
INSTRUCTIONS FOR COMPLETING THE BRASS-BASED 
GRANT FISCAL REPORT (DHS-2895) 

General Information 

The BRASS-Based Grant Fiscal Report (DHS-2895) is a county specific web-based form (report) which is 
e-mailed to each agency’s fiscal contact on the 1st of the month following the end of each quarter.
January-March reports will be available on April 1st, April – June reports will be available on July 1st, July
– September reports will be available on October 1st and October – December reports will be available
on January 1st.

Accessing the DHS-2895 

To access the DHS-2895 the agency fiscal contact clicks the link contained in DHS’s quarterly e-mail or by 
opening the saved link in your internet favorites. 

Moving around the DHS-2895 

After each field is completed on the DHS-2895, the Tab or Enter key may be used to move the cursor to 
the next line. Holding the Shift key down and using the Tab key will move the cursor to the previous line. 
The cursor can also be moved from line to line by using the computer mouse or clicking on in the desired 
field. 

General Instructions 

1. Open the DHS-2895 and verify county number and name. The Grant Award drop down box must
be clicked on to choose one of the ## mental health grants. The quarter to be completed is
selected by using the drop-down arrow to the right of the Quarter End Date box.

2. Report all financial activity on a CASH BASIS. Expenditures must have been actually disbursed
during the quarter, not accruals owed.

3. Round all amounts to the NEAREST DOLLAR.

4. Enter complete contact information as requested on the form. Electronic submission to DHS
requires the name of both the preparer and human services director or other authorized agency
official. An original signed copy must be retained by the agency for a minimum of three (3)
years. Because agency retention periods vary, it is recommended that each agency’s policy is
reviewed for compliance dates.

5. Once the form is complete, click on the Submit button. After the forms (DHS-2895) has been
submitted you will get a pop-up message that says your report was submitted to DHS. If you
need to make changes to your report after you have submitted it, open the report, make your
changes, and then go to the bottom of the form and click Resubmit. Each time the Resubmit
button is selected, the previously submitted report is replaced with a new (updated) report.
Only the most recent version submitted will be saved and processed by DHS.
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Action Required 

Each quarter, each human service agency must submit its completed BRASS-Based Grant Fiscal Reports 
(DHS-2895) electronically via the web-based application to the DHS Financial Operations Division. This 
report is due to DHS 30 calendar days after the end of the quarter. 

Amended Reports 

Agencies have one year to revise and submit corrected DHS-2895 reports. If the quarter to be amended 
does not appear in the Quarter End Date drop down box, the deadline has passed, and that quarter 
cannot be revised. Submission of a report within the one-year deadline is not a guarantee that 
legislative appropriations remain. 

Sample DHS-2895 
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Direct Charging Allocated Costs to a Specific BRASS Code 

The DHS-2895 report divides costs within certain BRASS codes into special grant programs.  Since the 
2895 is more detailed than SEAGR (it subdivides BRASS code costs and SEAGR does not do this), it 
supersedes the SEAGR report and counties must ensure that SEAGR reflects the same costs by BRASS 
code as the 2895.    

BRASS code amounts on SEAGR consist of direct staff costs and an allocation of Social Service 
Administrative Costs (COFARS program 700 overhead, administration, and undirected staff costs). 

If a county wishes to direct charge some of the allocated costs to a specific BRASS code, the SEAGR 
adjustment process must be used to put these costs into valid BRASS codes. Instructions on how to do a 
SEAGR adjustment is outlined startling below.  

How to do a SEAGR adjustment 

In SEAGR, create your report as usual. 

1. Click on the SEAGR Adj. tab of the report, then select New Adjustment from the Action button.

2. Select the service (BRASS code) for which you want to create the adjustment.

3. Select Direct Allocation Staff Adjustment.

4. In the staff hours box, staff hours are required, but if you don’t have any hours, just enter .01.

5. In the Staff expense field, enter the total dollar amount to be reported under the selected
BRASS code.
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6. After you have done the adjustment, go back to the Cost Allocation tab.  The Total direct
allocations display in the direct allocations field.  You can also see the Direct Allocation Adjustment
on the BRASS code on the SEAGR Report tab.

7. Note that after you have completed all adjustments, the system reallocates all the social service
administrative costs (reduces allocated costs) to BRASS codes to offset your direct charge.
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8. Counties should keep a record of how this allocation amount was determined for audit 
purposes.   
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