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1
This DOR Contract Handbook has been designed to be accessed and downloaded from the DOR website at https://www.dor.ca.gov/Home/ContractGrantSolicitations.  Contract and Agreement are used interchangeably throughout this Contract Handbook. Funded programs and projects must administer their contract award in accordance with these administrative and fiscal conditions. Failure to comply with these requirements may result in the withholding or disallowance of contract payments and the reduction or termination of the contract. 

Revisions to the Contract Handbook will be made on as-needed basis and posted to the DOR Internet. Contractors are responsible for checking the DOR website for the most current version. DOR may modify and/or impose additional conditions not outlined in this handbook, if necessary. Modifications or exceptions to these provisions may be made in writing and submitted to the Chief of Contracts and Procurement or designee. 


Questions concerning the individual contracts may be addressed by contacting the Contracts and Procurement Section at contractsinfo@dor.ca.gov.   Questions concerning the supplemental information for programmatic administration may be addressed by contacting Cooperative Programs Section at cssinfo@dor.ca.gov.  
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	[bookmark: _Toc52888098]Introduction
This handbook is for public agencies and non-profit organizations that contract for vocational rehabilitation services with the Department of Rehabilitation (DOR). In accepting an Agreement, the contractor assumes legal and financial responsibilities to make certain the funds are used in accordance with the terms specified and to ensure the performance of the contract program services. The Contractor must comply with the conditions listed on the Standard Agreement STD 213 and contained within the Exhibits, as well as the guidelines and procedures outlined in this Contract Handbook. 

When monitoring and auditing the activities of DOR cooperative program, the DOR applies the requirements set forth in both the Agreement and this Contract Handbook, which is incorporated in the contract by reference. 

Included in this Contract Handbook is important information regarding DOR cooperative program contracts, claim adjustments, contract amendments, and other pertinent information needed to assist with the administration and reporting of contract activities.

False Claims Act - Contractor agrees that it shall promptly notify the state and refer to an appropriate federal inspector general any credible evidence that a principal, employee, agent, subcontractor or other person has committed a false claim under the False Claim Act or has committed a criminal or civil violation of laws pertaining to fraud, conflict of interest, bribery, gratuity, or similar misconduct involving this contract Agreement. (Government Code Title 2, Division 3, Part 2, Chapter 6, Article 9 [12650-12656])

Fraud Awareness/Security and Privacy Training - The Contractor, its employees or any individuals performing activities related to this contract shall review the "Fraud Awareness for Contractors and Grantees" at https://www.dor.ca.gov/Home/ContractGrantSolicitations  no later than 30 days upon contract award.  Contractor agrees to provide annual security and privacy training for all individuals who have access to personal, confidential, or sensitive information relating to the performance of this Agreement.  The self-training manual can be viewed at the following internet site:  https://www.dor.ca.gov/Home/SecurityandPrivacy. 

Debarment, Suspension, Ineligibility and Voluntary Exclusion - Contractor certifies that neither it nor its principals or subcontractors are presently debarred, suspended, proposed for debarment, declared ineligible, or voluntarily excluded from participation in this transaction by any federal department or agency.

Prohibition on Tax Delinquency – Any Agreement that a state agency enters into after July 1, 2012, is void if the contract is between a state agency and a contractor, or subcontractor, whose name appears on either list of the 500 largest tax delinquencies pursuant to Section 7063 or 19195 of the Revenue and Taxation Code.  In accordance with Public Contract Code section 10295.4, agencies are required to cancel Agreements with entities that appear on either list. 

(Franchise Tax Board) https://www.ftb.ca.gov/about-ftb/newsroom/top-500-past-due-balances/index.html
(Board of Equalization) http://www.cdtfa.ca.gov/taxes-and-fees/top500.htm

Attribution – The Contractor agrees to acknowledge the sponsorship of DOR with respect to any public statement, press release, news item, or publication related to a program funded all or in part with funds from DOR.  Contractor further agrees to identify the role of DOR with respect to any individual highlighted or publicized by or through Contractor, when such individual is a DOR consumer/client.

Annual Federal Audit –  For entities that received total Federal Funds of $750,000 and above (inclusive of all Federal Agreements), in addition to the General Audit and Review Requirements, the Contractor agrees to provide an annual audit as required by the federal “Single Audit Act” of 1994. These annual audit documents should be maintained by the Contractor and provided to the auditing agency when requested. This audit shall be made in accordance with 2 CFR 200.501 (a)(b)(c) 
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[bookmark: _Toc52888099]Summary of Changes
1. Addition of DOR Student Service definition, page 12.

2. Mileage: Addition of “ride-sharing” as allowable method for mileage reimbursement, page 13. 

3. Indirect Cost: Addition of option to budget lower indirect rate as well as de minimis clause, page17

4. Travel & Training: 
a. Addition of RSA prior approval requirement & processing instructions, page 18-21. 
b. Excess Lodging Requests, page 19
c. Option to combine Mileage/Travel as one line item, page 21

5. Rent & Utilities: Addition of description and example of rent & utilities for budget narratives, page 22. 

6. DOR Student Services Line Items: Addition of description and example of work-based learning and workplace readiness training line items for budget narratives, page 23.

7. Theft-Sensitive: 
a. Revised inventory requirement for cooperative program partners, page 25.
b. Addition of requirement for cost allocation description for TPPs in design #2, page 25.
c. Addition of guidance should a contract be terminated prior to end of contract term. page 25

8. Unallowable Contract Budget Expenditures and Line Item. Addition of: 
a. Allowable vs. unallowable janitorial services, page 30
b. Pre-Employment Testing fees, page 31.

9. Insufficient Match: page 34

10. Addition of guidance on electronic signatures accepted on invoicing:
a. Certified Expenditure Summaries, page 37
b. Service Invoices, page 44
c. Personnel Activity Reports, page 67

11. Contract Amendment Procedures: Revision of timeframe for contractors to submit contract amendments to COOPS section for review, page 61. 

12. STD 204: Explanation of requirement to submit a completed STD 204, page 62. 

13. Contract Augmentations: Addition of instructions, page 63.

14. Allowable Leave Policy, page 74-75. 

15. Service Invoicing: 
a. Removal of SCPRS 
b. Reporting period: Additional information for programs that have contract staff on differing pay periods, page 42.
c. Employee Names: Addition of explanation that line item positions should be left blank if there weren’t any contract staff who performed the duties of the position for the reporting period, page 42. 
d. Authorized Contractor Signature: Addition of advisement to cooperative program partners to list multiple agency staff names on the DR 325 Signature Authorization form.” page 44.
e. Processing of Service Invoices for TPP and Non-TPP: Explanation of new client lists & examples page 45-50. 

16. Claim Adjustment: Revised requirement for contractors to request for written prior approval, page 58.

17. PARs: Addition of requirement for TPPs and associated CSC staff who are listed on two separate service budgets to clearly document their time spent performing the activities on separate lines items. page 66-67.

18. Contract Monitoring, Reporting Requirements, & Client Lists: 
a. Case notes: Addition of examples of communication and collaboration page 81.
b. Progress Reporting Requirements for TPP vs. Non-TPP, page 81-82.

19. Record retention change from five (5) years to seven (7) years, pages 38, 44, and 81.



[bookmark: _Toc52888100]Cooperative Program Federal Regulations
All third-party cooperative arrangements (TPCAs) must adhere to the provisions of the 34 CFR (Code of Federal Regulations), section 361.28 Third-party cooperative arrangements involving funds from other public agencies.
a) The designated state unit may enter into a third-party cooperative arrangement for providing or administering vocational rehabilitation services with another state agency or a local public agency that is furnishing part or all of the non-federal share, if the designated state unit ensures that:

1. The services provided by the cooperating agency are not the customary or typical services provided by that agency but are new services that have a vocational rehabilitation focus or existing services that have been modified, adapted, expanded, or reconfigured to have a vocation rehabilitation focus;

2. The services provided by the cooperating agency are only available to applicants for, or recipients of, services from the designated state unit;

3. Program expenditures and staff providing services under the TPCA are under the administrative supervision of the designated state unit; and

4. All state plan requirements, including a state’s order of selection, will apply to all services provided under the TPCA.

b) If a third-party cooperative arrangement does not comply with the “statewideness” requirement in Section 361.25, the state unit must obtain a waiver of “statewideness”, in accordance with Sec. 361.26.

Authority: Section 12(c) of the Act; 29 U.S.C. 709(c)



[bookmark: _Toc52888101]Easy Rules for Contract Administration
1.	Read the contract to make sure you know what is required of you.  The contract terms and conditions and Handbook outline allowable activities; ensuring a good understanding will prevent disallowance of payments and other noncompliance concerns.
2.	Discuss the Agreement Scope of Work and budget(s) with your organization's contract program, fiscal, and administrative staff.  This will ensure the contract requirements are known and that things will run smoothly.
3.	Follow the directions and Agreement requirements.
4	Keep sufficient, appropriate records to justify the costs incurred are directly related to contract services.  Supporting documentation may be requested at any time by DOR staff, or other state and federal representatives.  Lack of supporting documentation could result in a disallowance of funds.
5.	Meet all deadlines.
6.	Spend the funds in a timely manner and monitor the expenses charged to the Agreement; do not spend funds on items that are not in the budget(s).   Make sure the expenses billed/reported are allowable, reasonable, allocable, billed to the correct line item, and properly supported in compliance with the Agreement, Contract Handbook, and federal and state regulations.  Amounts spent in excess of the total annual budget or exceeding an allowable claim adjustment of up to 10% (see page 58) without an approved amendment cannot be billed to DOR.  
7.	Provide the program services as written in the Scope of Work; submit all consumer service documentation as required by the Agreement to support the provision of contract services.
8.	Communicate.  Communicate.  Communicate.  Communication and contact with your DOR Contract Administrator is essential for guidance and assistance, and to facilitate compliance with the contract requirements.
9.  	The DOR 801B shall include the agreement number and be submitted in duplicate not more frequently than monthly in arrears to the DOR Contract Administrator or designee. Federal and state funds are time limited; therefore, invoices (service and certified match) must be submitted as soon as possible, but no later than 60 days after the service month.  Final submission of all fiscal year-end invoices is due no later than November 1st, to allow for payment and draw down prior to the close out of funds.  If budgetary funds revert due to failure to submit timely invoices or failure to submit a properly prepared invoice, related federal and state funds will no longer be available for use which will require the contractor to submit a claim through the Government Claims Program, where approval to pay is not guaranteed.


[bookmark: _Toc52888102]Definitions
For purposes of this publication, the following definitions apply to case services and cooperative program agreements issued by the Department of Rehabilitation. 
[image: BD14513_]	Agreement – See Contract.
[image: BD14513_]	Allowable Costs - Expenditures that are specifically permitted by the Contract, Contract Handbook, law, regulation, or guidance from the Office of Management and Budget, federal accounting standards, or other authoritative sources.  (Note: DOR case services/cooperative program agreements are subject to more restrictive allowable costs.)
[image: BD14513_]	Amendment - A formal modification or change to the Agreement, such as terms, total cost, or scope of work, in one or more provisions of an existing contract. (More information can be found on page 61)
[image: BD14513_]	Audit Finding - A conclusion about a monetary or non-monetary matter related to an auditor's examination of a contractor’s organization, program, activity, or function which identifies problems and provides recommendations for corrective action in order to prevent their future recurrence. (More information can be found on page 86-87)
[image: BD14513_]	Budget Narrative - Detailed justification for each line item in the budget.
[image: BD14513_]	Budget Period - An interval of time into which a project period is divided for budgetary purposes, usually 12 months.
[image: BD14513_]	Case Service Agreement - A contract with a private non-profit organization to provide vocational rehabilitation services to DOR consumers.    
[image: BD14513_]	Cash Match - The amount of cash contributions provided by the contractor in a cooperative program agreement used by DOR to draw down federal Vocational Rehabilitation funds. The cash contributions must be from a public agency and a non-federal fund source.  
[image: BD14513_]	Assistance Listings # - Is issued by the General Services Administration to identify specific federal programs (formerly Catalog of Federal Domestic Assistance or CFDA number). The Vocational Rehabilitation (VR) program Assistance Listings number is 84.126A. This number is used when reporting the total contract year expenditures on the OMB A-133 Schedule of Expenditures of Federal Awards.  
	Certified Expenditure - The direct personnel cost, including fringe benefits, for individuals providing new and expanded cooperative contract services to individuals eligible for DOR Student Services and VR services. These costs are only certified AFTER the time has been worked and personnel costs, including fringe benefits, have been paid. Very limited operating expenses may also be counted towards certified match. This is detailed on page 34 These expenditures are used as match by DOR to draw down federal Vocational Rehabilitation funds.  
· Claim Adjustment - An invoice billing procedure used for expenditures exceeding an approved line item.   Note: Total of all dollar claim adjustments must not exceed 10% of the annual contract Service Budget total. (More information can be found on page 58)
[image: BD14513_]	Code of Federal Regulations (CFR) - Compilation of all final regulations issued by federal agencies.  Title 34 contains the federal regulations of the Department of Education, and the Vocational Rehabilitation program.  Title 2 contains the federal regulations defining the cost principles issued by the Office of Management and Budget.
· Cognizant Agency - The federal agency, or approved state department designee, responsible for approving cost allocation plans or indirect cost rates developed under federal cost principles.   (DOR does not have cognizant authority.) 
· Communication Costs– Service fees for access to online communication for contract related activities such as online job search, job applications, labor market information, and exchanging information with DOR staff and DOR consumers. Service charge for cell phones and land line telephones to be used by contract staff for contract related activities.
[image: BD14513_]	Contract - A contract is a written Agreement between two or more parties to do or not to do a certain thing.  
[image: BD14513_]	Cooperative Program Agreement - A contract between DOR and another public entity to provide Vocational Rehabilitation services. In these agreements the participating public entity provides DOR with either cash or certified expenditure match from a non-federal source for the purpose of matching federal Vocational Rehabilitation funds. 
[image: BD14513_]	Corrected Invoice - A Service Invoice submitted to replace an invoice for a specific month that is still in process and has been confirmed it has not been paid by DOR.  
[image: BD14513_]	Direct Costs - Direct costs are those costs that can be identified specifically with a particular final cost objective. Examples of direct costs are compensation of employees for the time devoted and identified specifically to the performance of contract services, cost of materials acquired, consumed, or expended specifically for the purpose of contract services, and travel expenses incurred specifically to carry out the contract services. 
· Depreciation - Depreciation is the expensing of a tangible asset's depreciable cost to the time periods benefited.   An asset's depreciable cost is the cost or other basis less the estimated residual value.  Residual value is the estimated value of an asset at the end of its useful life.  Depreciation is NOT an allowable certified expenditure match cost under cooperative program agreements. (More information can be found on page 27)
· DOR Student Services: Pre-employment transition services, provided in accordance with the needs and interests of a student with a disability (SWD). There are a total of 5 DOR Student Service categories: job exploration counseling, work-based learning experiences, counseling on postsecondary education, work readiness training, and instruction self-advocacy. 
· Duplication/Printing Costs – Cost for printing and duplication of items such as and not limited to; business cards, letterhead stationery, cooperative program forms, and brochures as needed for program outreach and the provision of contract services.
[image: BD14513_]	Equipment - For purposes related to case services/cooperative program agreements and in concert with 2 CFR sections 200.33 and 200.439, Equipment means tangible personal property (including information technology systems) having a useful life of more than one year and a per-unit acquisition cost which equals or exceeds the lesser of the capitalization level established by the non-federal entity for financial statement of purposes, or $5,000. In accordance with Uniform Guidance, any equipment purchased MUST receive prior written approval from the U.S. Department of Education, Rehabilitation Services Administration.
· Generally Accepted Accounting Principles (GAAP) - A common set of industry standards for recording and reporting financial and economic data.
[image: BD14513_]	Indirect Costs - Organizational costs incurred for joint objectives, which can’t be specifically identified with a particular project or other organizational activity (e.g. accounting, personnel/human resources, and janitorial services).  Indirect costs are considered in-kind and are not allowable as certified match in Cooperative Agreements.
· Indirect Cost Rate - A percentage established by an organization, which the organization uses in computing the dollar amount charged for indirect costs.  This can be approved by a cognizant federal agency or state department designee (e.g. California Department of Education (CDE) or established through an independent audit.
· Instructional Materials - Materials for use in the provision of contract services that have an instructional classroom component (e.g., employment preparation).  May include vocational curriculum, videos, vocational and career assessment materials, or portfolio development materials.
· Leave – Vacation, sick leave, holiday, bereavement leave, jury duty, personal holiday, or other type of benefit leave where contract staff is not working for the Contractor in any capacity. (More information can be found on page 74).
· Mileage – Reimbursement for mileage expenses when contract staff use their own private vehicles or ride-sharing methods in the provision of contract services such as, local job development, job coaching, monitoring and other program related activities. Reimbursement rates not to exceed the California Department of Human Resources (CalHR) designated rates as stated on their website at https://www.calhr.ca.gov/employees/Pages/travel-reimbursements.aspx 
· Nonexpendable – Nonexpendable items have a normal life expectancy of one year or more but have a purchase price of less than $5,000 and must be inventoried. 
· Office of Management and Budget (OMB) - OMB issues cost principles and uniform administrative requirements policy guidance on allowable costs and the proper administration of federal grants and cooperative program contracts.
· Potentially Eligible Students - Students with a disability (SWD) (age 16-21) who are participating in DOR Student Services who have not yet applied or been determined eligible for vocational rehabilitation services through DOR. For students who are potentially eligible or eligible for vocational rehabilitation services who meet criteria in the California Education Code Section 56026 (special education) and who are receiving DOR Student Services, the DOR shall extend the timeframe for receiving DOR Student Services in their 22nd year based upon the student’s birth month, but not beyond the point at which a secondary school student exits their special education program. 
· Property - Property is, unless otherwise stated, real property, equipment, intangible property and debt instruments. Real Property is further defined as land, including land improvements, structures and appurtenances thereto, but excludes movable machinery and equipment.
· Rent – The payment for the temporary use of a building owned by someone else, used in the delivery of cooperative contract services.  Rent is considered an in-kind cost and is NOT an allowable certified expenditure match cost under cooperative arrangements. 
· Student with a Disability - An individual with a disability in a secondary, postsecondary, or other recognized education program who is 16 through 21 years of age (see exception under “Potentially Eligible Students” definition above), is eligible for, and receiving, special education or related services or is a student who is an individual with a disability and eligible for a 504 plan.
· Supplies - For purposes related to case services/cooperative program agreements and in concert with 2 CFR, §200.94, “supplies” means all tangible personal property other than those described in Equipment. (Examples include but are not limited to; pens, paper, stapler, staples, binders, paperclips and toner).
· [bookmark: _CONTRACT_BUDGET_EXPENDITURES]Supplemental Invoice - A Service Invoice submitted to request adjusted costs not included in the originally-invoiced amount for a specific month that has been paid. 
· Theft Sensitive Items – Nonexpendable items purchased with contract funds that have a normal life expectancy of one year or more but have a purchase price of less than $5,000 per item. Examples include, but are not limited to:  computers, printers, fax machines, copiers, cameras, projectors, cellular phones, notebooks, and tablets. These items must be inventoried, and a copy of the inventory record must be submitted to DOR upon request. (More information can be found on page 25).
· Training – Registration and fees for contract staff to attend training or to bring in a trainer to provide training related to contract services (e.g., current trends in technology related to job placement, job skill development, labor laws/labor market trends, career and vocational preparation). Training must be pre-approved in writing by the DOR Contract Administrator and may require Rehabilitation Services Administration (RSA) Prior-Approval. Training is estimated at $500 per Full Time Employee (hereafter “FTE”) for budgeting purposes. (See page 18-19 for additional guidance).
· Transportation – Costs for transporting clients in chartered vehicles for the provision of contract services (e.g., school district vans or bus service).
· Travel – Per diem and travel costs for contract staff to travel to contract related trainings within the state of California (e.g. airfare, bus, train, rental cars, personal vehicle mileage, lodging and food costs). Reimbursed at actual costs not to exceed the CalHR designated rates as stated on the website https://www.calhr.ca.gov/employees/pages/travel-reimbursements.aspx. Travel must be pre-approved in writing by the DOR Contract Administrator and may require RSA Prior Approval (See page 18-19 for additional guidance). https://www.calhr.ca.gov/employees/Pages/travel-reimbursements.aspx
· Unduplicated Clients – The total number of clients served in a fiscal year regardless of the number of services the individual client received under the contract. (See page 82-83 for additional guidance).




[image: See the source image]
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Allowable Budget Expenditures & Line Items









Expenses and line items such as, but not limited to, the following are allowable expenditures and may be paid under the contract.

[bookmark: _Toc52888104]Personnel Benefit Requirements 
In the service budget and certified expenditure budget narratives, list the benefit cost rate or range and itemize all benefits being claimed in calculating the percentage rate. The Contractor must include a breakdown of the percent or cost of each benefit being claimed. This breakdown can be added in the narrative or submitted as a separate document for DOR Administrative review with each contract renewal or amendment. (See sample below.)  


Sample language for Benefit Costs:

BENEFITS:  Benefits are calculated at a range of 21 % through 53%.  Blueberry College provides PERS (10%) or STRS (10%) depending on the classification, Social security (15%), MediCare (5%), health insurance portion (6%), unemployment (6%), retirement (5%) and worker’s compensation (3%).  


NOTE:  Items already included in the Indirect Cost cannot be used to calculate benefit costs. All benefits must be broken down within the narrative.  An attachment will not suffice. 

[bookmark: _Toc52888105]Indirect Costs
Indirect costs are allowable expenses incurred by an organization which support the activities of a program or contract but are not directly assigned to the specific program or contract and are allocated to the program or contract using a method in compliance with 2 CFR 200. The allocation method must be fully explained in the contract budget narrative and must be supported by actual costs incurred and paid by the organization. The allocation of indirect costs cannot be based on an arbitrary fixed rate and there is a 15% cap on the service budget. Indirect costs are not allowed as certified expenditure match in cooperative agreements because they are considered an in-kind contribution. (34 CFR 361.60.(b)(2).)

When budgeting, a contractor must reflect the actual indirect rate at the time of the contract origination, renewal, or amendment. Should this rate change over the subsequent contracting years, the contractor may invoice for the actual indirect rate at the time of the invoice’s development (including costs that are more or less than what is budgeted). Keep in mind that invoicing for an increased indirect rate will result in the need for a claims adjustment, in order to keep the bottom dollar budgeted amount the same.  The contractor may also choose to budget less than their approved indirect rate if the contracting agency plans to cover the remaining costs. This may allow for contract funds to be allocated to other line items for optimal service delivery.

[bookmark: _Hlk56411459]Per 2 CFR 414(f), any non-Federal entity, with noted exceptions, that has never received a negotiated indirect cost rate (or effective November 12, 2020, has received a provisional rate), may elect to use the de minimis rate of 10% of modified total direct costs (MTDC) indefinitely. This rate is reserved for entities that have actual indirect rates of more than 10% and are choosing to budget for the lower rate. With the de minimis rate, the public entity will not need to provide supporting documentation for the indirect costs. Please refer to 2 CFR 200.331 for further stipulations. 
[bookmark: _Toc52888106]Travel and training 
Use of cooperative program and case service contract funds for training and travel costs to attend training and conferences require written prior approval from the DOR Contract Administrator.  Without written prior approval, the contractor risks denial of the payment or in the case of an audit, the repayment of the DOR funds inappropriately used for these expenses may be required.

Per the June 2012 United States Department of Education Chief Financial Officer Memorandum (https://www2.ed.gov/policy/fund/guid/uniform-guidance/memo-conf-mtgs.doc), the use of federal funds for travel to trainings and meetings are under significant restrictions. Under these restrictions, DOR and the contractor are required to ensure that:
· Meetings, trainings and travel are limited to only what is reasonable and necessary to achieve the goals and objectives in the contract.
· The primary purpose of the meeting/training is to disseminate technical information.
· There is no other more effective or efficient alternative that can accomplish the desired result at a lower cost.
· The number of people traveling and attending the meeting/training is both reasonable and necessary to accomplish the goals and objectives of the contract.

Additional factors which may additionally support the approval of the use of contract funds for travel and training activities include:
· The staff person(s) is/are also attending a DOR related meeting as part of the attendance at the training.
· The staff person(s) is/are also presenting at the training.

All travel and training requests must be approved by the DOR Contract Administrator. In order to allow time for review and approval, best practice is to submit all training and travel requests to the DOR Contract Administrator four to eight weeks in advance of the requested travel date. Should a program not receive prior approval, the costs of the travel or training request cannot be reimbursed through contract funds. 

CONTRACTOR: 
Prior to requesting training and travel for contract staff, the Program Contract Administrator will submit a request in writing to the DOR Contract Administrator with consideration of the stipulations listed above. The request must document:
1. Describe the training being requested

2. Describe how the training is reasonable and necessary to perform the services and achieve the goals listed in the contract.

3. Name of staff attending and how this is a reasonable number.

4. The per person cost of the training (example: tuition or registration fees).

5. The total cost per person for the travel including transportation, lodging, and per diem.

6. Explain how this is the most cost effective and efficient way to achieve the desired results.

7. Ensure resources in the contract are adequate to cover the travel and training costs as well as contract services (such as local mileage costs for job development and required meetings).   

8. The location of the travel and training is in California.

9. Expenses will be invoiced to DOR based on the current state travel and per diem rules and rates.

10. Other available funding sources and any offers to pay all or part of the travel or training from these alternate sources.

Excess Lodging Request: 
In the event that cooperative programs cannot find lodging within the allowable California Department of Human Resources (CalHR) designated rates, programs may submit the STD 225C -Excess Lodging Rate Request/Approval form with their travel and training request. The form requires approval at the state level and will be submitted to the Cooperative Programs Section by the DOR Contract Administrator. Should the request be denied at either level, programs may only invoice within the allowable CalHR designated rates.

DOR:  
Prior to approving requests for the use of contract funds for contract staff travel to meetings and trainings, the DOR Contract Administrator will ensure the following criteria, itemized below, have been met. Additionally, for any single request exceeding $5,000 per person, per event the DOR Contract Administrator will submit a completed DR800 Federal Prior Approval Form, appropriate documentation (e.g., flyer, link to training website), and, if applicable, STD 225C -Excess Lodging Rate Request/Approval form to the Cooperative Programs Section if the training meets the criteria below, for submission to RSA. The Cooperative Programs Section will also process the STD 225C -Excess Lodging Rate Request/Approval form for administrative approval. Upon receipt of RSA prior approval, the DOR Contract Administrator will notify the contractor of approval. All other requests below the $5,000 threshold, inclusive of registration fees, travel, and per diem, will be reviewed and approved by the local DOR Contract Administrator, and do not require federal prior approval.
1. There will be sufficient travel and mileage funds remaining to cover costs for actual contract service provision, such as local mileage for job development and attendance at contract meetings.

2. The training as well as the number of staff attending is both reasonable and necessary for the participating program staff to provide the services in the contract and achieve the contract goals.

3. The training and travel are within California.

4. Travel expenses will be reimbursed to the program at the current state travel and per diem rules and rates.

5. The proposed training is the most cost efficient and effective method to train staff.

6. There is no other available funding source to pay all or part of the requested travel or training. 














































[bookmark: _Toc52888107]CALHR Travel Rate Costs Information
If a contractor would like to include mileage and/or travel costs they have the option to  include both costs as a single line item on the service budget, titled “Mileage/Travel,” with an explanation in the budget narrative detailing out what expenses are planned to be charged to the line item. Should the contractor choose to keep these costs separate, they have that option as well. If the contract has a Mileage/Travel line item needed to perform allowable contract services, the contract terms require that all travel expenses incurred: 
· Must be based on actual costs with supporting receipts.
· Amounts reimbursed by DOR must be equal to or less than allowable California Department of Human Resources (CalHR) designated rates for non-represented employees, unless excess lodging requests have been approved. If the organization’s travel rates exceed the CalHR rates and excess lodging requests were not approved, the Contractor must compute the allowable travel and/or mileage costs using the CalHR rates to identify the allowable expenses to invoice DOR. The computation worksheet must be retained to support the invoiced expenses. 
· Travel outside of the state of California, excluding allowable mileage incurred in the provision of services in a neighboring state, cannot be reimbursed. 

The state’s allowable travel and mileage rates may change periodically.  To obtain the most current travel and mileage rates go to the CalHR website at: 
https://www.calhr.ca.gov/employees/Pages/travel-reimbursements.aspx

To ensure consistent processing within your organization’s internal control policies, contract staff should use your organization's existing travel/mileage claim forms. To support the contract travel/mileage expenses submitted to DOR, the following documentation must be prepared and retained:
· Written pre-approval from the DOR Contract Administrator.
· Documentation of RSA prior approval (for travel expenses related to training attendance).
· Basic travel/mileage claim information and supporting receipts (dates of travel, destination, mileage, meal costs, airfare costs, lodging, etc.) in accordance with your organization’s travel policies and procedures.
· Sufficient detail of travel purpose to support reimbursements as defined in the contract Scope of Work and budget narrative, including the contract service and a listing of the specific consumers and/or other information why the travel or mileage expenses were incurred (listed on the travel/mileage claim form or alternative document maintained separately by the Program Administrator).
· Contract travel and/or mileage costs must be invoiced to DOR on the correct budget line item and must not exceed allowable state rates. 
· Documentation of the allocation of travel/mileage costs to the appropriate programs/funding sources in the accounting records (e.g. cash disbursement journal and/or general ledger). 


[bookmark: _Toc52888108]Rent & Utilities
[bookmark: _Hlk56411547]Rent is defined as the payment for the temporary use of a building owned by someone else, used in the delivery of cooperative contract services. Rent is considered an in-kind cost and is NOT an allowable certified expenditure match cost under Cooperative Agreements. Utilities is defined as a service such as light, power, or water that is necessary for the operation of the program and delivery of contract services. 

Contractors and case service contractors that elect to add a rent and/or utilities line item on their service budget, must include a description, in their budget narrative(s), explaining how the cost were estimated and justifying the need for the cost. All expenses shared across multiple programs must be prorated for the program and the narrative must include a detailed calculation which shows how the amount is prorated. 

Sample Language for Rent and/or Utilities:
Includes office and building  space and shared operating costs to be  used  for DOR consumers served  through  this contract under a lease for space only used by the DOR  cooperative program. First term and second term of contract,  lease amount is budgeted at $1,716.00 monthly base charge (1500 square feet at $1.144 per square foot) and an estimated $550 per month for shared common expenses (light, power, water) for a total of $2,266.00 per month based on executed lease agreement; Third  term of contract lease amount is budgeted at $1,785.00 monthly base charge (1500 square feet at $1.190 per square foot) and an estimated $550.00 per month for shared common expenses (light, power, water)  for a total of $2,335.00 per month based on executed lease agreement.










[bookmark: _Toc52888109]DOR Student Services Line Items [Transition Partnership Programs (TPP) Only]
Workplace Readiness & Work-Based Learning
[bookmark: _Hlk3899870]As the employer of record for work-based learning services, TPP partners utilizing the TPP DOR Student Services budget may elect to include the two new line items, workplace readiness and/or work-based learning, in their executed contract budget. Receipts for items purchased must be retained by the TPP and submitted to the DOR Contract Administrator upon request.

The workplace readiness line item allows TPP partners to purchase TPP student bus passes in support of travel training instruction. Costs or fees associated with ride-sharing options are allowable and reimbursable as well. The work-based learning line item allows the employer of record (TPP) to purchase uniforms or clothing that are required for the TPP student to participate in a work experience. 

TPPs that are interested in adding these costs as line items on the Service Budget should discuss this interest with their DOR Contract Administrator, to ensure proper adjustment of the DOR Case Service funds into the Service Budget. The movement of these funds will not increase the total amount of the overall contract and will not be considered an augmentation. These line items may be added, removed, or adjusted through a contract amendment or renewal.

Sample narrative descriptions and cost allocation for the two new line items:
 
Workplace Readiness Training:  Costs for the purchase of bus passes to support travel training instruction as part of workplace readiness Training services. Total amount budgeted is based on the anticipated number of TPP students receiving transportation training multiplied by the prevailing local student bus pass rates. 

Work-based Learning: Costs for the purchase of shoes, work clothing, and uniforms required to participate in a work-based learning experience(s). Total amount budgeted is based on the anticipated number of TPP students to participate in work-based learning services based on the contract service goal, and up to $150.00 allowance per TPP student.

[bookmark: _Hlk511713077]Example Cost Allocation:  The TPP budgets $100.00 per student, and the program has a goal of providing work-based learning experiences to 40 students.  Therefore, the total budgeted amount for the work-based learning line item will be set at $4,000.00. 
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[bookmark: _Toc242839100][bookmark: _Toc242840455][bookmark: _Toc242841657][bookmark: _Toc242842564][bookmark: _Toc242843119][bookmark: _Toc242843196][bookmark: _Toc242843627][bookmark: _Toc242843807][bookmark: _Toc242843986][bookmark: _Toc242844077][bookmark: _Toc383665892][bookmark: _Toc383666177][bookmark: _Toc383666409][bookmark: _Toc383667068][bookmark: _Toc383667744][bookmark: _Toc383668948][bookmark: _Toc52888110][bookmark: _Toc146337641]Supplies
Only reasonable and allowable costs incurred for supplies necessary to carry out this Agreement may be billed to DOR in compliance with the Agreement and federal regulation cost principles (excludes non-allowable items listed on page 30 and 31). Any costs for pre-existing supplies are not allowable.  
1. General office supplies (e.g., paper, pens, etc.) must be purchased only in amounts reasonably expected to be utilized during the term of and in the performance of the Agreement. 

2. Title to all supplies vest with the Contractor upon acquisition. However, the contractor is responsible for ensuring the supplies are used only for the purposes in the agreement.

3. Purchased materials and supplies must be charged at their actual prices. Costs incurred for materials, supplies, and fabricated parts must be necessary to carry out contract. (2 CFR §200.453) 

4. A description of supply items must be written in the budget narrative.

5. The purchase should occur as soon as possible, so the item can be used effectively during the term of the Agreement.

6. If the supply item is used for multiple programs, the supplies would be considered in-kind and would therefore, not be allowable costs. 












[bookmark: _Toc383665893][bookmark: _Toc383666178][bookmark: _Toc383666410][bookmark: _Toc383667069][bookmark: _Toc383667745][bookmark: _Toc383668949][bookmark: _Toc52888111]Theft Sensitive Items
DOR is requiring nonexpendable items, costing less than $5,000 with a normal life expectancy of one year or more, to be listed and purchased under a separate line item titled “Theft Sensitive Items”. The contractor shall maintain an inventory record for each nonexpendable item purchased or built with funds provided under the terms of the contract. The inventory record of each item shall include the date acquired, total cost, serial number, model identification and any other information or description necessary to identify the item (per the State Contracting Manual 7.29.C).  A copy of the inventory record must be submitted to DOR upon request. Items purchased are not allowable for certified match purposes under a third-party agreement (34 CFR 361.60 (b)(2).)

Upon termination of the agreement, DOR may request equipment be returned to DOR or authorize the continued use of equipment for work to be performed under a different agreement.

DOR reserves title to equipment purchased under this agreement that are not fully consumed during the life of the agreement.  

Note:  Prior written authorization and approval from the DOR Contract Administrator is required for all theft sensitive purchases.  Additionally, any single item to be purchased exceeding $2,500 requires a minimum of two competitive quotes. In the absence of bidding, the DOR Contract Administrator must provide approval of the purchase prior to submission of the invoice for reimbursement. 

Examples of theft sensitive items, include, but are not limited to:
· Computers/printers
· Laptops/tablets  
· Smart phones/cell phones
· Other items required to provide contract services
For any purchase of a theft sensitive item, the following applies:
1. The expected purchase must be written in the budget narrative, to include:
a)	Description of item(s) to be purchased.
b)	Detailed explanation why item(s) are necessary for provision of services.
c)	Estimated purchase price of the item(s) and number to be purchased.  (The sum of theft sensitive items written into the budget narrative should match the sum of the “Theft Sensitive Items” line item on the service budget itself) 
2. The purchase should occur as soon as possible, so the item(s) can be used effectively during the term of the Agreement.

3. If the item is used for multiple programs, the contractor must determine an appropriate allocation of the purchase cost billable to the agreement based on the usage between the programs.

4. For TPPs under Design 2: If the item is listed on both service budgets, the contractor must determine an appropriate cost allocation method to be applied to each service budget.

5. If the item is not already included in the current contract budget and narrative, it is not an allowable cost. An amendment will be needed to include the item as an allowable cost. Submit a request for a contract amendment to the Cooperative Contract Administrator/Specialist for approval.  



[bookmark: _Toc52888112][bookmark: _Toc383669202][bookmark: _Toc383665894][bookmark: _Toc383666179][bookmark: _Toc383666411][bookmark: _Toc383667070][bookmark: _Toc383667746][bookmark: _Toc383668950]Depreciation of Equipment 
The DOR does not allow contract funds to be used to purchase equipment (See “equipment” in the definition section of this Handbook).  However, contractors can bill DOR for appropriate expenses incurred in the provision of contract services for equipment through depreciation.  Specific information on which type of expense may be appropriate to use and the method to compute is defined in applicable federal cost principles. 

DOR allows depreciation expense for equipment used for contract purposes during the term of the contract.  In order for depreciation expense to be billable under the contract, the budget narrative must include the following information:
· Description of equipment, including model and make.
· Explanation why item(s) are necessary for provision of contract services.
· Method of depreciation (e.g., straight line).
· Actual date of purchase. 
· Purchase price.
· Useful life.
· Non-federal funding source used to purchase equipment.
  
Further, to be allowable under the contract, the depreciation expense:
· Must be properly recorded in the Contractor’s accounting records, including the general ledger and depreciation schedule. 
· Must be properly allocated based on the benefits received by the contract, and the allocation must be properly supported.
· Must not be already fully depreciated.
· Must not include any prior accumulated depreciation.
· Must not be fully expensed in the year purchased.

Example of Equipment Depreciation:
	Asset Inventory
#
	Asset Description
	Acquisition Date
	Acquisition Value
	Useful Life
	Depreciation Expense
FY 20/21
	Depreciation Expense
FY 21/22
	Depreciation Expense
FY 22/23

	314
	Copy Machine
	1/21/12
	$2,976
	3 years
	$992
	$992
	$992

	
	TOTAL Depreciation Expense
	$992
	$992
	$992



Key: Dep. Exp. – Depreciation Expense
Depreciation – Contract use for 4.5 FTE contract staff to use the copy machine.  Cost to the contract is prorated at 69% of actual costs based on staffing allocation.   The copy machine will be used to print documents for case file documentation, application and resumes for job search, provide written correspondence to DOR consumers and counselors, duplication of outreach materials and other materials for DOR contract services.  In reference to the above depreciation table, assets are depreciated as follows using the Straight-Line method:  a useful life of three years, purchased using non-federal funds. 




























[image: See the source image]









[bookmark: _Toc52888113]Unallowable Contract Budget Expenditures & Line Items
[bookmark: _Toc19604903]
Unallowable Contract Budget Expenditures 
& Line Items








[bookmark: _Toc52888114]List of Unallowable Items
Expenses and line items such as, but not limited to, the following are unallowable expenditures and will NOT be paid under the contract:
· Advertising for any purpose other than staff recruitment
· Awards or trophies
· Building maintenance (Examples:  building repairs, landscape maintenance, replacement of windows or any improvement of real property)
· Janitorial supplies and services is allowable as a cost on the service budget, but not as certified expenditure match.
· Janitorial supplies and services would not be an allowable cost unless the new and expanded services were being provided in a separate, independent location.  If the services are being provided in a setting within or attached to a school or building, these costs would be in-kind and unallowable. 
· Clothing
· Commute mileage
· Contingency fund for reserves
· Entertainment
· Expenses which are described as “miscellaneous” or “etc.”
· Fines and penalties
· Food or refreshments (including bottled water or water service)
· Fundraising
· Furniture and depreciation of furniture (including filing cabinets)
· Goods, training or services for DOR Consumers paid out of a line item in the Service Budget
· Graduation parties 
· Indirect costs that exceed 15% as identified on the Service Budget
· Indirect costs budgeted as a direct line item expense
· Instructional materials that do not have a direct application to the contracted vocational rehabilitation services
· Interest 
· IT Services
· Lobbying activities
· Memberships
· Modular equipment or panels
· Moving expenses
· Out of state travel
· Petty cash or credit card payments
· Pre-employment testing- agency required testing and other selection procedures to screen applicants for hire. (Example: drug test)
· Professional Liability Insurance
· Promotional items
· Publications that do not have a direct application to the cooperative contract services
· Purchase of equipment (as defined in this contract handbook)
· Rent as a match
· Rent, if property is owned by contractor or anyone affiliated with the contracting entity
· Rental/lease of equipment
· Security services 
· Severance pay
· Staff training that is not reasonable/necessary or has no direct application to the contracted vocational rehabilitation services
· Subsidies/stipends/incentives 
· Subscriptions, except newspapers for job placement services
· Travel/training/conferences for DOR staff
· Use allowance
· Volunteer or other recognition
· Time personnel may spend outside of providing direct services such as recess, lunch or bus duty, attending school required training is not allowable and may not be certified.

Code of Federal Regulations cost principles also includes additional unallowable expenses that may not be included in this section.  Refer to the applicable 2 CFR 200 for your organization at http://www.ecfr.gov/cgi-bin/text-idx?tpl=/ecfrbrowse/Title02/2cfr200_main_02.tpl 

[image: See the source image]Cooperative Program 
Match Requirements
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[bookmark: _Toc52888115]Cooperative Agency Match Requirements
Certified Expenditure/Cash Match 
Only cooperative agency staff salaries and benefits for staff providing direct services to DOR eligible individuals and limited operating expenses described below can be certified. To be “certified” as match, the cooperative agency must redirect existing staff time to provide new or expanded contract services through the cooperative program while maintaining full financial responsibility for that staff. In addition, all redirected time being certified for match must comply with the following requirements:

1. A Certified Expenditure Summary (CES) of the cost of the redirected time must be accounted for each month and submitted to the DOR Contract Administrator as designated in the contract. Only personnel costs, including fringe benefits for expenses that have already been incurred in the provision of new or expanded contract services can be certified. Supervisory staff, Principals, Vice-principals, and all other administrative staff are NOT allowable certified expenditure match costs under the contract and may not be submitted as certified match expenditures to DOR. As the ability to utilize the match for draw down of federal funds is time limited, the monthly CES must be submitted to the DOR Contract Administrator as soon as possible after the service month.

2. CES in any state fiscal year (July 1 to June 30) must be submitted as soon as possible, but no later than 60 days after the service month. Final submission of all fiscal year-end CES is due no later than October1st in order to make payment for that performance prior to the close of the federal/state fiscal year to prevent reversion of appropriated funds.  

3. There must be a specific, identifiable amount of time devoted exclusively to new or expanded contract activities offered through the cooperative program. This time cannot be combined with time devoted to other non-contract duties.

4. Contract staff must provide contract services that are not currently provided by the cooperative agency to other individuals except as noted in paragraph #7 below. Services provided through other grants or specialty vocational projects that are not statewide, such as WorkAbility I, are not considered existing patterns of service for this purpose. This means that the existence of a WorkAbility I grant in a school district does not make that school district ineligible to have a TPP contract.

5. The source of the funds for the redirected contract staff time certified as match must be from acceptable state or local funds, cannot already be used to match other federal funds, and must be supported by documentation. At the request of California Department of Education (CDE), WorkAbility I funds or redirected staff time funded by WorkAbility I are not allowable as match for DOR cooperative contracts.

6. Staff can only report the time spent providing contract services to DOR applicant/consumers/recipients as match.  Staff time for lunch, recess, bus, or study hall duties is not allowable.  


7. Contract staff cannot report time spent providing services to non-DOR consumers. This would include individuals on the waiting list (in Delayed status) or who have not submitted a DOR Student Services, VR application or other form to a DOR representative. 

8. In TPP cooperative contracts serving Students with a Disability (see Definitions section) the TPP staff should claim certified match time for cooperative contract services delivered to individuals who are participating in the TPP services, who are DOR consumers and/or potentially eligible students.

9. The certified time submitted must be in conformity with the vocational services in the contract’s Scope of Work and the duty statements in the Budget Narrative.

10. For all contract staff working under the terms of the contract, either, in whole or in part, an acceptable method of cost accounting for the time must be established and such records kept that would satisfy state and federal audit requirements.

11. [bookmark: _Hlk17294082]The cooperative agency specifically agrees that all Contract staff shall prepare and maintain personnel activity reports in compliance with the applicable federal regulation cost principles as designated in the contract.

12. [bookmark: _Hlk48564374]The Contractor is required to submit 100% of their obligated certified expenditure match and or cash match to meet their full budgeted amount as provided in this Agreement. This ensures sufficient match is available for DOR to leverage federal funding to support the entire cooperative program, as budgeted. Should the cooperative agency provide less than 90 percent of match for two consecutive years as contracted in this agreement, based on the circumstances the Parties shall cooperatively determine whether a reduction to the contract funding and goals is necessary based on the match available.

13. Indirect costs/administrative overhead are not allowable for certified expenditure match. 

14. Operating expenses associated with the cooperative program are allowable and may be included for certified match, but with significant restrictions. The operating expenses must be new costs that are directly tied to the provision of services in the contract. These expenditures are distinguished from in-kind contributions because the expenditures were incurred specifically for the purpose of the third-party cooperative agreement and in accordance with the terms and conditions of the contract and within the contract period. For example, if it was necessary for a cooperative program to purchase instructional materials to provide new or expanded services authorized under the contract, and if those materials were not already available to the cooperative agency, the expenditures for those materials may be an allowable source of match. If the program would continue to incur the cost even if the contract ceased to exist, then the cost is not allowable as certified expenditures. For example, items such as building rent or janitorial service are normal costs of doing business and costs are typically prorated as a “fair share” cost in the contract. These would not be allowable as certified expenditures match. However, these costs may be allowable to be reimbursable line items in the contract service budget. In addition to these restrictions, the cooperative agency must also be able to certify that actual expenditures were incurred and paid as part of the service delivery as outlined in the Scope of Work; and the expenditures must be supported by accounting records.

[bookmark: _Toc52888116]Certified Expenditure Summary
The Certified Expenditure Summary (CES) is used by the Cooperative Agency to report its certified match contribution towards the cooperative program contract.  No portion of the certified expenditures shall come from federal funds.  The Department of Rehabilitation (DOR) uses this match to obtain federal funds for the cooperative program.  The CES must be prepared and submitted monthly as designated in Exhibit B and G of the Contract and must comply with 2 CFR Part 200.306 or public agencies. 

CES in any fiscal year (July 1 to June 30) must be submitted as soon as possible, but no later than 60 days after the service month.  Certified Expenditure Summaries (CES) may be scanned and emailed to the DOR Contract Administrator. However, partner agencies will need to retain the original summaries. Final submission of all fiscal year-end CES is due no later than October1st, in order to make payment for that performance prior to the close of the federal/state fiscal year to prevent reversion of appropriated funds.

NOTE:  The CES for the time period covered by the Service Invoice must be received before the Service Invoice can be approved and processed for payment.   

A copy of the CES form (page 38) is included for reference.  An electronic version of the CES form may be requested from the DOR Contract Administrator.

1. Contractor Name and Address
The contractor name and address must agree with the name on the Standard Agreement.   If the CES contains more than one page, this information must be included on each page.

2.	Contract Number
This is the five-digit number found on the upper right hand corner of the Standard Agreement (STD213).  A new contract number is assigned by DOR each year for a single-year contract. For a three-year contract, a new contract number is assigned the first year and will be used for all three years. If the CES contains more than one page, this information must be included on each page.    

3.	Reporting Period
List the month and year (i.e. June 2020) OR the 30-day time period (i.e. 5/8/2020 to 6/7/2020) for which the costs are being reported. These dates should correlate to the agency’s pay period and those on all supporting documentation. Programs whose staff are paid in differing pay periods, are advised to choose one pay period as their invoice reporting period. Only requests for personnel reimbursement for days that fall within the chosen invoice reporting period are allowable. For example, some staff are paid on a monthly pay period of June 1 to June 30, while other staff are paid on a pay period of May 8 to June 2. If the chosen reporting period is June 1 to June 30, 2019, only personnel reimbursement for the days that fall within the reporting period will be requested. If the CES contains more than one page, this information must be included on each page.

4.	Federal I. D. Number
This is the identification number assigned to the contractor by the Internal Revenue Service. 

5.	Page of Pages
List the number of pages included in this CES.  If there is only one page, for example, “page 1 of 1.” If the number of lines requires multiple pages to be used, then include the page number with total number of pages (i.e., page 1 of 2). 

6.	Line Item Budget Position Title or Description 
List the line items exactly as titled and in the same sequence as on the Certified Expenditure Budget page of the contract. Do not combine or separate budget line items.  

7.	Employee Name(s) (Personnel Only)
List the name(s) of the contract staff person who performed the contracted line item position duties for the CES period reported. Line item positions should be left blank if there weren’t any contract staff who performed the duties of the position for the reporting period.
Note: The contract is budgeted for positions, not individuals. If any vacancies exist, other staff can fill in on a temporary basis to ensure the continuity of services. The time spent performing the temporary services must be included on the corresponding line item position and must be documented and supported by the personnel activity reports of the employee performing the temporary services. 

8.	Annual Amount Budgeted  
Enter the total budgeted Amount Chargeable to Program for each line item exactly as listed on the Cooperative Agency Certified Expenditure Budget.  The budgeted line item amounts on the CES shall not be changed without a formal approved amendment. Amended budget amounts must then be reflected on the CES.

9.	Certified Expenditures Reported
A. For Personnel category expenditures (salary and benefits), report the cost of the contract staff certified expenditure contribution for the CES period. 

a) Actual costs must be supported by salary/benefits records and PARs or in compliance with federal cost principles.
b) Certified expenditures may only be for actual time spent providing the service, and very limited operating expenses (please reference page 43, item #9 and page 34, item #14). (34 CFR 361.60(b)(2).) 
Organizations whose staff are paid on differing pay periods, should only bill for actual costs that fall within the chosen reporting period (please reference CES “Reporting Period” on page 35 of Contract Handbook). 
Note:  For any contract staff billed using actual costs that elect to receive pre-paid or deferred salary payments, the organization must ensure the appropriate actual costs are reported to DOR for the fiscal year the pay was earned.  For example, a 10-month employee (paid September through June) can elect to have a portion of their pay withheld to receive salary payments during their non-working months (July & August).  In this case, the agency will need to submit a Supplemental June Certified Expenditure Summary to report the employee’s actual time worked to the contract when the deferred salary is paid.  

10.	Year to Date Total
Calculate the year-to-date total for costs reported on each line item listed on the CES.  Since reported expenditures on the CES are used for federal match purposes, it is permissible to exceed the budgeted amount of a line item.

11. Budget Category Subtotals/Totals
Calculate the subtotals/totals of all certified expenditures reported in each budget category (Personnel) and for all amounts for the CES period reported.  Since reported expenditures on the CES are used for federal match purposes, it is permissible to exceed the budgeted amount of a category or the total CES budget.

12. Authorized Contractor Signature
The authorized Cooperative Agency representative signs/dates the original CES and submits it to the DOR Contract Administrator assigned to the program. 
Note: The authorized contractor representative is the person(s) designated on the Signature Authorization form (DR325) in the approved contract. When more than one page is necessary, the signature block is only required on the last page of the CES. Additionally, the DOR will accept a CES with an electronic signature, including digital signatures and electronic records for its business and program operations, including appropriate internal controls that include standards of authentication.

13.	DOR Contract Administrator CES Review and Approval
The DOR Contract Administrator reviews the CES to determine that the costs reported appear reasonable and are submitted in compliance with the contract. If the CES is approved, the Contract Administrator will sign, then forward the approved CES electronically to the Accounting Services Section.



14.	Supporting Documentation
In addition to a copy of the CES, the contractor must maintain documentation to support the amounts reported on the CES, including contract staff personnel activity reports and expenditure documents, in compliance with the contract and state and federal requirements for contract monitoring and auditing purposes. This documentation must be retained for at least seven (7) years after final reporting under the contract or until completion of the action and resolution of all issues which may arise as a result of any litigation, claim, negotiation, audit, or any other action involving the records prior to expiration of the seven (7) year period, whichever is later.
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Rev. July 08
	Certified Expenditure Summary

	DEPARTMENT OF REHABILITATION


	Contractor Name and Address:  
	1
	Contract Number: 	2

		3

	
	Reporting Period: 			4
	Federal ID #: 		5
	Pages of Pages			 6

	Line No.
	[image: http://www.myfico.com/Images/sample_overlay.gif]Line Item Budgeted position title or Description
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	Personnel Subtotals:
	12	0.00
	12 	0.00
	12 	0.00

	

	Total Certified Expenditures
	12 	0.00
	12 	0.00
	12 	0.00

	I certify under penalty of perjury that the above services and expenditures were provided during this period in conformity with the Contract, Contract Handbook, and applicable State and Federal regulations. These are not legally mandated services and are not services that the Cooperative Agency otherwise provides. No portion of the expenditures comes from Federal Funds. 

	Authorized Contractor Signature
 	13
	Date
	Dr Contract Administrator Approval
 	14
	Date


Example Certified Expenditure Summary
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[bookmark: _Toc242839108][bookmark: _Toc242840461][bookmark: _Toc242841661][bookmark: _Toc242842568][bookmark: _Toc52888117]Instructions for Completing Service Invoice – DR801B
The Service Invoice - DR801B (SI) is used by the contractor to request reimbursement from Department of Rehabilitation (DOR) for allowable costs incurred providing contract services to DOR applicants/consumers. The SI must be prepared and submitted monthly as designated in Exhibit B and G of the contract. Service Invoices in any fiscal year (July 1 to June 30) must be submitted as soon as possible, but no later than 60 days after the service month. Final submission of all fiscal year-end invoices is due no later than November 1st, in order to make payment for that performance prior to the close of the federal/state fiscal year to prevent reversion of appropriated funds. 

1. SI’s should be submitted monthly, along with the corresponding program match. Payment for the SI’s will be reviewed in conjunction with cash match and Certified Expenditure Match for the same invoicing period.  The contractor must also submit a list of DOR applicant/consumers served during the time period invoiced. Per page 34, for programs providing less than 90 percent of match for two consecutive years as contracted in the agreement, based on the individual circumstances the Parties shall cooperatively determine whether a reduction to the contract funding and goals is necessary based on the match available.
  
A sample of the official SI form (page 52-54) is included for reference.  An electronic version of the SI form may be requested from the DOR Contract Administrator.

1.	Contractor Name and Address
Include the contractor name and address on the SI.  If the SI contains more than one page, this information must be included on each page. The contractor name and billing address must agree with the name and billing address on the Standard Agreement (STD213).  Payments will only be sent to the contractor billing address identified on the STD213.   

	Note:  If the contractor billing address is incorrect or has changed, the contractor must submit a change of address request in writing to the DOR Contract Administrator with copies to the DOR Central Office Accounting – Contract and Leases Unit, Contracts and Procurement Section, as well as the Collaborative Services Section.

2.	Contract Number
This is the five-digit number found in the upper right-hand corner of the signed copy of the STD213.  If the SI contains more than one page, this information must be included on each page. A new contract number is assigned each year for a single-year contract.  For a three-year contract, the same contract number will be used for all three years. 


3.	Reporting Period 
List the month and year (i.e. June 2017) OR the 30-day time period (i.e. 5/8/2019 to 6/2/2019) for which reimbursement is being requested. These dates should correlate to the agency’s pay period and all supporting documentation. Programs whose staff are paid in differing pay periods, are advised to choose one pay period as their invoice reporting period. Only requests for personnel reimbursement for days that fall within the chosen invoice reporting period are allowable. For example, some staff are paid on a monthly pay period of June 1 to June 30, while other staff are paid on a pay period of May 8 to June 2. If the chosen reporting period is June 1 to June 30, 2019, only personnel reimbursement for the days that fall within the reporting period will be requested. If the invoice contains more than one page, this information must be included on each page.

4.	Federal I. D. Number
This is the identification number assigned to the contractor by the Internal Revenue Service. If the invoice contains more than one page, this information must be included on each page.

5.	Page of Pages	
List the number of pages included in this SI. If there is only one page, for example, include "page 1 of 1". If the number of lines requires multiple pages to be used, then include the page number with total number of pages (e.g. page 1 of 2).

6.	Line Item - Budget Position Title or Description	
List each line item exactly as titled and in the same sequence as listed on the Service Budget.  Do not combine or separate budget line items.  However, if salary and benefits are combined for a staff position on the Service Budget, they must also be combined on the SI. 

7.	Employee Name(s)
List the name(s) of the contract staff person who performed the contracted line item position duties during the SI period claimed. Line item positions should be left blank if there weren’t any contract staff who performed the duties of the position for the reporting period.

	Note: The contract is budgeted for positions, not individuals. If vacancies exist, other staff can fill in on a temporary basis to ensure the continuity of services.  The time spent performing the temporary services must be included on the corresponding line item position and must be documented and supported by personnel activity reports prepared by the employee performing the temporary services. 

8.	Annual Amount Budgeted
Enter the total budgeted amount for each line item exactly as listed on the Service Budget.  The budgeted line item amounts on the SI must not be changed without an approved amendment.

	Note:  If you have received an approved amendment, be sure to update the amended budget amounts on the SI.  The approved amendment must be received from the DOR Contract Office before the SI budget amount can be revised.  (Refer to Contract Amendments).

9.	Period Amount Claimed
For Personnel expenditures, list the actual cost of the contract staff salary and benefit expenditures for the SI period. The actual cost must be supported by payroll/benefit records and Personnel Activity Reports (PARs) prepared in accordance with cost principles. Organizations whose contract staff are paid on differing pay periods, should only bill for actual costs that fall within the chosen reporting period (please reference SI “Reporting Period” on page 42 of Contract Handbook). 

[bookmark: OLE_LINK3]For Public Organizations only (2 CFR 200.430 c(8)(viii)): If your organization is billing monthly contract personnel expenditures based on budget percentage estimates, refer to Procedures to Reconcile Monthly Personnel Budget Estimates (page 69) to ensure actual salary/benefit costs are billed in compliance with federal cost principles.

For Cooperative Programs: For any contract staff billed using actual costs that elect to receive pre-paid or deferred salary payments, the organization must ensure the appropriate actual costs are reported to DOR for the fiscal year the pay was earned. For example, a 10-month employee (paid September through June) can elect to have a portion of their pay withheld to receive salary payments during their non-working months (July and August).  In this case, the agency will need to submit a Supplemental June invoice to request reimbursement based on the employee’s actual time worked to the contract when the deferred salary is paid.  (See Supplemental Billing Instructions page 56-57.)

For Operating Expenses, list the actual cost paid by the contractor for each line item. The costs must be allowable and supported by receipts or other documentation available for review upon request.  Additionally, the cost must be invoiced in the month the cost was incurred.  For example, mileage claims submitted for the month of July were paid in the month of August. Therefore, the contactor should submit for reimbursement on the August service invoice.

For Indirect Costs/Administrative Overhead, bill up to the actual approved indirect costs/administrative overhead rate, not to exceed 15%. The rate must be supported by documentation available upon request.  

Note:  Reimbursement cannot be made for expenditures not included in the Service Budget or Budget Narrative. 

10.	Year to Date Total
Calculate the year-to-date total for costs billed on each line item listed on the SI.


11.	Balance Remaining
Calculate the amount of budgeted contract funds remaining at the end of each SI period.  This is the difference between the total budget amount and the year-to-date amount.
Note:  If the line item year-to-date amount is greater than the budgeted line item amount, this will result in a negative balance.  (Refer to Claim Adjustments.) 

12.	Budget Category Subtotals/Totals
Calculate the subtotals of amounts claimed for each budget category (Personnel, Operating Expenses, and Indirect Costs/Admin Overhead) and for all amounts claimed for the month.

13.	Authorized Contractor Signature
The authorized contractor representative signs/dates the SI and submits the original to the DOR Contract Administrator assigned to the program. The authorized contractor representative is the person(s)/agency staff position titles designated on the Grant/Contract Signature Authorization (DR325) form in the approved contract. Cooperative program partners are advised to list multiple agency staff names on the DR 325 Signature Authorization form.  If more than one page is necessary, the signature block is only required on the last page of the SI.

Note: The DOR will accept a SI with an electronic signature, including digital signatures and electronic records for its business and program operations, including appropriate internal controls that include standards of authentication.

14.     DOR Contract Administrator Review and Approval
The DOR Contract Administrator reviews the SI to determine whether costs billed appear reasonable and are submitted in compliance with the contract. The DOR Contract Administrator or designee will create a DOR Group Authorization and reconcile the Contractor consumer/services list with the DOR Group Authorization consumer list. If you have any questions or concerns, see step 16 below "Invoice Dispute" for instructions.  When the SI is approved, the Contract Administrator will sign the SI signifying that the costs billed appear reasonable.  

15.     Supporting Documentation
In addition to a copy of the SI, the contractor must maintain documentation to support the amounts billed, including contract staff personnel activity reports and expenditure documents in compliance with the contract and state and federal requirements for contract monitoring and auditing purposes. The documentation must be retained for at least seven (7) years after final payment under the contract or until completion of the action and resolution of all issues which may arise as a result of any litigation, claim, negotiation, audit, or any other action involving the records prior to expiration of the seven (7) year period, whichever is later.






Instructions for Completing Monthly Client List with the Service Invoice 
The monthly client list is required to be submitted with all service invoices. The purpose of this list is to enable DOR to specifically track services provided by the cooperative programs by consumer and report them to the Rehabilitation Services Administration (RSA). There are two types of lists, a TPP Client List and a Non-TPP Client List. 

To complete this client list each month, a cooperative program would start by entering the name of all consumers who received cooperative program services in the specific month associated with the invoice into the “Consumer Name” column. The program may elect to use the monthly client list as the active consumers list (referenced on page 83), by including all consumers assigned to the cooperative program. The cooperative program will enter an “x” into the appropriate cell for each contract service that was provided in that month. If a consumer does not receive services during a month, there is not a need to remove the name if the list is being utilized as the active consumer list as well. Through this process, the monthly client list will automatically calculate the percentage of DOR Consumers who received each contract service.

Once an invoice has been finalized, the total invoice amount can be entered in the second tab of the excel document. The percentage of each service from the previous page will then be applied to the total invoice amount to designate actual costs associated with the provision of each contracted service, as required for RSA reporting. The monthly client list will then be submitted with the monthly service invoice to the DOR Contract Administrator.

This process should be utilized each month for accurate service reporting with each monthly service invoice.

Additional Tips for New Monthly Client List:  When using the client list, please note: 
· The Excel sheet automatically calculates percentages based on the number of “x” marks on the sheet. Please check to ensure these formulas are correct and are accurately tracking information.
· All cooperative programs do not provide all of the services listed on the monthly client list.
· Please reference your Scope of Work to clarify which services are provided by your contract and what should be tracked.
· If your cooperative program does not provide a specific service, please gray out the column rather than deleting it.
· If your cooperative program serves more consumers than the monthly client list has rows for, please add in more rows for the additional consumers and check to ensure the formulas at the bottom of the sheet are correct.
· This list is only to be used for tracking service provision. This is not how service outcomes (in relation to the goals in the Scope of Work) should be counted as that is an unduplicated count.
· Consumers can receive multiple services within the month. An “x” should be placed on all contract service categories each consumer received in the given month.
· A consumer may receive the same service over multiple months. The service category should be marked with an “x” in every month that the consumer received that specific service.

TPP Monthly Client List- Current TPP Design
[image: ]
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Non-TPP Cooperative Program Monthly Client List
[image: ]
                   [image: ]

[bookmark: _Toc383665898][bookmark: _Toc383666183][bookmark: _Toc383666415][bookmark: _Toc383667074][bookmark: _Toc383667750][bookmark: _Toc383668954][bookmark: _Toc52888118]Common Contract Invoice Errors
Below is a listing of the most common Service Invoice errors identified by DOR Central Office Accounting Section that can delay payment of contract invoices: 

· Computation errors.
· Annual amount budgeted column includes budgeted figures that are different than the approved budgeted amounts in the contract. 
· Incorrect contract number. Always use the current contract number located in the top right corner of the Standard Agreement (Std.213) corresponding to the period billed.
· The Contractor name does not agree with the Contractor name on the Standard Agreement (Std. 213).
· Invoice total, address, and authorized signatures not on the final page for multiple page invoices.
· Invoice not signed by the Contractor and/or the DOR Contract Administrator.
· SI’s cannot be processed if changes are made with correction fluid/tape or if any other alterations are made which make it impossible to read the original dollar amount or signatures.  If corrections must be made, draw a line through the error and write the correct amount above it. 
· Contractor exceeds the 10% maximum requirement on a claim adjustment.
· TPP programs not using the current Service Invoice format per their executed contract.
· For DOR Contract Administrator Only:
· Group authorization dollar amount must match Service Invoice dollar amount exactly.
· “Problematic” group authorizations that were left in OPEN status but have since been replaced by corrected authorizations, must be cancelled in AWARE.   Any funds tied up in unused, open authorizations will be unavailable for future payments on the contract.

If a Service Invoice requires a correction that decreases the total amount of the SI, it will be processed and approved for payment.  

If a Service Invoice requires a correction that increases the total amount of the SI, it will be returned to the contractor, along with an Invoice Dispute Notification (STD 209), to be revised and resubmitted to the DOR Contract Administrator.  A copy of the STD 209 and original invoice will be sent to the DOR Contract Administrator if the SI is disputed by DOR Central Office Accounting Section. 
[bookmark: _Hlk10031590]
	
STATE OF CALIFORNIA SERVICE INVOICE

SERVICE INVOICE
2

	DEPARTMENT OF REHABILITATION
Rev July 08

	Contractor Name and Address: 1

	Contract Number:

	3


	
	Reporting Period:       
	4
	Federal ID #”        	5
	Pages Of Pages                         	6

	Line No.
	Line Item
Budgeted position title or Description
	Employee Name (Personnel Only)
	Annual Amount Budgeted
	Period Amount Claimed
	Year to Date Total
	Balance Remaining

	Personnel

	1
	
	[image: http://www.myfico.com/Images/sample_overlay.gif]
	
	
	
	0.00

	2
	7
	8
	9
	10
	11
	12        0.00

	3
	
	
	
	
	
	0.00

	4
	
	
	
	
	
	0.00

	5
	
	
	
	
	
	0.00

	6
	
	
	
	
	
	0.00

	7
	
	
	
	
	
	0.00

	8
	
	
	
	
	
	0.00

	Personnel Subtotals:
	13         0.00
	13       0.00
	13       0.00
	13        0.00

	Operating Expenses

	10
	
	
	
	
	
	0.00

	11
	
	
	
	
	
	0.00

	12
	
	
	
	
	
	0.00

	Operating Expenses Subtotals:
	13         0.00
	13       0.00
	            13       0.00
	13         0.00

	Actual Indirect cost/Administrative Overhead: 
	13      $ 0.00
	$0.00
	

	Total Service
	13        0.00
	13       0.00
	13         $0.00
	13         0.00

	I certify under penalty of perjury that all claims made on this request for payment are submitted in conformity with the Contract, Contract Handbook, and applicable State and Federal regulations, resulted from provision of services provided under the terms of this contract, and my organization will not be paid for any portion of this claim from any other source. 

	Authorized Contractor Signature14



	Date
	DR Contract Administrator Approval15



	Date



	
STATE OF CALIFORNIA 
DOR STUDENT SERVICE INVOICE

	DEPARTMENT OF REHABILITATIONDOR STUDENT SERVICES INVOICE

Rev July 083


	Contractor Name and Address: 1

	Contract Number:

	

	
	Reporting Period:       2

	4
	Federal ID #”        	5
	Pages Of Pages                         	6

	Line No.
	Line Item
Budgeted position title or Description
	Employee Name (Personnel Only)
	Annual Amount Budgeted
	Period Amount Claimed
	Year to Date Total
	Balance Remaining

	Personnel

	1
	
	[image: http://www.myfico.com/Images/sample_overlay.gif]
	
	
	
	0.00

	2
	7
	8
	9
	10
	11
	12        0.00

	3
	
	
	
	
	
	0.00

	4
	
	
	
	
	
	0.00

	5
	
	
	
	
	
	0.00

	6
	
	
	
	
	
	0.00

	7
	
	
	
	
	
	0.00

	8
	
	
	
	
	
	0.00

	Personnel Subtotals:
	13         0.00
	13       0.00
	13       0.00
	13        0.00

	Operating Expenses

	10
	
	
	
	
	
	0.00

	11
	
	
	
	
	
	0.00

	12
	
	
	
	
	
	0.00

	Operating Expenses Subtotals:
	13         0.00
	13       0.00
	            13       0.00
	13         0.00

	Actual Indirect cost/Administrative Overhead: 
	13      $ 0.00
	$0.00
	

	Total Service
	13        0.00
	13       0.00
	13         $0.00
	13         0.00

	I certify under penalty of perjury that all claims made on this request for payment are submitted in conformity with the Contract, Contract Handbook, and applicable State and Federal regulations, resulted from provision of services provided under the terms of this contract, and my organization will not be paid for any portion of this claim from any other source. 

	Authorized Contractor Signature14



	Date
	DR Contract Administrator Approval15



	Date



	
STATE OF CALIFORNIA VR SERVICES INVOICE

VR SERVICE INVOICE
2

	DEPARTMENT OF REHABILITATION
Rev July 083


	Contractor Name and Address: 1

	Contract Number:

	

	
	Reporting Period:       
	4
	Federal ID #”        	5
	Pages Of Pages                         	6

	Line No.
	Line Item
Budgeted position title or Description
	Employee Name (Personnel Only)
	Annual Amount Budgeted
	Period Amount Claimed
	Year to Date Total
	Balance Remaining

	Personnel

	1
	
	[image: http://www.myfico.com/Images/sample_overlay.gif]
	
	
	
	0.00

	2
	7
	8
	9
	10
	11
	12        0.00

	3
	
	
	
	
	
	0.00

	4
	
	
	
	
	
	0.00

	5
	
	
	
	
	
	0.00

	6
	
	
	
	
	
	0.00

	7
	
	
	
	
	
	0.00

	8
	
	
	
	
	
	0.00

	Personnel Subtotals:
	13         0.00
	13       0.00
	13       0.00
	13        0.00

	Operating Expenses

	10
	
	
	
	
	
	0.00

	11
	
	
	
	
	
	0.00

	12
	
	
	
	
	
	0.00

	Operating Expenses Subtotals:
	13         0.00
	13       0.00
	            13       0.00
	13         0.00

	Actual Indirect cost/Administrative Overhead: 
	13      $ 0.00
	$0.00
	

	Total Service
	13        0.00
	13       0.00
	13         $0.00
	13         0.00

	I certify under penalty of perjury that all claims made on this request for payment are submitted in conformity with the Contract, Contract Handbook, and applicable State and Federal regulations, resulted from provision of services provided under the terms of this contract, and my organization will not be paid for any portion of this claim from any other source. 

	Authorized Contractor Signature14



	Date
	DR Contract Administrator Approval15



	Date





[bookmark: _Toc52888119]Invoice Disputes
If the DOR Contract Administrator has questions or concerns regarding the allowable or appropriateness of any amounts claimed, an Invoice Dispute Notification (STD 209) will be sent to the contractor. The STD 209 will identify the reason for the dispute and what is required from the contractor to approve payment. When the corrected SI is returned by the contractor and 
is approved by the DOR Contract Administrator, the SI, with a copy of the STD209, will be sent to the DOR Central Office Accounting Section. Refer to the Prompt Payment Act as listed in Exhibit B of the Agreement.













[bookmark: _Toc52888120]Supplemental Invoices
A supplemental invoice should be submitted if either of the following occurs:  
· If a contractor identifies costs that were incurred during a month but were not included in the Service Invoice submitted for the month.

· An adjustment is needed to reduce the amount billed for a line item for a previously submitted month. 

1. Prepare the Service Invoice Fields
Complete fields 1-9 following the Instructions for Completing Service Invoices DR801B (page 41-44).
Type or write "Supplemental" on the invoice and include the invoice period(s) that the cost adjustments were incurred. The supplemental invoice may include one month or a range of months.
2.  Period Amount Claimed
For all category expenditures, list the actual net adjusted cost for each applicable line item expenditure for the SI period(s).
3.  Year-to-Date Total
Calculate the revised year-to-date total for costs billed on each adjusted line item listed on the SI.
4.	Balance Remaining
Calculate the amount of revised budgeted contract funds remaining at the end of each SI period. This is the updated difference between the total budget amount and the year-to-date amount.  
If the adjusted line item year-to-date amount is greater than the budgeted line item amount, this will result in a negative balance. (Refer to Claim Adjustments page 58.)

5. Cover Letter
Submit a cover letter explaining the reason(s) the adjustments were necessary.  Supplemental invoices with adjustments over multiple months should have a spreadsheet attached identifying what amounts are adjustments to which periods for audit trail purposes.
6.	DOR Contract Administrator Review and Approval 
Process the Supplemental SI using the SI instructions, paragraphs 13 through 16. 
7.	Reminder
For subsequent SIs submitted after the Supplemental SI, update the Year-to-Date and Balance Remaining columns as needed to reflect the revised amounts. 



Adjustments submitted on subsequent Service Invoices
As an alternative to submitting a formal "Supplemental" SI, adjustments for a prior period can be done on a subsequent regular monthly invoice as long as they are both for the same contract, in the same Fiscal Year (FY) and the adjustments can easily be identified by amount and proper period for audit trail purposes.  For example, an adjusted line item expense amount from February can be added to the April line item amount. However, the increased/decreased amount resulting from the adjustment should be clearly explained in a cover letter with the reason for the adjustment, such as “Includes $500 unbilled on 4/12 invoice” or “Includes $500 deduction for amount overbilled on 4/12 invoice”. This will provide sufficient information for DOR staff to trace the adjustments back to the correct period(s) if necessary.

Corrected Invoices
Contractors and DOR Contract Administrators sometimes confuse Supplemental Invoices with Corrected Invoices. Corrected Invoices are invoices that were submitted incorrectly and require resubmission to correct an error in the specific invoice such as when an invoice dispute has been issued or a contractor quickly realizes that errors were made on the original invoice and need to submit a correct version.  
A corrected Service Invoice can only be submitted when the original Service Invoice has not yet been processed for payment. Otherwise, contractors must submit a Supplemental invoice or include the adjustments on a future invoice per instructions above. Notify the DOR Contract Administrator immediately if planning to submit a corrected invoice so that the original invoice can be held at the local DOR District or the DOR Contract Administrator can notify DOR Central Office Accounting Section to pull the original invoice from processing if already sent to DOR Central Office Accounting Section. Type or write "Corrected" on the corrected Service Invoice and submit it to the DOR Contract Administrator.














[bookmark: _Toc52888121]Claim Adjustments
A claim adjustment is an invoice billing procedure that can be used to exceed the budgeted amount in one or more line items resulting in a negative balance in the “Balance Remaining” column; while subsequently under spending in one or more other line item.  The line items listed in the “Annual Amount Budgeted” and the “Line Item Budgeted position title or Description” columns, do not change.
DOR Contract Administrators will monitor the need for a claim adjustment. Upon determination, the contractor will submit the invoice with a brief narrative explaining the adjustment. 

During the fiscal year, one or more claim adjustments are allowable on the Service Invoice (DOR 801B) when any line item expenditure exceeds the approved line item amount and meets the following conditions:
1. The claim adjustment does not alter nor impact the approved Scope of Work, budget totals, budget line item description or budget narrative. 
1. The claim adjustment does not exceed a cumulative amount of 10% (2 CFR §200.308) of the annual contract Service Budget total; and as long as there is neither an increase nor decrease to the annual contract Service Budget total. 
1. If the contractor received a budget augmentation (budget increase) and has already reached the 10% maximum for the contract previous budget amount, an additional 10% claim adjustment is allowable on the increased amount only.  

Contractor’s Procedures for Claim Adjustments
Step 1: 	 Inform/discuss with DOR Contract Administrator of need for claim adjustment.
Step 2:	Indicate claim adjustment on the Service Invoice (DOR 801B) and write brief narrative explaining adjustment(s) made.
Step 3:	Sign and certify invoice and submit invoice and narrative to the DOR Contract Administrator and/or applicable DOR Specialists.

DOR’S Procedures for Claim Adjustments
Step 1: 	Check math in the balance remaining column to ensure 10% rule (the total of all negative balances added up excluding the Personnel and Operating expenses budget category subtotals.)
Step 2: 	Maintain a copy of Service Invoice (DOR 801B), justification, and any other pre-discussions with the contractor.
Step 3: 	Sign and approve Service Invoice (DOR 801B) and submit to DOR Accounting Office.

NOTE:  A formal Contract Amendment is required for any changes to the contract not listed above or the cumulative 10% maximum for claim adjustments has been reached for the fiscal year. 
January 24, 20XX                                                                                                                                                  1
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[bookmark: _Toc52888122][image: ]Claim Adjustments Example
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	STATE OF CALIFORNIA



	DEPARTMENT OF REHABILITATION
	 
	 
	 

	SERVICE INVOICE
	 
	 
	 
	 
	 
	 
	 
	 

	801 B
	 
	 
	 
	 
	 
	 
For a claim adjustment, the total of all negative line items cannot exceed the cumulative total of 10% (or $10,000) of the “Total Service” budget amount of $100,000.
In this example, the total of all negative 
“Personnel” and
“Operating” line item amounts shown in the “Balance Remaining”
column equal $9,700.  
(NOTE: Do not include negative subtotal amounts.)


	 
	 

	Contractor Name And Address:
	Contract Number:
	
	 
	 
	 

	Great Town Unified School District
	29000
	
	 
	 
	 

	123 Main Street

	Period Claimed:   June 2016
	Federal ID #:      
99-9999999
	Page Of Pages       1 of 1
	 
	 
	 

	Line 
	Line Item
	Employee Name 
	Annual
	Period
	Year to Date
	
Balance
	 
	 
	 

	No.
	Budget position title or Description
	(Personnel Only)
	Amount Budgeted
	Amount Claimed
	Total
	Remaining
	 
	 
	 

	Personnel
	 
	 
	 

	1
	Executive Director
	Aaron Ruell
	[bookmark: RANGE!F12]$3,000.00
	$500.00
	[bookmark: RANGE!I12]$8,000.00
	[image: ]-$5,000.00
	

	2
	Employment Specialist (1.25 FTE)
	Sandy Martin, Efren Ramirez
	[bookmark: RANGE!F13]$77,000.00
	$5,000.00
	[bookmark: RANGE!I13]$68,000.00
	$9,000.00
	

	3
	     
	
	[bookmark: RANGE!F14] 
	 
	[bookmark: RANGE!I14] 
	 
	

	4
	Job Developer (.50 FTE)
	Tina Marjorino
	[bookmark: RANGE!F15]$10,000.00
	$2,000.00
	[bookmark: RANGE!I15]$14,500.00
	-$4,500.00
	

	5
	List each personnel and operating expense line item and budget amount in the same order and exactly as listed on the Service Budget.  The amount budgeted for each line item on the Service Invoice shall not be changed without a formal approved amendment.

	 



	 
	[bookmark: RANGE!F16] 
	 
	[bookmark: RANGE!I16] 
	 
	

	6
	     
	     
	[bookmark: RANGE!F17] 
	 
	[bookmark: RANGE!I17] 
	 
	

	7
	     
	     
	[bookmark: RANGE!F18] 
	 
	[bookmark: RANGE!I18] 
	 
	

	Personnel Subtotals:
	[bookmark: RANGE!F21]$90,000.00
	$7,500.00
	[bookmark: RANGE!I21]$90,500.00
	-$500.00
	

	Operating Expenses
	

	10
	Office Supplies
	     
	[bookmark: RANGE!F23]$930.00
	$100.00
	[bookmark: RANGE!I23]$900.00
	$30.00
	

	11
	Mileage
	     
	[bookmark: RANGE!F24]$500.00
	$100.00
	[bookmark: RANGE!I24]$700.00
	[image: ]-$200.00
	

	12
	Training
	     
	[bookmark: RANGE!F25]$500.00
	$0.00
	[bookmark: RANGE!I25]$0.00
	$500.00
	

	Operating Expenses Subtotals:
	$1,930.00
	$200.00
	$1,600.00
	$330.00
	

	Actual Indirect cost/Administrative Overhead: 
	$8,070.00
	$1,360.00
	$7,000.00
	$1,070.00
	

	Total Service
	100,000.00
	$9,060.00
	$99,100.00
	$900.00
	

	 I certify under penalty of perjury that all claims made on this request for payment are submitted in conformity with the Contract, Contract Handbook, and applicable State and Federal regulations, resulted from provision of services provided under the terms of this contract, and my organization will not be paid for any portion of this claim from any other source.
	 
	 
	 

	Authorized Contractor Signature
	Date
	DR Contract Administrator Approval
	Date
	 
	 
	 







[image: See the source image]

Contract Amendments & Augmentations














[bookmark: _Toc52888123]Contract Amendments
The following contract changes require a formal amendment to the approved Agreement:
1. Claim adjustments that exceed the cumulative 10% of the approved total annual contract Service Budget. 
1. Any changes and/or corrections to the written Agreement (i.e., scope of work, service budgets, budget narratives, staffing positions, indirect cost rates, line item descriptions, and budget augmentations.)
1. Any change to the total budget or additions/deletions to line items.
Contractor Procedures for Contract Amendments
Step 1: 	Notify DOR Contract Administrator with proposed changes to Agreement.
Step 2: 	Submit contract amendment request letter with a brief explanation why change(s) are needed, requested effective date and attach amended documents (i.e., amended scope of work, amended Service Budget, and amended budget narrative). Note: Changes must be in “BOLD”.
[bookmark: _Toc242839099][bookmark: _Toc242840454]Step 3: 	The contract amendment request must be submitted 90 days prior to requested effective date of amendment for review and approval to DOR Contract Administrator. Contract amendment requests that are not submitted by the DOR Contract Administrator to the Cooperative Programs Section at least 75 days prior to the requested effective date, may result in a later effective date. 
DOR Procedures for Contract Amendments
Step 1: 	DOR Contract Administrator review the amended documents from Contractor for appropriate programmatic need and make changes/corrections as appropriate.
Step 2: 	DOR Contract Administrator submit amended documents to the appropriate DOR Cooperative Program Specialist(s) with letter to Cooperative Program Specialist with an explanation of changes needed, at least 75 days prior to the requested effective date.
Step 3:  	DOR Cooperative Program Specialists review the amended documents from DOR Contract Administrator.
Step 4:  	DOR Cooperative Program Specialists submit final contract amendment document(s) to the Contracts and Procurement Section (C&PS) for review and approval at least 60 days prior to effective date of amendment.
Step 5:  	Contract Analyst will review and prepare amended documents and send to Contractor for signature.
Step 6:  	When signed amended documents are received back from Contractor, Contract Analyst will forward to Department of General Services (DGS) for approval.  
Step 7:  	Once approved by DGS, Contract Analyst will distribute approved amended documents to Contractor, DOR Contract Administrator, and DOR Cooperative Program Specialist.
Note:  No backdating (e.g. no asking for an amendment to be effective on a date in the past).  Contractors submitting service invoices prior to a formal executed contract amendment are subject to delayed or disallowed payments. Additionally, all contract amendments must be executed prior to the current contract expiring.
[bookmark: _Toc52888124]STD 204- Payee Data Form
As part of the accounting and procurement operations, DOR utilizes a centralized statewide Vendor Management File called FI$Cal. In order to conduct business with and receive payment from DOR, Contractors are now required to complete a Payee Data Record (STD 204) with each renewal and amendment. Sections 2, 3, 4, and 5 must be completed by the contractor and section 6 by DOR staff. 
[image: ]




List full legal business name and any Doing Business As (DBA) names used 


Section 3: Must match FEIN on service budget & contract information sheet. 
Where contract services are provided

Where reimbursements will be mailed






Section 5: Agency decides “authorized payee representative” 





Section 6: To be completed by DOR Contract Administrator (DORCA) with DORCA contact information.





[bookmark: _Toc52888125]Contract Augmentations
An augmentation increases the overall scope of the contract, including budgets, services, and contract goals. Should a contractor want to increase the contract in any of these areas, the augmentation request form should be developed in coordination with the DOR Contract Administrator, local DOR branch office, and DOR District Administrator. TPP contractors have an additional form to complete and is titled, TPP Augmentation Supplemental Form. 

Once the request form and TPP Augmentation Supplemental Form (if applicable) is complete, the DOR Contract Administrator will submit the augmentation proposal to the Cooperative Programs Specialist assigned to the contract. The Cooperative Programs Specialist will complete an analysis of contract outcomes, expenditures, and previous reviews. Once complete, the analysis will be provided to Cooperative Programs Section management for review. The Cooperative Programs Section management team will evaluate augmentations on the following criteria:

· Availability of cooperative program budget authority
· Achievement of contract outcomes
· Utilization of full-service budget
· Provision of full match (certified or cash)
· Expansion of services
· Local resources

Based off these criteria, the DOR Cooperative Programs Section will approve or deny the request. If approved, an amendment process will begin to reflect the new augmented amounts. The amendment will be effective no sooner than 90 days from the date augmentation approval letters are received. Please see the amendments section (page 61) for further guidance. 










[image: See the source image]






 Case Service & Cooperative Program Agreements 

Time Reporting Requirements








[bookmark: _Toc242839119][bookmark: _Toc242840472][bookmark: _Toc242841669][bookmark: _Toc242842576][bookmark: _Toc242843129][bookmark: _Toc242843206][bookmark: _Toc242843635][bookmark: _Toc242843815][bookmark: _Toc242843994][bookmark: _Toc242844085][bookmark: _Toc383665901][bookmark: _Toc383666186][bookmark: _Toc383666418][bookmark: _Toc383667077][bookmark: _Toc383667753][bookmark: _Toc383668957][bookmark: _Toc52888126][bookmark: _Toc242839120][bookmark: _Toc242840473][bookmark: _Toc242841670][bookmark: _Toc242842577][bookmark: _Toc242843130][bookmark: _Toc242843207][bookmark: _Toc242843636][bookmark: _Toc242843816][bookmark: _Toc242843995][bookmark: _Toc242844086][bookmark: _Toc383665902][bookmark: _Toc383666187]Time Reporting - Personnel Activity Reports (PARS)
Time Reporting
Department of Rehabilitation (DOR) contractors are required to comply with the applicable time reporting requirements as outlined in the federal regulation cost principles 2 CFR Part 200: Cost Principles for Educational Institutions – Community Colleges, Colleges and Universities (UC/CSU) and University Foundations;  State, Local, and Indian Tribal Governments – Counties, Cities, Special Education Local Plan Areas, School Districts, Regional Occupation Programs, and other State and Local government agencies;  Non-Profit Organizations – All Not-for-Profit Agencies. 

The federal regulations cost principles identify the federal guidelines for allowable and unallowable costs for programs receiving federal funding; however, DOR may be more restrictive, therefore, programs must also review their contract and this Contract Handbook to ensure compliance with all DOR contract requirements.

The standards for time distribution are in addition to those for payroll documentation. Federal regulation cost principles require all contract staff, whether certified or paid, complete some form of documentation to support the distribution of staff salaries and employer-paid benefits to the DOR contract. Substitutes filling in for contract staff and charged to the DOR contract are also required to complete time distribution reports.  In addition to the federal regulation cost principles, federal labor regulations 29 CFR part 516.1(c) state “nothing shall excuse any party from complying with recordkeeping or reporting requirement imposed by any other federal, state or local law, ordinance, regulation or rule.” Thus, labor laws or union contracts do not relieve contract staff from completing documentation of the employee’s after-the-fact distribution of time on the DOR contract. However, the level of detailed backup support for time distribution does vary significantly by organization and employee activity.  

Your organization’s current payroll timesheets or electronic time recording system may or may not meet the federal regulation cost principle requirements for time distribution to federal programs (including DOR contracts). For example, most payroll timesheets may only document that an employee was paid for a set number of total hours for the pay period, however, DOR contracts require that allocation between funding sources be supported.  







Personnel Activity Report (PARs)

According to the 2 CFR 200.430, non-federal entities will not be required to provide additional support or documentation for the work performed other than supported records indicating the total number of hours worked each day. The non-federal entities PARs record keeping should meet these standards:

· Charges must be based on records accurately reflecting work performed under the contract.
· The non-federal entity should have a time keeping system with internal controls.
· PARs must be incorporated in the official records.
· PARs must accurately reflect the total compensated contract activity.
· PARs should encompass all job duties – contract and non-contract duties.
· PARs must comply with established accounting practices and policies.
· PARs should support distribution of employee’s salary among specific activities or cost objectives.

There is no single best system for documenting time spent on federal programs/activities. Since DOR does not require any specific format or system for personnel activity reports (PARs), contractors must review their current time reporting forms and systems to determine whether they are adequate to calculate and support the distribution of salaries and employer-paid benefits as required by the federal regulation cost principles. If your system does not currently meet time distribution 
requirements, contractors can either revise the current time reporting forms to include the missing 
information or can implement a separate personnel activity report.  (See sample page 72-73.)

All contract staff are required to complete some type of PARs (or equivalent) to support the distribution of staff salaries and employer-paid benefits to a specific program/activity. The PARs must clearly indicate each employee’s contract position.  In addition, the employee must document the after-the-fact distribution of time to each program and account for total activity for all programs/activities.

Federal regulation PAR requirements are the same regardless of whether an organization maintains a paper or a fully electronic time reporting system. As stated in 2 CFR 200.430(i), charges to federal awards for salaries and wages must be supported by a system of internal control which provides reasonable assurance that the charges are accurate, allowable, and properly allocated.  For example, an electronic PAR system that is fully computerized and paperless, including a “electronic signature” occurring when an employee logs on to the PAR system with a log-on ID and a secret password, is allowable as long as the organization can demonstrate and document that only the employee’s actions would result in the identification of the activities to be charged, and that it complies with the other federal regulation PAR criteria.

Note: 
If an employee is performing program/activities for two (or more) different line item positions identified in the DOR contract, the employee must clearly document the time spent performing the activities for each separate line item position. 

TPP and associated case service contract (CSC) staff who are listed on two separate service budgets must also clearly document their time spent performing the activities on separate lines items. An example PAR showing the distribution of time for TPP and CSC staff listed on two separate budgets may be referenced on page 73 of the Contract Handbook. 

PARs must be completed at least monthly, and be signed by the contract staff or someone who has sufficient knowledge of the employee’s work time.   PARs may be signed using an electronic signature, including digital signature and electronic record for its business and program operations, including appropriate internal controls that include standards of authentication.

Determination of Time Allocation Billable/Reportable to DOR 
Other methods such as number of hours, units of service, ratio of supervised FTE staff, and consumer caseload may be allowable by contract staff when appropriate. If an alternative method is used, it must be specifically documented and periodically reviewed to ensure that the distribution of time is a reasonable reflection of the time spent providing services to DOR applicants/consumers. Further, a time report that includes the total hours paid must also be completed. This would typically be the payroll timesheet that list the hours worked each day for the pay period. If you have questions regarding whether the alternative method is adequate to meet DOR time allocation requirements, please contact your DOR Contract Administrator for consultation and guidance.  

[bookmark: _Applicant/Consumer_Listings]Note:  Substitute systems (e.g., time studies, statistical sampling, etc.) specified in the federal regulation cost principles are unallowable time distribution methods for DOR contracts since DOR does not have the authority to grant approval to use these methods.  














[bookmark: _Toc52888127][bookmark: _Toc242839121][bookmark: _Toc242840474][bookmark: _Toc242841671][bookmark: _Toc242842578][bookmark: _Toc242843132][bookmark: _Toc242843209][bookmark: _Toc242843638][bookmark: _Toc242843817][bookmark: _Toc242843996][bookmark: _Toc242844087][bookmark: _Toc383665903][bookmark: _Toc383666188][bookmark: _Toc383666419][bookmark: _Toc383667078][bookmark: _Toc383667754][bookmark: _Toc383668958]Personnel Activity Reports (PARS) Calculations
TIME ALLOCATION CALCULATION GUIDANCE

When using the most common time distribution method of Total Hours Worked for DOR Contract to Total Hours Worked, then properly calculating Total Hours Worked is essential to correctly bill for time worked on contract activities to DOR.  Total Hours Worked would not include leave time. If Contract staff is using leave time that differs from those specifically mentioned above, contact your DOR Contract Administrator for further clarification on whether the hours should or should not be included in the Total Hours Worked.  

The example below illustrates the difference that can result when an incorrect method is used to calculate the actual percentage of time allocation for the DOR program:
A Contract staff person was paid for 176 hours for the monthly pay period. The Contract staff person worked 60 hours in the provision of services to authorized DOR Consumers as documented in the Total DOR Contract Hours. During the month, 36 hours of leave was taken (not included in the Total DOR Contract Hours).

Calculation of Actual Time Chargeable to DOR Program 

	
	[bookmark: _Toc242839122][bookmark: _Toc242840475][bookmark: _Toc242841672][bookmark: _Toc242842579][bookmark: _Toc242843133][bookmark: _Toc242843210]Leave Included
(Incorrect Method)
	[bookmark: _Toc242839123][bookmark: _Toc242840476][bookmark: _Toc242841673][bookmark: _Toc242842580][bookmark: _Toc242843134][bookmark: _Toc242843211]Leave Excluded
(Correct Method)

	
Total DOR Contract Hours for the month (per Contract staff)
	
60
	
60

	Total Hours Worked for the month (includes Total DOR Contract Hours and other program hours)
	176

	140


	% of Actual Time: DOR Program for the month (Total DOR Contract Hours/Total Hours Worked) 
	
34%
	
43%



As seen in the example noted above, it is optimal to ensure leave time is not included in Total Hours Worked for DOR Contract and Total Hours Worked.  When using this method, you are assured the DOR portion of leave benefits is paid by DOR through the increased % of Actual Time in DOR Program.  Further, it is essential that you accurately determine the % of Actual Time in DOR Program in order to correctly calculate the actual salary and benefit amounts to bill DOR.
[bookmark: _Toc52888128][bookmark: _Toc242839125][bookmark: _Toc242840477][bookmark: _Toc242841674][bookmark: _Toc242842581][bookmark: _Toc242843135][bookmark: _Toc242843212][bookmark: _Toc242843639][bookmark: _Toc242843818][bookmark: _Toc242843997][bookmark: _Toc242844088]Procedure to Reconcile Monthly Personnel Budget Estimates to Actual Personnel Costs
All Contractors are required to comply with federal regulations as a condition of the contract terms and conditions, including the documentation of actual personnel costs incurred while performing allowable contract activities for DOR.  However, 2 CFR 200 gives public agencies the option to submit monthly personnel budget estimates on their service invoice, provided they meet the following federal requirements (2 CFR 200.430 c(8)(viii).)
· The public agency's computer payroll system determining the budget estimates is consistent and the budgeted percentage reasonably reflects the prior actual percentage of time performed on contract activities.
· Significant changes in the corresponding work activity (as defined by the Scope of Work and Service Narrative(s)) are identified and entered into the records in a timely manner. Short term (such as one or two months) fluctuation between workload categories need not be considered as long as the distribution of salaries and wages is reasonable over the longer term.
· The public agency’s system of internal controls includes processes to review after-the-fact interim charges made to a federal award based on budget estimates. All necessary adjustment must be made such that the final amount charged to the federal award is accurate, allowable, and properly allocated.

If the Contractor chooses to submit Service Invoices using this option, notify the DOR Contract Administrator prior to submitting the initial invoice(s) so they are able to properly review and monitor the invoices.

Note:  The public agency must maintain all applicable accounting records, supporting schedules, PARs, and quarterly reconciliation spreadsheets that support the personnel salary and benefit amounts submitted to DOR during the contract period.  










[bookmark: _Toc52888129]DOR Procedures for Invoicing: Contract Administrator
When reviewing invoices, the DOR Contract Administrator should provide the following services: 

· At the beginning of the contract year, discuss billing processes with the public agency contract administrator to find out if they plan to bill using this option.  Document the method the public agency will use to compute the budget estimates to be submitted each month and confirm the method(s) used meets federal regulations.  Maintain in contract administration file. 

· Bi-annually or more often if needed, review the personnel spreadsheets and supporting documentation with the public agency contract administrator to ensure that the costs are appropriately billed under the agreement and that they are performing the reconciliations consistent with federal regulations.

· At the end of the contract year, ensure all year-end invoices include the total actual allocable personnel costs for all contract employees and can be supported by payroll records, PARs, reconciliation spreadsheets, and other accounting documents.



[bookmark: _Toc52888130]Electronic Personnel Activity Reports and Systems Requirements
Federal regulation PAR requirements (2 CFR 200.430(i)) are the same regardless of whether an organization maintains a paper or a fully electronic time reporting system. Organizations with an electronic time reporting system must implement and maintain well-defined internal control activities that provide the organization management and external parties (including DOR) with the confidence that the system is working as designed and that the resulting time reports/PARs are prepared and maintained in compliance with the federal regulation cost principles. 

Further, control activities must provide reasonable assurance that (1) time reporting/PAR transactions are appropriately authorized and approved and (2) time reporting/PAR information is properly and promptly recorded and retained.  Proper recording of time distribution refers to whether the recorded information is complete, accurate, valid, and complies with legal requirements, including the DOR Contract and applicable federal regulation cost principles. 

In addition, adequate back-up procedures of the electronic time reporting system data must be performed, the system must be able to generate hard-copy time records/PARs when requested for contract monitoring and audit purposes, and the electronic time records/PARs must be maintained in accordance with record retention requirements specified in the Contract. 

If you have any questions regarding whether your organization’s time reporting system meets DOR compliance requirements, contact your DOR Contract Administrator for assistance.

	[bookmark: _Hlk10029400]Personnel Activity Report* - Employee Paid Salary

	Contract Staff - Multi-funded: Time charged to two separate DOR line item positions

	Facility Name: Utopia USD 
	Sample

	Month/Year: August 2015
	

	Employee: David Tanner 
	
	Title: Program Coordinator/Job Coach
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Program/Activity
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13
	14
	15
	16
	17
	18
	19
	20
	21
	22
	23
	24
	25
	26
	27
	28
	29
	30
	Totals

	DOR TPP - Prog. Coordinator
	4
	3
	3
	 
	 
	 
	6
	8
	4
	2
	 
	 
	7
	7
	8
	4
	2
	 
	 
	3
	8
	6
	8
	5
	 
	 
	2
	8
	8
	8
	114

	DOR TPP - Job Coach
	 
	3
	 
	 
	 
	 
	2
	 
	 
	 
	 
	 
	1
	 
	 
	4
	 
	 
	 
	 
	 
	2
	 
	 
	 
	 
	 
	 
	 
	 
	12

	WorkAbility I
	4
	2
	3
	 
	 
	 
	 
	 
	4
	5
	 
	 
	 
	1
	 
	 
	6
	 
	 
	5
	 
	 
	 
	3
	 
	 
	6
	 
	 
	 
	39

	Other
	 
	 
	2
	 
	 
	 
	 
	 
	 
	1
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	3

	Total Hours Worked - Daily
	8
	8
	8
	 
	 
	 
	8
	8
	8
	8
	 
	 
	8
	8
	8
	8
	8
	 
	 
	8
	8
	8
	8
	8
	 
	 
	8
	8
	8
	8
	
168 

	I certify that the time distribution recorded on this personnel activity report is a true after-the-fact representation of the actual time worked on specific programs/activities for the period indicated, and I have full knowledge of 100 percent of these activities.   

	Employee Signature: _______________________________________
	
	Date: _______________________
	

	Supervisor Signature: ______________________________________
	
	Date: _______________________
	

	
	
	(Optional)
	
	
	
	
	

	(Optional)
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Program/Activity
	A
	B
	C
	D
	
	Key:

	DOR TPP – PC
	114
	168
	68%
	 $          2,725.88 
	
	A
	=
	Total Hours Worked for Program/Activity

	DOR TPP – JC
	12
	168
	7%
	 $             286.93 
	
	B
	=
	Total Hours - All Programs/Activities

	WorkAbility I
	39
	168
	23%
	 $             932.54 
	
	C
	=
	Percentage of time allocation (A/B)

	Other
	3
	168
	2%
	 $               71.73 
	
	D
	=
	Amount Charged (Total Monthly Salary/ Employer Paid Benefits multiplied by % of Time allocated to Program/Activity)

	Total:
	168
	 
	100%
	 $          4,017.08 
	
	
	
	

	Total Monthly Salary/Employer Paid Benefits Amount = 
	$4,017.08 
	
	
	
	

	* This sample PAR would be used to allocate % of time worked to specific program/activity where the contract staff person is performing duties/services for more than one DOR contract position. This PAR (or equivalent) would need to be completed in addition to a facility payroll timesheet that only accounts for leave time or total hours paid.
	Personnel Activity Report* - Employee Paid Salary

	Contract Staff - Multi-funded: Time charged to two separate DOR line item positions on two different budgets

	Facility Name: Utopia USD 
	TPP Design 2 Sample

	Month/Year: August 2018
	

	Employee: David Tanner 
	
	Title: Vocational Specialist/Job Developer
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Program/Activity
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13
	14
	15
	16
	17
	18
	19
	20
	21
	22
	23
	24
	25
	26
	27
	28
	29
	30
	Totals

	DOR TPP – Vocational Specialist
(DOR Student Services)
	4
	3
	3
	 
	 
	 
	6
	8
	4
	2
	 
	 
	7
	7
	8
	4
	2
	 
	 
	3
	8
	6
	8
	5
	 
	 
	2
	8
	8
	8
	114

	DOR TPP – Job Developer 
(VR Employment Services)
	 
	3
	 
	 
	 
	 
	2
	 
	 
	 
	 
	 
	1
	 
	 
	4
	 
	 
	 
	 
	 
	2
	 
	 
	 
	 
	 
	 
	 
	 
	12

	WorkAbility I
	4
	2
	3
	 
	 
	 
	 
	 
	4
	5
	 
	 
	 
	1
	 
	 
	6
	 
	 
	5
	 
	 
	 
	3
	 
	 
	6
	 
	 
	 
	39

	Other
	 
	 
	2
	 
	 
	 
	 
	 
	 
	1
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	3

	Total Hours Worked - Daily
	8
	8
	8
	 
	 
	 
	8
	8
	8
	8
	 
	 
	8
	8
	8
	8
	8
	 
	 
	8
	8
	8
	8
	8
	 
	 
	8
	8
	8
	8
	
168 

	I certify that the time distribution recorded on this personnel activity report is a true after-the-fact representation of the actual time worked on specific programs/activities for the period indicated, and I have full knowledge of 100 percent of these activities.   

	Employee Signature: _______________________________________
	
	Date: _______________________
	

	Supervisor Signature: ______________________________________
	
	Date: _______________________
	

	
	
	(Optional)
	
	
	
	
	

	(Optional)
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Program/Activity
	A
	B
	C
	D
	
	Key:

	DOR TPP – VS
	114
	168
	68%
	 $          2,725.88 
	
	A
	=
	Total Hours Worked for Program/Activity

	DOR TPP – JD
	12
	168
	7%
	 $             286.93 
	
	B
	=
	Total Hours - All Programs/Activities

	WorkAbility I
	39
	168
	23%
	 $             932.54 
	
	C
	=
	Percentage of time allocation (A/B)

	Other
	3
	168
	2%
	 $               71.73 
	
	D
	=
	Amount Charged (Total Monthly Salary/ Employer Paid Benefits multiplied by % of Time allocated to Program/Activity)

	Total:
	168
	 
	100%
	 $          4,017.08 
	
	
	
	

	Total Monthly Salary/Employer Paid Benefits Amount = 
	$4,017.08 
	
	
	
	

	* This sample PAR would be used to allocate % of time worked to specific program/activity where the contract staff person is performing duties/services for more than one DOR contract position regardless of contracted budget. This PAR (or equivalent) would need to be completed in addition to a facility payroll timesheet that only accounts for leave time or total hours paid.






[bookmark: _Toc52888131]Allowable Leave Policy
DOR Cooperative Contracts are for the provision of service. In the interest in preserving services without interruption DOR will not pay for advanced leave, or leave that has been advanced to an employee, of a contractor prior to when they would actually accrue the time. The contractor is the employer of all staff funded by the cooperative contract and is financially responsible for providing leave benefits the employee is entitled to, based on law and the contractor’s leave policies.  

Compensation for some leave benefits are allowable contract costs. When determining the leave costs that may be billable to DOR under the contract, refer to this policy and the federal regulation cost principles applicable to your organization.

Regular use of Vacation and Sick Leave 
Earned vacation or sick leave can be reimbursed to DOR when the leave:
· Is consistent with the Contractor’s written policies, including that the hours are within allowable leave balances;
· Is reasonable;
· The accounting basis (cash or accrual) selected for costing each type of leave is consistently followed for all employees or specific groups of employees;
· Does not disrupt consumer services; and, 
· Is based on the percentage of time spent on contract activities as reported on the individual employee PAR. Refer to Contract Handbook page 76-79. (Total Hours Worked billed to DOR will not include leave time. When using this method, you are assured the DOR portion of leave benefits is paid by DOR through the increased percentage of Actual Time in DOR Program).

Extended Vacation and Sick Leave
If an employee of a contractor, requests to be off work for 20 consecutive working days or longer:
· Earned vacation or sick leave can be billed to the DOR contract for no more than the first 20 consecutive working days the employee is on leave, per fiscal year.
· Leave may not be billed to the contract past the 20th consecutive working day of leave
· If a contract staff requests any leave in excess of 20 consecutive working days, the DOR Contract Administrator must be notified immediately.  
· The contract agency will develop a written plan to continue services, which must be pre-approved by the DOR Contract Administrator. The plan will outline how agency staff will be redirected to cover for the staff on leave to ensure the continuation of contract services.
· The billing will be based on the percentage of time spent on contract activities as reported on the individual employee PAR, unless the employee did not work any time that month. In that case, the allowable leave time will be billed based on the contract position budgeted percentage of time. See examples below:



Other Leave
Additional types of leave, including but not limited to military leave, family leave, maternity leave, jury duty and bereavement, can be billed to DOR for the first 20 consecutive working days when the leave is consistent with the Contractor’s written policies and the requirements above under “Extended Vacation and Sick Leave”.

After the first 20 consecutive working days, the contractor is financially responsible for providing its employee with the appropriate leave based on law and the contractor’s policies. 

Disability Leave 
If a contractor’s employee takes disability leave, the costs for such leave cannot be billed to DOR.  Disability leave includes the State Disability Insurance (SDI), other insurance premiums or employer self-funded programs, alternative employer-paid leave (e.g., “100 day” or equivalent).  
However, the DOR Contract Administrator may approve in advance a substitute for the contracting staff on any leave, subject to funding availability in the contract budget. 





SAMPLE 1




[bookmark: _Toc486576003]SAMPLE 2




[bookmark: _Toc486576004]SAMPLE 3




[bookmark: _Toc486576005]SAMPLE 4









[bookmark: _Toc242844000][bookmark: _Toc242844091][bookmark: _Toc242839130][bookmark: _Toc242840482][bookmark: _Toc242841677][bookmark: _Toc242842587][bookmark: _Toc242843141][bookmark: _Toc242843218][bookmark: _Toc242843644][bookmark: _Toc242843822][bookmark: _Toc383665911][bookmark: _Toc383666196][bookmark: _Toc383666426][bookmark: _Toc383667083][bookmark: _Toc383667759][bookmark: _Toc383668962]


[bookmark: _Toc19604926][image: ]
Contract Monitoring, Reporting Requirements & Consumer Listings


[bookmark: _Toc52888132]Contract Monitoring, Reporting Requirements, and Consumer Listings
Contractors should refer to their Contract Exhibit G for specific monitoring and reporting period requirements.  

Unduplicated Consumers Served Listing
The contract requires that a comprehensive listing of applicants/consumers, in either the VR or PE case type, served for the period billed (or alternate period) and the services provided to each applicant/consumer be submitted with the Service Invoice(s) and/or Certified Expenditure Summary to the DOR contract administrator for contract monitoring.

Service Goals/Outcomes Tracking
In order to document progress towards the achievement of the contract goals and outcomes, the contractor is required to prepare and maintain a listing of the unduplicated consumers served who have completed each of the service goals during the contract period. The listing must be maintained to support the contract service outcomes as supported by the monthly progress reports. The list shall be submitted at least quarterly or as required by the DOR Contract Administrator for monitoring purposes. If you determine that you are not achieving the stipulated contract goals/outcomes, consult with the DOR Contract Administrator to identify appropriate action. 

Case Notes
Contract staff must prepare documentation to support the specific services provided to individual DOR applicants/consumers and associated costs billed/reported to DOR. Documentation must include hard-copy or electronic case notes that identify the date, contract service title, and a description of services provided to each DOR applicant/consumer, and must be kept in the cooperative program’s case record. Additional documentation that demonstrates the collaboration between DOR staff and contract staff should also be included in the case notes. This includes pertinent emails, phone calls, and client meetings that demonstrate collaboration between the DOR and the cooperative contract. 

All case service documentation must be retained for at least seven (7) years after final
payment under the contract or until completion of the action and resolution of all issues
which may arise as a result of any litigation, claim, negotiation, audit, or any other
action involving the records prior to expiration of the seven (7) year period, whichever is
later.

Progress Reports 
Non-TPP Programs: Cooperative programs are required to submit a summary of progress to the DOR counselor summarizing the progress applicants/consumers have made in the contracted services provided during the service month. Progress reports should also include barriers or challenges the applicants/consumers may have encountered during the month, as well as next steps. Cooperative program case notes may meet progress report requirements if the previous criteria is met.  The specific format of these reports are locally negotiated.  DOR staff can obtain sample progress report forms located on the computer in the G drive/ Public folder/Rehabilitation Specialist, and may tailor these forms to meet local needs.  Contact your local DOR Contract Administrator or Cooperative Program Specialist for more information.

TPP Partners and associated Case Service Contractors operating under one of the new TPP designs are required to submit a summary of progress to the DOR counselor on a quarterly basis summarizing the progress made by the TPP students in the following DOR Student Services: Job Exploration Counseling, Post-secondary Counseling, workplace readiness Training, and Self-advocacy Training. Monthly progress reports must be submitted for TPP students receiving work-based learning Experiences and VR Employment Services. 
TPP Partners and associated Case Service Contractors operating under the existing TPP design are required to continue submitting monthly progress reports, as identified in their contract Exhibit G summarizing the progress applicants/consumers have made in the contracted services provided that month.

Applicant/Consumer Listings
There are four (4) types of consumer lists that must be kept as part of the documentation and monitoring of cooperative and case service contracts.
1. Individual contract staff consumer list
Contract staff providing contract services directly to DOR consumers must prepare a listing of applicants/consumers that they provided DOR contract services to, at least monthly, and corresponding with PARS. This list must be kept with the staff PAR. This is part of the audit trail for the purposes of verification of contract services and staff time charged to DOR.  
Some contract staff (e.g., administrator, supervisor, receptionist, and accountant) may not provide direct services to individual applicants/consumers; so are not required to provide a listing of applicants/consumers. However, if a supervisor has to substitute for a direct service staff while out of the office, then the supervisor must prepare a listing of applicants/consumers served.  

2. Monthly Contract agency list of consumers served
The contract agency must send the DOR contract administrator a list of all DOR consumers served for the month. This will include all of the consumers in the individual consumer lists described in #1 above and must be submitted along with the service invoice and certified expenditure summary on a monthly basis. This list will be used by the DOR Contract Administrator to create the Group Authorization for the payment of the program service invoice.  This list may be a sub-set of the Contractor Active Consumer List, depending on the number of consumers served in a particular month. Contractors have the option of utilizing the new client list (discussed on page 45-46) to report the names of consumers served for the service month. 

3. Contractor Active Consumer List 
Contractor must prepare a list of all consumers who have been referred by DOR and are actively participating in the cooperative program. Contractor should reconcile the contractor’s active consumer list with the DOR AWARE consumer list monthly. Contractors have the option of utilizing the new client list (discussed on page 45-46) to report the names consumers who are actively participating in the program in a particular month.

4. DOR AWARE Consumer List
This list is provided to the cooperative program by the DOR Contract Administrator monthly. It is a listing of all consumers who have been assigned to the cooperative program by the DOR counselor. This list should be reconciled with the Contractor Active Consumer List monthly. This will ensure that only consumers receiving cooperative program services are assigned to the program and assigned cooperative program costs to their DOR case.
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Common Program Review and Audit Findings










[bookmark: _Toc383668963][bookmark: _Toc383667760][bookmark: _Toc383667084][bookmark: _Toc383666427][bookmark: _Toc383666197][bookmark: _Toc383665912][bookmark: _Toc52888133]Common Program Review Findings
1. DOR and/or program files do not contain adequate documentation of DOR authorizing case note or referral to the cooperative program, substantiation of services provided, and/or consumer progress in services provided under the contract. 

2. The Release of Information forms are not adequate to ensure confidentiality of consumers’ records (incorrect use of medical and or non-medical release form and/or incomplete or incorrectly completed consent to release form).

3. DOR and/or program files do not contain adequate documentation of collaboration between agencies as part of the cooperative program activities. 

4. Invoicing is not submitted in a timely manner; or not completed monthly; or submitted without adequate match.

5. Program staff are not completing Personnel Activity Reports (PARs) in compliance with the appropriate federal regulation cost principles. 

6. The program is not tracking the service goals as specified in the contract.

7. Some consumer cases are not closed in a timely manner after successful rehabilitation. 

8. Not all employees associated with the cooperative programs contracts were consistently informed, invited or participated in quarterly meetings or informed about training opportunities offered by collaborative partner(s)

9. Consumers are not appropriately assigned to the correct primary contract fund source assignment in AWARE by the DOR counselor. 

10. Contract services are not being provided in accordance with the contract’s Scope of Work.










[bookmark: _Toc242841679][bookmark: _Toc242842589][bookmark: _Toc242843143][bookmark: _Toc242843220][bookmark: _Toc242843646][bookmark: _Toc242843824][bookmark: _Toc242844002][bookmark: _Toc242844093][bookmark: _Toc383665913][bookmark: _Toc383666198][bookmark: _Toc383666428][bookmark: _Toc383667085][bookmark: _Toc383667761][bookmark: _Toc383668964][bookmark: _Toc242839133][bookmark: _Toc242840485][bookmark: _Toc52888134]Department of Rehabilitation Common Audit Findings
Personnel
A. Contractors billed DOR for contract staff salary and benefit costs incurred in the current fiscal year but billed to the next fiscal year.  For example, a 10-month contract staff person elects to have a portion of his/her salary withheld during the 2011/12 fiscal year.  However, when the pay incurred in the 2011/12 fiscal year is paid to the employee in July and August 2012, it is inappropriately billed in the 2012/13 fiscal year when paid rather than the 2011/12 fiscal year when the services were provided.
B. Contractors billed DOR for positions not included in the contract.
C. Contractors billed DOR for contract staff performing duties different from those specified in the contract.
D. Contractors did not have sufficient documentation to support contract staff time spent in the provision of services to DOR applicants/consumers (e.g., inadequate/non-existent personnel activity reports, no consumer attendance rosters or consumer listings, inadequate/non-existent case notes, etc.).  
E. Contract staff completed personnel activity reports (PARs) based general work schedule rather than actual after-the-fact distribution of time spent on DOR contract activities.  
F. PARs contained numerous calculation errors and time reporting errors (e.g., noting DOR program time on a day employee was not working, using incorrect service categories, etc.).  
G. Contract staff providing DOR contract services for more than one line item position did not accurately document the time spent providing each service.  For example, a contract staff person whose primary position is Program Coordinator also provided job coach services while the Job Coach was on leave. The time spent by the Program Coordinator substituting for the Job Coach position was not separately documented on the PAR but rather was included on the DOR Program Coordinator program/activity line of the PAR.  
H. Contract staff were unaware they were providing services under a DOR contract or the actual services provided by the contract staff did not agree with the activities/services identified in the contract. 
I. Where applicable, contractors did not maintain worksheets to support how they calculated the contract staff salary and benefit amounts. 
J. Contractors billed DOR for unallowable contract paid staff salary and benefit amounts that significantly exceeded the annualized budgeted full-time equivalent (FTE) as identified in the contract.
K. Where applicable, contractors did not bill DOR appropriately for contract staff salary and benefit amounts because leave time (e.g., vacation, sick, other) was not deducted from the Total Hours Worked. Therefore, the percentage of actual time chargeable to the DOR program was understated, resulting in lower contract staff salary and benefit amounts billed to DOR.

[bookmark: _Toc242839134][bookmark: _Toc242840486][bookmark: _Toc242841680][bookmark: _Toc242842590][bookmark: _Toc242843144][bookmark: _Toc242843221]Operating Expenses

A. Contractors billed DOR for the following operating expenses not in compliance with the contract:
1) Based on budgeted costs instead of actual costs (e.g., 1/12th of the budgeted line item). 
2) Incurred but not yet paid (e.g., purchase orders, encumbrances, and accruals).
3) Based on purchase orders rather than paid invoices.  
4) Paid but not yet incurred (e.g., prepaid maintenance, lease deposit, insurance, travel advances, training vouchers/ registration fees for training not yet held or contract staff never attended). 
5) Paid in the current contract period but were incurred prior to the contract effective date. 
6) Paid in the current contract period but will not be used until the next contract period.
B.	Contractors billed DOR for incorrect costs that resulted from misclassifications, expenditures not included in the contract, or duplicate reporting. 
C.	Contractor billed DOR for items purchased that were not specifically for vocational rehabilitation services, such as music CDs, coloring books, etc.
D.	Travel/Mileage Expense claim forms did not contain adequate information to support that the travel/mileage billed to DOR was incurred specifically for the provision of DOR contract services.  For example, the forms did not contain the contract/program reason for the trip mileage and the consumer names or other applicable information as appropriate to support the mileage was incurred in the provision of specific contract services, where applicable.

[bookmark: _Toc242839135][bookmark: _Toc242840487][bookmark: _Toc242841681][bookmark: _Toc242842591][bookmark: _Toc242843145][bookmark: _Toc242843222]Indirect Costs/Administrative Overhead
A. Contractors billed DOR for Indirect Costs/Administrative Overhead using the contract budget percentage rate rather than the contractors’ actual administrative overhead rate or their state or federal approved indirect cost rate that was less than the contract budget rate.  
B. Contractor billed Indirect Costs/Administrative Overhead expense using an arbitrary percentage rate that was not based on actual costs.  

Case Services
A. Contractors' consumer service records and deliverable documents (e.g., progress reports) were inaccurate or inadequate to support contract services.
B. Contractors did not maintain a listing of the contractor goals data to adequately monitor and track the Service Outcomes/Numbers to be Served in the Contract.  
C. Contractors served consumers prior to receiving a written authorization from DOR for the services.

[bookmark: _Toc242839136][bookmark: _Toc242840488][bookmark: _Toc242842592][bookmark: _Toc242843146][bookmark: _Toc242843223]General
A. Contractors billed DOR for unallowable expenditures incurred prior to receiving a formally State approved amendment. 
B. Contractors did not adequately monitor their expenses nor did they submit their monthly Certified Expenditure Summaries and Service Invoices timely. 
C. Contractors did not use the correct Assistance Listing #84.126 to properly report the contract federal pass-through expenditures on the OMB A-133 Single Audit Schedule of Federal Awards.
D. Contractor did not maintain appropriate accounting records to adequately segregate and record allowable, allocable, and appropriate contract expenses.
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Insurance Requirement & Samples










[bookmark: _Toc52888135]Insurance requirements and Samples
	INSURANCE REQUIREMENTS 
A. Commercial General Liability – Contractor’s liability shall be primary and non-contributory over any other valid or collectible insurance and self-insurance.  Contractor shall maintain general liability on an occurrence form with limits not less than $1,000,000 per occurrence for bodily injury and property damage liability combined with a $2,000,000 annual policy aggregate.  The policy shall include coverage for liabilities arising out of premises, operations, independent contractors, products, completed operations, personal and advertising injury, and liability assumed under an insured Agreement.  This insurance shall apply separately to each insured against whom claim is made or suit is brought subject to the Contractor’s limit of liability. The policy endorsement must include:

The State of California, its officers, agents, and employees as additional insured, but only with respect to work performed under the Agreement. 

Endorsements must be physically attached to all requested certificates of insurance and not substituted by referring to such coverage on the certificate of insurance.  The endorsement must be acceptable to the DGS Office of Risk and Insurance Management. 

B. Automobile Liability (If Applicable) – For DOR consumers being provided transportation under said Agreement, the Contractor shall maintain motor vehicle liability with limits not less than $1,000,000 combined single limit per accident.  Such insurance shall cover liability arising out of a motor vehicle including owned, hired and non-owned motor vehicles to include the following additional insurance coverage below:  
 
· For public schools and for-profit organizations: Automobile Liability insurance must include Any-Auto, Hired-Autos, Non-Owned Autos, and any other auto used in performing services under the Agreement. For seating capacity up to 7 people (includes driver), the Contractor’s certificate of insurance shall state a limit of liability of not less than $1,000,000 per occurrence for bodily injury and property damage liability combined.  For seating capacity for 8 –15 people (includes driver) the certificate of insurance shall state a limit of liability of not less than $1,500,000 per occurrence for bodily injury and property damage liability combined.  For seating capacity for 16 passengers or more the certificate of insurance shall state a limit of liability of not less than $5,000,000 per occurrence for bodily injury and property damage liability combined.

· For non-profit organizations: Automobile Liability insurance must include Any-Auto, Hired-Autos, Non-Owned Autos, and any other auto used in performing services under the Agreement. For seating capacity of up to 15 people (includes driver) the certificate of insurance shall state a limit of liability of not less than $1,000,000 per occurrence for bodily injury and property damage liability combined.  For seating capacity for 16 passengers or more the certificate of insurance shall state a limit of liability of not less than $5,000,000 per occurrence for bodily injury and property damage liability combined.

The same additional insured designation and endorsement required for general liability is to be provided for this coverage.

C. Workers Compensation and Employers Liability – Contractor shall maintain statutory worker’s compensation and employer’s liability coverage for all its employees who will be engaged in the performance of the Agreement.  Employer’s liability limits of $1,000,000 are required. 

The workers’ compensation policy shall contain a waiver of subrogation in favor of the State. The waiver of subrogation endorsement shall be provided.

1. Self-insurance - Contractor shall supply the consent letter of self-insurance or the Certificate of Consent to Self-Insure.  The Waiver of Subrogation is not required. 
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Job Exploration 

Counseling

Workplace 

Readiness 

Training

Work-Based 

Learning 

Experience

Instuction In 

Self-Advocacy

Counseling on 

Post-Secondary 

Education

Employment 

Preparation

(Job Search 

Assistance)

Job Development, 

Placement and 

Follow Up

(Job Placement)

Short Term 

Supports

Sarah Jane Johnson x

John Kumar x x

Charles Bass x x x  

McKenzie Underwood x x x x

Jenny Chu x x x

Serena Quinn x x x

Blair Waldorf x x x x

Anthony Smith x x x

Stephen Crane x x

Amanda Williams x x x

Ben Thomas x x

Total Consumers Receiving 

Services

5 5

4 6 3 23 3 3 1 7

Service Percentage

21.7% 21.7% 17.4% 26.1% 13.0% 42.9% 42.9% 14.3%

TPP Student Name

DOR STUDENT SERVICES INVOICE VR EMPLOYMENT SERVICES INVOICE

**Mark which service each consumer received in the specified month above with an "x" **
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COOP Name:  Month/ Year: 

Jul-19

Job 

Exploration 

Counseling

Workplace 

Readiness 

Training

Work-Based 

Learning 

Experience

Instuction 

In Self-

Advocacy

Counseling 

on Post-

Secondary 

Education

Service 

Percentage

21.7% 21.7% 17.4% 26.1% 13.0%

Service 

Invoiced 

Amount

$1,630.43 $1,630.43 $1,304.35 $1,956.52 $978.26

Cooperative Programs USD

Total Service Invoice      

(Period Claimed) 

$7,500.00
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Short Term 

Supports

Service 

Percentage

14%

Service 

Invoiced 

Amount

$357.14

Total 

VR Employment

Services

 Invoice

$2,500.00

Employment Preparation

(Job Search Assistance)

Job Development, 

Placement and Follow Up

(Job Placement)

43% 43%

$1,071.43 $1,071.43
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Job Search 

Assistance

Training Internships Job Placement

Short Term 

Supports

Vocational 

Assessment

Vocational 

Evaluation

Work Adjustment 

Services

Situational 

Assessment

Employment 

Preparation

Personal Vocational 

Social Adjustment

Internships Job Development

Short Term 

Supports

Lisa Harris X

Courtney Tacker X

Sarah Candee X

Patricia Jones X

David Cabrera X

Katelynn Williams X

Diane Shinstock  X

Jason Smith  X

Sylvia Roberts X

Ellen Meuchel  X

Kamie Zapanta X

1 1 1 1 5 0 0 0 2

5 0 0 0 2

Service Percentage

45.5% 0.0% 0.0% 0.0% 18.2%

Total Consumers Receiving Services

4

36.4%

11

Total Services 

Provided 

COOP Name: 

**Mark which service each consumer received in the specified month above with an "x" **

Month/Year:

Assessment

Consumer Name
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COOP Name:  Month/ Year: 

Assessment

Job Search 

Assistance

Training Internships

Job 

Placement

Short Term 

Supports

Service 

Percentage

36.4% 45.5% 0.0% 0.0% 0.0% 18.2%

Ser vice 

Invoiced 

Amount

$363.64 $454.55 $0.00 $0.00 $0.00 $181.82



Total Service Invoice      

(Period Claimed) 

$1,000.00
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Claim Adjustment Example
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Month/Year: ___________________

Employee: Brad Pitt Title: _________________________Job Developer

Program/Activity 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31 Total

WAIII Contract  8 8

16

Total Hours Worked

8 8 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 16

Leave 8 8 8 8 8 8 8 8 8 8 8 8 8 8 8 8 8 8 8 8 8

168

Leave time that can be charged to contract Leave time past 20 consecutive working days that cannont be charged to contract

Employee Signature: _______________________________________ Date: _______________________

Supervisor Signature: ______________________________________ Date: _______________________

Actual Salary and benefits: 

Program/Activity

WAIII Cost

Personnel Activity Report

Actual salary and benefits for the month of May 2015 equals $1,000

% of time Cost 

Adjusted Salary and Benefits:

956.52 $  

(Contract Staff - 100% to Coop Contract)

May 2015

May 2015 the JD worked 2 days with time to the contract. JD took extended leave for more than 20 consecutive working days.  Only the first 20 consecutive 

working days (in green) are allowed to be charged to the contract.  Since the JD is budgeted at 100% to the contract, extendedleave is charged to the contract as 

such. Therfore, 100% of the first 20 consecutive working days of extended leave can be charged to the contract. 

1,000.00 $    



$1,000/23 working days = $43.48 per day

100%

956.52 $              

$1,0000- $43.48 (unallowed extended leave time) = $956.52 allowable to charge to WAIII contract


Microsoft_Excel_Worksheet.xlsx
1 Month 100%

		Personnel Activity Report

		(Contract Staff - 100% to Coop Contract)

																																										Month/Year: ___________________								May 2015

		Employee: Brad Pitt																																								Title: _________________________				Job Developer



		Program/Activity		1		2		3		4		5		6		7		8		9		10		11		12		13		14		15		16		17		18		19		20		21		22		23		24		25		26		27		28		29		30		31		Total

		WAIII Contract 		8		8																																																												16

		Total Hours Worked		8		8		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		16

		Leave						8		8		8						8		8		8		8		8						8		8		8		8		8						8		8		8		8		8						8		8		8		168

		May 2015 the JD worked 2 days with time to the contract. JD took extended leave for more than 20 consecutive working days.  Only the first 20 consecutive working days (in green) are allowed to be charged to the contract.  Since the JD is budgeted at 100% to the contract, extendedleave is charged to the contract as such. Therfore, 100% of the first 20 consecutive working days of extended leave can be charged to the contract. 

						Leave time that can be charged to contract																												Leave time past 20 consecutive working days that cannont be charged to contract

		Employee Signature: _______________________________________																																								Date: _______________________

		Supervisor Signature: ______________________________________																																								Date: _______________________



		Actual Salary and benefits: 		$   1,000.00

		Adjusted Salary and Benefits:				$   956.52																		Actual salary and benefits for the month of May 2015 equals $1,000

		Program/Activity		% of time										Cost 										$1,000/23 working days = $43.48 per day

		WAIII Cost		100%										$   956.52										$1,0000- $43.48 (unallowed extended leave time) = $956.52 allowable to charge to WAIII contract











1 Month

		Personnel Activity Report

		(Contract Staff - Multi-funded)

																																										Month/Year: ___________________								May 2015

		Employee: Bobby Jack Miller																																								Title: _________________________				Employment Specialist



		Program/Activity		1		2		3		4		5		6		7		8		9		10		11		12		13		14		15		16		17		18		19		20		21		22		23		24		25		26		27		28		29		30		31		Total

		WAIII Contract		4		2																																																												6

		DSPS 		4		6																																																												10

		Total Hours Worked		8		8		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		16

		Leave						8		8		8						8		8		8		8		8						8		8		8		8		8						8		8		8		8		8						8		8		8		168

		May 2015 the Employment Specialist (ES) worked 2 days with time to the contract. ES took extended leave for more than 20 consecutive working days, only the first 20 consecutive working days (in green) are allowed to be charged to the contract.  Since the ES worked in May the percentage of extended leave charged to the contract is based off of the percentage of actual time worked that month i.e 6 hrs to coop/16 hrs total worked.

						Leave time that can be charged to contract																														Leave time past 20 working days that cannont be charged to contract

		Employee Signature: _______________________________________																																								Date: _______________________

		Supervisor Signature: ______________________________________																																								Date: _______________________



		Actual Salary and benefits: 		$   1,000.00																						1 day of extended leave cannot be charged to the contract

		Adjusted Salary and Benefits:				$   956.52																				$1000/23 working days = $43.48 per day

		Program/Activity		% of time										Cost 												$1000-$43.48 (unallowed extended leave time) = $956.52 new adjusted salary for calculations 

		WAIII- 6 hours		37.50%										$   358.70												6 hours worked to coop & 10 hours worked to DSPS=16 total hours worked

		DSPS- 10 hours		62.50%										$   597.82												6/16=37.5% to WAIII  10/16=62.5% to DSPS

		Total		100.00%										$   956.52												37.5% of $956.52 = $358.70 charged to WAIII, 62.5% of $956.52= $597.83 to DSPS







2 Months

		Personnel Activity Report

		(Contract Staff - Multi-funded)

																																										Month/Year: ___________________								May 2015

		Employee: Bobby Jack Miller																																								Title: _________________________				Employment Specialist



		Program/Activity		1		2		3		4		5		6		7		8		9		10		11		12		13		14		15		16		17		18		19		20		21		22		23		24		25		26		27		28		29		30		31		Total

		WAIII Contract		4		2		2		2		3						2		3		2		6		2						1		4		2		2		3						3		3		2																48

		DSPS 		4		6		6		6		5						6		5		6		2		6						7		4		6		6		5						5		5		6																96

		Total Hours Worked		8		8		8		8		8		0		0		8		8		8		8		8		0		0		8		8		8		8		8		0		0		8		8		8		0		0		0		0		0		0		0		144

		Leave																																																		8		8						8		8		8		40

		May 2015 ES worked most of the month and started extendedleave at the end of the month. Extendedleave for the month of May 2015 is paid by DOR by dividing the total hours worked to DOR by total hours worked i.e.48 hours worked on coop/144 hours worked total

						Leave time that can be charged to contract																														Leave time past 20 calendar days that cannont be charged to contract

		Employee Signature: _______________________________________																																								Date: _______________________

		Supervisor Signature: ______________________________________																																								Date: _______________________



		Actual Salary and benefits: 		$   1,000.00

		Acutal Time Worked:																						Leave time taken within 20 calendars days = 40 hours (7 consecutive calendar days)

		Program/Activity		% of time										Cost 										48 hours/144 hours= 33.33% actual time spent to contract

		WAIII		33.33%										$   333.33										96 hours/144 hours= 66.67% time spent to DSPS

		DSPS		66.67%										$   666.67

		Total:		100%										$   1,000.00

		Personnel Activity Report

		(Contract Staff - Multi-funded)

																																										Month/Year: ___________________								June 2015

		Employee: Bobby Jack Miller																																								Title: _________________________				Employment Specialist



		Program/Activity		1		2		3		4		5		6		7		8		9		10		11		12		13		14		15		16		17		18		19		20		21		22		23		24		25		26		27		28		29		30				Total

		WAIII Contract																																																																0

		DSPS																																																																0

		Total Hours Worked		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0				0

		Leave		8		8						8		8		8		8		8						8		8		8		8		8						8		8		8		8		8						8		8		8		8		8				176

		ES continued to take extended leave for the entire month of June. 7 calendar days of extended leave carry over from May so only the first 13 consequtive calendar days in June can have extended leave time charged to the contract.  Since the ES did not work at all in June the percentage of leave to be charged to the contract is calculated based off of the position's budgeted FTE on the Service Budget.  The ES position is budgeted at 40% to the WAIII contract so 40% of the 9 days of extended leave in June(green) can be charged to the contract for June.

						Leave time that can be charged to contract																														Leave time past 20 calendar days that cannont be charged to contract

		Employee Signature: _______________________________________																																								Date: _______________________

		Supervisor Signature: ______________________________________																																								Date: _______________________



		Actual Salary and benefits: 		$   1,000.00																				$1000/22 working days= $45.45 per day

		Adjusted Salary and Benefits:				$   411.75																		$1000- $588.25 (unallowed extended leave time)= $$411.75 (new adjusted gross salary for calculations)

		Program/Activity		% of time										Cost 										40% FTE budgeted to WAIII 60% budgeted to DSPS

		WAIII		40.00%										$   164.70										40% of 411.75 = $164.7 charged to WAIII, 60% of $411.75 = $247.05 charged to DSPS

		DSPS		60.00%										$   247.05

		Total:		100%										$   411.75
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image21.emf
Month/Year: ___________________

Employee: Bobby Jack Miller Title: _________________________Employment Specialist

Program/Activity 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31 Total

WAIII Contract 4 2

6

DSPS  4 6

10

Total Hours Worked

8 8 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 16

Leave 8 8 8 8 8 8 8 8 8 8 8 8 8 8 8 8 8 8 8 8 8

168

Leave time that can be charged to contract Leave time past 20 working days that cannont be charged to contract

Employee Signature: _______________________________________ Date: _______________________

Supervisor Signature: ______________________________________ Date: _______________________

Actual Salary and benefits: 

Program/Activity

WAIII- 6 hours

DSPS- 10 hours

Total

Personnel Activity Report

597.82 $            

1,000.00 $    

(Contract Staff - Multi-funded)

May 2015 the Employment Specialist (ES) worked 2 days with time to the contract. ES took extended leave for more than 20 consecutive 

working days, only the first 20 consecutive working days (in green) are allowed to be charged to the contract.  Since the ES worked in 

May the percentage of extended leave charged to the contract is based off of the percentage of actual time worked that month i.e 6 hrs to 

coop/16 hrs total worked.

May 2015

1 day of extended leave cannot be charged to the contract

$1000/23 working days = $43.48 per day

$1000-$43.48 (unallowed extended leave time) = $956.52 new adjusted salary for calculations 

6 hours worked to coop & 10 hours worked to DSPS=16 total hours worked

% of time

Adjusted Salary and Benefits:

956.52 $     

Cost 

100.00% 956.52 $            

37.5% of $956.52 = $358.70 charged to WAIII, 62.5% of $956.52= $597.83 to DSPS

62.50%

358.70 $            

6/16=37.5% to WAIII  10/16=62.5% to DSPS

37.50%


Microsoft_Excel_Worksheet1.xlsx
1 Month 100%

		Personnel Activity Report

		(Contract Staff - 100% to Coop Contract)

																																										Month/Year: ___________________								May 2015

		Employee: Brad Pitt																																								Title: _________________________				Job Developer



		Program/Activity		1		2		3		4		5		6		7		8		9		10		11		12		13		14		15		16		17		18		19		20		21		22		23		24		25		26		27		28		29		30		31		Total

		WAIII Contract 		8		8																																																												16

		Total Hours Worked		8		8		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		16

		Leave						8		8		8						8		8		8		8		8						8		8		8		8		8						8		8		8		8		8						8		8		8		168

		May 2015 the JD worked 2 days with time to the contract. JD took extended leave for more than 20 consecutive working days.  Only the first 20 consecutive working days (in green) are allowed to be charged to the contract.  Since the JD is budgeted at 100% to the contract, extendedleave is charged to the contract as such. Therfore, 100% of the first 20 consecutive working days of extended leave can be charged to the contract. 

						Leave time that can be charged to contract																												Leave time past 20 consecutive working days that cannont be charged to contract

		Employee Signature: _______________________________________																																								Date: _______________________

		Supervisor Signature: ______________________________________																																								Date: _______________________



		Actual Salary and benefits: 		$   1,000.00

		Adjusted Salary and Benefits:				$   956.52																		Actual salary and benefits for the month of May 2015 equals $1,000

		Program/Activity		% of time										Cost 										$1,000/23 working days = $43.48 per day

		WAIII Cost		100%										$   956.52										$1,0000- $43.48 (unallowed extended leave time) = $956.52 allowable to charge to WAIII contract











1 Month

		Personnel Activity Report

		(Contract Staff - Multi-funded)

																																										Month/Year: ___________________								May 2015

		Employee: Bobby Jack Miller																																								Title: _________________________				Employment Specialist



		Program/Activity		1		2		3		4		5		6		7		8		9		10		11		12		13		14		15		16		17		18		19		20		21		22		23		24		25		26		27		28		29		30		31		Total

		WAIII Contract		4		2																																																												6

		DSPS 		4		6																																																												10

		Total Hours Worked		8		8		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		16

		Leave						8		8		8						8		8		8		8		8						8		8		8		8		8						8		8		8		8		8						8		8		8		168

		May 2015 the Employment Specialist (ES) worked 2 days with time to the contract. ES took extended leave for more than 20 consecutive working days, only the first 20 consecutive working days (in green) are allowed to be charged to the contract.  Since the ES worked in May the percentage of extended leave charged to the contract is based off of the percentage of actual time worked that month i.e 6 hrs to coop/16 hrs total worked.

						Leave time that can be charged to contract																														Leave time past 20 working days that cannont be charged to contract

		Employee Signature: _______________________________________																																								Date: _______________________

		Supervisor Signature: ______________________________________																																								Date: _______________________



		Actual Salary and benefits: 		$   1,000.00																						1 day of extended leave cannot be charged to the contract

		Adjusted Salary and Benefits:				$   956.52																				$1000/23 working days = $43.48 per day

		Program/Activity		% of time										Cost 												$1000-$43.48 (unallowed extended leave time) = $956.52 new adjusted salary for calculations 

		WAIII- 6 hours		37.50%										$   358.70												6 hours worked to coop & 10 hours worked to DSPS=16 total hours worked

		DSPS- 10 hours		62.50%										$   597.82												6/16=37.5% to WAIII  10/16=62.5% to DSPS

		Total		100.00%										$   956.52												37.5% of $956.52 = $358.70 charged to WAIII, 62.5% of $956.52= $597.83 to DSPS







2 Months

		Personnel Activity Report

		(Contract Staff - Multi-funded)

																																										Month/Year: ___________________								May 2015

		Employee: Bobby Jack Miller																																								Title: _________________________				Employment Specialist



		Program/Activity		1		2		3		4		5		6		7		8		9		10		11		12		13		14		15		16		17		18		19		20		21		22		23		24		25		26		27		28		29		30		31		Total

		WAIII Contract		4		2		2		2		3						2		3		2		6		2						1		4		2		2		3						3		3		2																48

		DSPS 		4		6		6		6		5						6		5		6		2		6						7		4		6		6		5						5		5		6																96

		Total Hours Worked		8		8		8		8		8		0		0		8		8		8		8		8		0		0		8		8		8		8		8		0		0		8		8		8		0		0		0		0		0		0		0		144

		Leave																																																		8		8						8		8		8		40

		May 2015 ES worked most of the month and started extendedleave at the end of the month. Extendedleave for the month of May 2015 is paid by DOR by dividing the total hours worked to DOR by total hours worked i.e.48 hours worked on coop/144 hours worked total

						Leave time that can be charged to contract																														Leave time past 20 calendar days that cannont be charged to contract

		Employee Signature: _______________________________________																																								Date: _______________________

		Supervisor Signature: ______________________________________																																								Date: _______________________



		Actual Salary and benefits: 		$   1,000.00

		Acutal Time Worked:																						Leave time taken within 20 calendars days = 40 hours (7 consecutive calendar days)

		Program/Activity		% of time										Cost 										48 hours/144 hours= 33.33% actual time spent to contract

		WAIII		33.33%										$   333.33										96 hours/144 hours= 66.67% time spent to DSPS

		DSPS		66.67%										$   666.67

		Total:		100%										$   1,000.00

		Personnel Activity Report

		(Contract Staff - Multi-funded)

																																										Month/Year: ___________________								June 2015

		Employee: Bobby Jack Miller																																								Title: _________________________				Employment Specialist



		Program/Activity		1		2		3		4		5		6		7		8		9		10		11		12		13		14		15		16		17		18		19		20		21		22		23		24		25		26		27		28		29		30				Total

		WAIII Contract																																																																0

		DSPS																																																																0

		Total Hours Worked		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0				0

		Leave		8		8						8		8		8		8		8						8		8		8		8		8						8		8		8		8		8						8		8		8		8		8				176

		ES continued to take extended leave for the entire month of June. 7 calendar days of extended leave carry over from May so only the first 13 consequtive calendar days in June can have extended leave time charged to the contract.  Since the ES did not work at all in June the percentage of leave to be charged to the contract is calculated based off of the position's budgeted FTE on the Service Budget.  The ES position is budgeted at 40% to the WAIII contract so 40% of the 9 days of extended leave in June(green) can be charged to the contract for June.

						Leave time that can be charged to contract																														Leave time past 20 calendar days that cannont be charged to contract

		Employee Signature: _______________________________________																																								Date: _______________________

		Supervisor Signature: ______________________________________																																								Date: _______________________



		Actual Salary and benefits: 		$   1,000.00																				$1000/22 working days= $45.45 per day

		Adjusted Salary and Benefits:				$   411.75																		$1000- $588.25 (unallowed extended leave time)= $$411.75 (new adjusted gross salary for calculations)

		Program/Activity		% of time										Cost 										40% FTE budgeted to WAIII 60% budgeted to DSPS

		WAIII		40.00%										$   164.70										40% of 411.75 = $164.7 charged to WAIII, 60% of $411.75 = $247.05 charged to DSPS

		DSPS		60.00%										$   247.05

		Total:		100%										$   411.75
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image22.emf
Month/Year: ___________________

Employee: Bobby Jack Miller Title: _________________________Employment Specialist

Program/Activity 1 2 3 4 5 6 7 8 9 10 111213 14 15 16 17 18 1920 21 22 23 24 25 26 27 28 29 30 31 Total

WAIII Contract 4 2 2 2 3 2 3 2 6 2 1 4 2 2 3 3 3 2 48

DSPS  4 6 6 6 5 6 5 6 2 6 7 4 6 6 5 5 5 6 96

Total Hours Worked 8 8 8 8 8 0 0 8 8 8 8 8 0 0 8 8 8 8 8 0 0 8 8 8 0 0 0 0 0 0 0 144

Leave 8 8 8 8 8 40

Leave time that can be charged to contract Leave time past 20 calendar days that cannont be charged to contract

Employee Signature: _______________________________________ Date: _______________________

Supervisor Signature: ______________________________________ Date: _______________________

Actual Salary and benefits: 

Acutal Time Worked:

Program/Activity

WAIII

DSPS

Total: 100% 1,000.00 $        

Personnel Activity Report

Leave time taken within 20 calendars days = 40 hours (7 consecutive calendar days)

(Contract Staff - Multi-funded)

May 2015

May 2015 ES worked most of the month and started extendedleave at the end of the month. Extendedleave for the month of May 2015 is paid 

by DOR by dividing the total hours worked to DOR by total hours worked i.e.48 hours worked on coop/144 hours worked total

1,000.00 $   



% of time Cost 

48 hours/144 hours= 33.33% actual time spent to contract

33.33% 333.33 $           

96 hours/144 hours= 66.67% time spent to DSPS

66.67% 666.67 $           


Microsoft_Excel_Worksheet2.xlsx
1 Month 100%

		Personnel Activity Report

		(Contract Staff - 100% to Coop Contract)

																																										Month/Year: ___________________								May 2015

		Employee: Brad Pitt																																								Title: _________________________				Job Developer



		Program/Activity		1		2		3		4		5		6		7		8		9		10		11		12		13		14		15		16		17		18		19		20		21		22		23		24		25		26		27		28		29		30		31		Total

		WAIII Contract 		8		8																																																												16

		Total Hours Worked		8		8		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		16

		Leave						8		8		8						8		8		8		8		8						8		8		8		8		8						8		8		8		8		8						8		8		8		168

		May 2015 the JD worked 2 days with time to the contract. JD took extended leave for more than 20 consecutive working days.  Only the first 20 consecutive working days (in green) are allowed to be charged to the contract.  Since the JD is budgeted at 100% to the contract, extendedleave is charged to the contract as such. Therfore, 100% of the first 20 consecutive working days of extended leave can be charged to the contract. 

						Leave time that can be charged to contract																												Leave time past 20 consecutive working days that cannont be charged to contract

		Employee Signature: _______________________________________																																								Date: _______________________

		Supervisor Signature: ______________________________________																																								Date: _______________________



		Actual Salary and benefits: 		$   1,000.00

		Adjusted Salary and Benefits:				$   956.52																		Actual salary and benefits for the month of May 2015 equals $1,000

		Program/Activity		% of time										Cost 										$1,000/23 working days = $43.48 per day

		WAIII Cost		100%										$   956.52										$1,0000- $43.48 (unallowed extended leave time) = $956.52 allowable to charge to WAIII contract











1 Month

		Personnel Activity Report

		(Contract Staff - Multi-funded)

																																										Month/Year: ___________________								May 2015

		Employee: Bobby Jack Miller																																								Title: _________________________				Employment Specialist



		Program/Activity		1		2		3		4		5		6		7		8		9		10		11		12		13		14		15		16		17		18		19		20		21		22		23		24		25		26		27		28		29		30		31		Total

		WAIII Contract		4		2																																																												6

		DSPS 		4		6																																																												10

		Total Hours Worked		8		8		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		16

		Leave						8		8		8						8		8		8		8		8						8		8		8		8		8						8		8		8		8		8						8		8		8		168

		May 2015 the Employment Specialist (ES) worked 2 days with time to the contract. ES took extended leave for more than 20 consecutive working days, only the first 20 consecutive working days (in green) are allowed to be charged to the contract.  Since the ES worked in May the percentage of extended leave charged to the contract is based off of the percentage of actual time worked that month i.e 6 hrs to coop/16 hrs total worked.

						Leave time that can be charged to contract																														Leave time past 20 working days that cannont be charged to contract

		Employee Signature: _______________________________________																																								Date: _______________________

		Supervisor Signature: ______________________________________																																								Date: _______________________



		Actual Salary and benefits: 		$   1,000.00																						1 day of extended leave cannot be charged to the contract

		Adjusted Salary and Benefits:				$   956.52																				$1000/23 working days = $43.48 per day

		Program/Activity		% of time										Cost 												$1000-$43.48 (unallowed extended leave time) = $956.52 new adjusted salary for calculations 

		WAIII- 6 hours		37.50%										$   358.70												6 hours worked to coop & 10 hours worked to DSPS=16 total hours worked

		DSPS- 10 hours		62.50%										$   597.82												6/16=37.5% to WAIII  10/16=62.5% to DSPS

		Total		100.00%										$   956.52												37.5% of $956.52 = $358.70 charged to WAIII, 62.5% of $956.52= $597.83 to DSPS







2 Months

		Personnel Activity Report

		(Contract Staff - Multi-funded)

																																										Month/Year: ___________________								May 2015

		Employee: Bobby Jack Miller																																								Title: _________________________				Employment Specialist



		Program/Activity		1		2		3		4		5		6		7		8		9		10		11		12		13		14		15		16		17		18		19		20		21		22		23		24		25		26		27		28		29		30		31		Total

		WAIII Contract		4		2		2		2		3						2		3		2		6		2						1		4		2		2		3						3		3		2																48

		DSPS 		4		6		6		6		5						6		5		6		2		6						7		4		6		6		5						5		5		6																96

		Total Hours Worked		8		8		8		8		8		0		0		8		8		8		8		8		0		0		8		8		8		8		8		0		0		8		8		8		0		0		0		0		0		0		0		144

		Leave																																																		8		8						8		8		8		40

		May 2015 ES worked most of the month and started extendedleave at the end of the month. Extendedleave for the month of May 2015 is paid by DOR by dividing the total hours worked to DOR by total hours worked i.e.48 hours worked on coop/144 hours worked total

						Leave time that can be charged to contract																														Leave time past 20 calendar days that cannont be charged to contract

		Employee Signature: _______________________________________																																								Date: _______________________

		Supervisor Signature: ______________________________________																																								Date: _______________________



		Actual Salary and benefits: 		$   1,000.00

		Acutal Time Worked:																						Leave time taken within 20 calendars days = 40 hours (7 consecutive calendar days)

		Program/Activity		% of time										Cost 										48 hours/144 hours= 33.33% actual time spent to contract

		WAIII		33.33%										$   333.33										96 hours/144 hours= 66.67% time spent to DSPS

		DSPS		66.67%										$   666.67

		Total:		100%										$   1,000.00

		Personnel Activity Report

		(Contract Staff - Multi-funded)

																																										Month/Year: ___________________								June 2015

		Employee: Bobby Jack Miller																																								Title: _________________________				Employment Specialist



		Program/Activity		1		2		3		4		5		6		7		8		9		10		11		12		13		14		15		16		17		18		19		20		21		22		23		24		25		26		27		28		29		30				Total

		WAIII Contract																																																																0

		DSPS																																																																0

		Total Hours Worked		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0				0

		Leave		8		8						8		8		8		8		8						8		8		8		8		8						8		8		8		8		8						8		8		8		8		8				176

		ES continued to take extended leave for the entire month of June. 7 calendar days of extended leave carry over from May so only the first 13 consequtive calendar days in June can have extended leave time charged to the contract.  Since the ES did not work at all in June the percentage of leave to be charged to the contract is calculated based off of the position's budgeted FTE on the Service Budget.  The ES position is budgeted at 40% to the WAIII contract so 40% of the 9 days of extended leave in June(green) can be charged to the contract for June.

						Leave time that can be charged to contract																														Leave time past 20 calendar days that cannont be charged to contract

		Employee Signature: _______________________________________																																								Date: _______________________

		Supervisor Signature: ______________________________________																																								Date: _______________________



		Actual Salary and benefits: 		$   1,000.00																				$1000/22 working days= $45.45 per day

		Adjusted Salary and Benefits:				$   411.75																		$1000- $588.25 (unallowed extended leave time)= $$411.75 (new adjusted gross salary for calculations)

		Program/Activity		% of time										Cost 										40% FTE budgeted to WAIII 60% budgeted to DSPS

		WAIII		40.00%										$   164.70										40% of 411.75 = $164.7 charged to WAIII, 60% of $411.75 = $247.05 charged to DSPS

		DSPS		60.00%										$   247.05

		Total:		100%										$   411.75





Sheet1






image23.emf
Month/Year: ___________________

Employee: Bobby Jack Miller Title: _________________________Employment Specialist

Program/Activity 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 Total

WAIII Contract

0

DSPS

0

Total Hours Worked

0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0

Leave 8 8 8 8 8 8 8 8 8 8 8 8 8 8 8 8 8 8 8 8 8 8

176

Leave time that can be charged to contract Leave time past 20 calendar days that cannont be charged to contract

Employee Signature: _______________________________________ Date: _______________________

Supervisor Signature: ______________________________________ Date: _______________________

Actual Salary and benefits: 

Program/Activity

WAIII

DSPS

Total:

(Contract Staff - Multi-funded)

100%

411.75 $              

Cost 

40.00%

164.70 $              

60.00%

247.05 $              

% of time

$1000/22 working days= $45.45 per day

$1000- $588.25 (unallowed extended leave time)= $$411.75 (new adjusted gross salary for calculations)

40% FTE budgeted to WAIII 60% budgeted to DSPS

40% of 411.75 = $164.7 charged to WAIII, 60% of $411.75 = $247.05 charged to DSPS



June 2015

ES continued to take extended leave for the entire month of June. 7 calendar days of extended leave carry over from May so only the first 13 

consequtive calendar days in June can have extended leave time charged to the contract.  Since the ES did not work at all in June the percentage 

of leave to be charged to the contract is calculated based off of the position's budgeted FTE on the Service Budget.  The ES position is budgeted at 

40% to the WAIII contract so 40% of the 9 days of extended leave in June(green) can be charged to the contract for June.

1,000.00 $    



Adjusted Salary and Benefits:

411.75 $  

Personnel Activity Report


Microsoft_Excel_Worksheet3.xlsx
1 Month 100%

		Personnel Activity Report

		(Contract Staff - 100% to Coop Contract)

																																										Month/Year: ___________________								May 2015

		Employee: Brad Pitt																																								Title: _________________________				Job Developer



		Program/Activity		1		2		3		4		5		6		7		8		9		10		11		12		13		14		15		16		17		18		19		20		21		22		23		24		25		26		27		28		29		30		31		Total

		WAIII Contract 		8		8																																																												16

		Total Hours Worked		8		8		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		16

		Leave						8		8		8						8		8		8		8		8						8		8		8		8		8						8		8		8		8		8						8		8		8		168

		May 2015 the JD worked 2 days with time to the contract. JD took extended leave for more than 20 consecutive working days.  Only the first 20 consecutive working days (in green) are allowed to be charged to the contract.  Since the JD is budgeted at 100% to the contract, extendedleave is charged to the contract as such. Therfore, 100% of the first 20 consecutive working days of extended leave can be charged to the contract. 

						Leave time that can be charged to contract																												Leave time past 20 consecutive working days that cannont be charged to contract

		Employee Signature: _______________________________________																																								Date: _______________________

		Supervisor Signature: ______________________________________																																								Date: _______________________



		Actual Salary and benefits: 		$   1,000.00

		Adjusted Salary and Benefits:				$   956.52																		Actual salary and benefits for the month of May 2015 equals $1,000

		Program/Activity		% of time										Cost 										$1,000/23 working days = $43.48 per day

		WAIII Cost		100%										$   956.52										$1,0000- $43.48 (unallowed extended leave time) = $956.52 allowable to charge to WAIII contract











1 Month

		Personnel Activity Report

		(Contract Staff - Multi-funded)

																																										Month/Year: ___________________								May 2015

		Employee: Bobby Jack Miller																																								Title: _________________________				Employment Specialist



		Program/Activity		1		2		3		4		5		6		7		8		9		10		11		12		13		14		15		16		17		18		19		20		21		22		23		24		25		26		27		28		29		30		31		Total

		WAIII Contract		4		2																																																												6

		DSPS 		4		6																																																												10

		Total Hours Worked		8		8		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		16

		Leave						8		8		8						8		8		8		8		8						8		8		8		8		8						8		8		8		8		8						8		8		8		168

		May 2015 the Employment Specialist (ES) worked 2 days with time to the contract. ES took extended leave for more than 20 consecutive working days, only the first 20 consecutive working days (in green) are allowed to be charged to the contract.  Since the ES worked in May the percentage of extended leave charged to the contract is based off of the percentage of actual time worked that month i.e 6 hrs to coop/16 hrs total worked.

						Leave time that can be charged to contract																														Leave time past 20 working days that cannont be charged to contract

		Employee Signature: _______________________________________																																								Date: _______________________

		Supervisor Signature: ______________________________________																																								Date: _______________________



		Actual Salary and benefits: 		$   1,000.00																						1 day of extended leave cannot be charged to the contract

		Adjusted Salary and Benefits:				$   956.52																				$1000/23 working days = $43.48 per day

		Program/Activity		% of time										Cost 												$1000-$43.48 (unallowed extended leave time) = $956.52 new adjusted salary for calculations 

		WAIII- 6 hours		37.50%										$   358.70												6 hours worked to coop & 10 hours worked to DSPS=16 total hours worked

		DSPS- 10 hours		62.50%										$   597.82												6/16=37.5% to WAIII  10/16=62.5% to DSPS

		Total		100.00%										$   956.52												37.5% of $956.52 = $358.70 charged to WAIII, 62.5% of $956.52= $597.83 to DSPS







2 Months

		Personnel Activity Report

		(Contract Staff - Multi-funded)

																																										Month/Year: ___________________								May 2015

		Employee: Bobby Jack Miller																																								Title: _________________________				Employment Specialist



		Program/Activity		1		2		3		4		5		6		7		8		9		10		11		12		13		14		15		16		17		18		19		20		21		22		23		24		25		26		27		28		29		30		31		Total

		WAIII Contract		4		2		2		2		3						2		3		2		6		2						1		4		2		2		3						3		3		2																48

		DSPS 		4		6		6		6		5						6		5		6		2		6						7		4		6		6		5						5		5		6																96

		Total Hours Worked		8		8		8		8		8		0		0		8		8		8		8		8		0		0		8		8		8		8		8		0		0		8		8		8		0		0		0		0		0		0		0		144

		Leave																																																		8		8						8		8		8		40

		May 2015 ES worked most of the month and started extendedleave at the end of the month. Extendedleave for the month of May 2015 is paid by DOR by dividing the total hours worked to DOR by total hours worked i.e.48 hours worked on coop/144 hours worked total

						Leave time that can be charged to contract																														Leave time past 20 calendar days that cannont be charged to contract

		Employee Signature: _______________________________________																																								Date: _______________________

		Supervisor Signature: ______________________________________																																								Date: _______________________



		Actual Salary and benefits: 		$   1,000.00

		Acutal Time Worked:																						Leave time taken within 20 calendars days = 40 hours (7 consecutive calendar days)

		Program/Activity		% of time										Cost 										48 hours/144 hours= 33.33% actual time spent to contract

		WAIII		33.33%										$   333.33										96 hours/144 hours= 66.67% time spent to DSPS

		DSPS		66.67%										$   666.67

		Total:		100%										$   1,000.00

		Personnel Activity Report

		(Contract Staff - Multi-funded)

																																										Month/Year: ___________________								June 2015

		Employee: Bobby Jack Miller																																								Title: _________________________				Employment Specialist



		Program/Activity		1		2		3		4		5		6		7		8		9		10		11		12		13		14		15		16		17		18		19		20		21		22		23		24		25		26		27		28		29		30				Total

		WAIII Contract																																																																0

		DSPS																																																																0

		Total Hours Worked		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0				0

		Leave		8		8						8		8		8		8		8						8		8		8		8		8						8		8		8		8		8						8		8		8		8		8				176

		ES continued to take extended leave for the entire month of June. 7 calendar days of extended leave carry over from May so only the first 13 consequtive calendar days in June can have extended leave time charged to the contract.  Since the ES did not work at all in June the percentage of leave to be charged to the contract is calculated based off of the position's budgeted FTE on the Service Budget.  The ES position is budgeted at 40% to the WAIII contract so 40% of the 9 days of extended leave in June(green) can be charged to the contract for June.

						Leave time that can be charged to contract																														Leave time past 20 calendar days that cannont be charged to contract

		Employee Signature: _______________________________________																																								Date: _______________________

		Supervisor Signature: ______________________________________																																								Date: _______________________



		Actual Salary and benefits: 		$   1,000.00																				$1000/22 working days= $45.45 per day

		Adjusted Salary and Benefits:				$   411.75																		$1000- $588.25 (unallowed extended leave time)= $$411.75 (new adjusted gross salary for calculations)

		Program/Activity		% of time										Cost 										40% FTE budgeted to WAIII 60% budgeted to DSPS

		WAIII		40.00%										$   164.70										40% of 411.75 = $164.7 charged to WAIII, 60% of $411.75 = $247.05 charged to DSPS

		DSPS		60.00%										$   247.05

		Total:		100%										$   411.75
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