#2 – Purchased Tractor using Clean 
         Water Funds

12

• Go to Banking and select 
write checks

• Select the bank account 
and change the date

• Select the Unearned 
Revenue account being 
used

• On the second line, 
select the revenue 
account that correlates 
with that grant and enter 
the amount as a negative 
number

• On the third line, select 
the capital outlay 
expense account



#3 – Record Billable Time on CWF
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• Go to Accountant and select Make General Journal Entries
• Change the date
• Debit the Unearned Revenue account for the billable time
• Credit the revenue account that correlates with that grant



#4 – Record Project Expenditures
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• Go to Banking and select 
write checks

• Select the bank account 
and change the date

• Select the Unearned 
Revenue account being 
used

• On the second line, select 
the revenue account that 
correlates with that grant 
and enter the amount as a 
negative number

• On the third line, select the 
project expenditure 
account associated with 
the grant



#5 – Record Billable Time on CWF
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• Go to Accountant and select Make General Journal Entries
• Change the date
• Debit the Unearned Revenue account for the billable time
• Credit the revenue account that correlates with that grant



#6 – Record 40% on $150,000 CWF

16

• Go to Banking and select Make a Deposit. 
• Select the bank account and change the date
• Select the Unearned Revenue account under the From 

account section 



#7 – Record Project Expenditure
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• Go to Banking and select write 
checks

• Select the bank account and 
change the date

• Select the Unearned Revenue 
account being used

• On the second line, select the 
revenue account that 
correlates with that grant and 
enter the amount as a 
negative number

• On the third line, select the 
project expenditure account 
associated with the grant



#8 – Record Billable Time on CWF
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• Go to Accountant and select Make General Journal Entries
• Change the date
• Debit the Unearned Revenue account for the billable time
• Credit the revenue account that correlates with that grant



#9 – Record Due from Other 
           Government on final 10% of CWF
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• Go to Accountant and select Make General Journal Entries
• Change the date to 12/31/??
• Debit the Due from Other Governments account
• Credit the Unearned Revenue account 

*At year-end there should be no negative grants on the Balance Sheet under Unearned Revenue
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#10 – Reverse Due from Other 
           Government in 2021
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• Go to Accountant and select Make General Journal Entries
• Change the date to 01/01/??
• Debit the Unearned Revenue account 
• Credit the Due from Other Governments account
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#11 – Record Final 10% Received in 2021 
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• Go to Banking and select Make a Deposit. 
• Select the bank account and change the date
• Select the Unearned Revenue account under the From 

account section 

*Once a grant is closed out, there should be no Due from Governments or Unearned Revenue amounts left 
on the Balance Sheet. Make account inactive in Chart of Accounts.



Clean Water Fund Activity - Final
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Profit & Loss
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Profit & Loss - Continued
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Profit & Loss - Continued

25



Journal Entries made to Unearned 
Revenue Accounts
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• Billable Time 

• Due from Other Governments



Program/Project Logs
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Grants Management
What to do Quarterly/Annually

28

• We recommend quarterly billable time is recorded in QuickBooks and 
reconciled back to the Grant All-Detail Reports

• At year-end make sure your Program Log, QuickBooks file and Grant All-
Detail Reports tie to each other

• *Note* No changes should be made to QuickBooks or Program Logs once E-
link reports are submitted to the state



Questions 
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Audit Limits and Due Dates 
JPB and TSA Revenue Limit - $233,000
Due Dates:

• SWCD Audits are Due October 31st 
• JPB/TSA Audits are Due December 31st if they have a June 30th Year-End
• JPB/TSA Audits are Due June 30th if they have a December 31st Year-End
• WMO Audits are Due Six Months from Year-End Date (normally June 30th) 
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1W1P and Federal Grants
Federal Grants:

• Expenditures at or above $750,000 in one year will require a Single Audit 
• Single Audits will cost more money and is a different audit than the ones normally done for BWSR

1W1P Grants:
• Could have additional reporting requirements if they have a separate Board that votes on what to do with 

the funds
o If separate Board controls the spending on the grant, the grant should be separate from other grants 

on the fiscal agents QuickBooks file for the SWCD (create either a new company file for that grant or 
class that grant so the revenues and expenses are separate from the other grants the SWCD tracks)
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Questions 
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