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INTRODUCTION

(Rev 11/1/2009)

This manual is for public agencies and non-profit organizations that contract for vocational rehabilitation services with the Department of Rehabilitation. In accepting a contract 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 stated in the Standard Agreement STD 213 and Exhibits, as well as those contained in this Contract Manual. 

When monitoring and auditing the activities of Case Service and Cooperative Program contract agreements, the Department of Rehabilitation (DOR) applies the requirements set forth in both the contract agreement and this Contract Manual which is incorporated in the contract by reference. Failure to comply with the contract terms and conditions may result in the withholding or disallowance of contract payments, the reduction of the contract budget, or termination of the contract.

Included in this Contract Manual is important information regarding Case Service and Cooperative Program contract agreements, claim adjustments, contract amendments, and other pertinent information needed to assist with the administration and reporting of contract activities.

(New 12/2008)


1.
Read the contract agreement to make sure you know what is required of you.

2.
Reread the contract agreement.

3.
Discuss the contract agreement scope of work and budget(s) with organization and contract program, fiscal, and administrative staff.

4.
Follow the directions and contract agreement requirements.

5.
Keep sufficient, appropriate records. 

6.
Meet all deadlines.

7.
Spend the funds in a timely manner and monitor the expenses charged to the contract agreement; do not spend funds on items that are not in the budget(s) or in excess of the budget categories/total.  Make sure the expenses billed/reported are allowable, reasonable, allocable, billed to the correct line item, and properly supported in compliance with the contract agreement, Contract Manual, and federal and state regulations. 

8.
Submit any budget changes (amendments) in writing prior to implementation and make sure the program can support the modifications.  Ensure prior written approval of changes is received from DOR prior to implementation and billing/reporting of expenses.

9.
Provide the program services (scope of work) as it is written; submit all consumer service documentation as required by the contract agreement to support the provision of contract services.

10.
Contact with your DOR Contract Administrator for guidance and assistance to facilitate compliance with the contract requirements.

DEFINITIONS

(REV. 11/1/2009)

For purposes of this publication, the following definitions are of general applicability that are authorized for Case Services and Program contract agreements issued by the Department of Rehabilitation. 
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Agreement – A contract.
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Allowable costs— Expenditures that are specifically permitted (or not specifically prohibited), by the Contract, Contract Manual, law, regulation, or guidance from the Office of Management and Budget, federal accounting standards, or other authoritative sources.  Note: DOR Case Services/Cooperative Program contract agreements are subject to more restrictive allowable costs.  
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Amendment – A formal modification or change of a material term, such as term, cost, or scope of work, in one or more provisions of an existing contract.
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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 frequently identifies problems and provides recommendations for corrective action in order to prevent their future recurrence.
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Budget Narrative - A succinct justification for each line item in the budget.

[image: image7.png]



Budget period— An interval of time into which a project period is divided for budgetary purposes, usually 12 months.
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Case Service contract agreement -A contract with a private non-profit organization to provide vocational rehabilitation services to DOR consumers.    
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Cash Match - The amount of cash contributions provided by the Contractor in a Cooperative Program contract agreement used by DOR to draw down federal Vocational Rehabilitation funds.  
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Catalog of Federal Domestic Assistance (CFDA)— Publication and database produced by the General Services Administration that lists the domestic assistance programs of all federal agencies and gives information about a program's authorization, fiscal details, accomplishments, regulations, guidelines, eligibility requirements, information contacts, and application and award process; also called the "CFDA."  
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Certified Match – The amount of redirected personnel work time hours/percentages contributed by the Contractor in a Cooperative Program contract agreement which is used by DOR to draw down federal Vocational Rehabilitation funds.   
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CFDA number — Identifying number for a federal assistance program, composed of a unique two-digit prefix to identify the federal agency ("84" for the Department of Education), followed by a period and a unique three-digit code for each authorized program. Alfa-designations may be added to some programs to distinguish among competitions when multiple competitions are based on the same program authority. 
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Claim Adjustment – An invoice billing procedure used for expenditures exceeding an approved line item. Note: Total of all dollar claim adjustments shall not exceed 10% of the annual total contract budget.
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Code of Federal Regulations (CFR)— Compilation of all final regulations issued by federal agencies and published annually by the National Archives and Records Administration. The CFR is divided into numbered titles. Title 34 contains the regulations of the Department of Education, and the Vocational Rehabilitation program.
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Cognizant agency - the Federal agency responsible for reviewing, negotiating, and approving cost allocation plans or indirect cost proposals developed under an OMB Circular on behalf of all Federal agencies. OMB publishes a listing of cognizant agencies on the Internet.
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Cooperative Program contract agreement— A contract between DOR and another public entity in which the participating public entity provides DOR with either cash or in-kind contributions from a non-federal source for the purpose of matching federal Vocational Rehabilitation funds. 
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Contract – A contract is a written agreement between two or more parties to do or not to do a certain thing.  
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Cost allocation plan – The purpose of the plan is to summarize, in writing, the methods and procedures the contractor will use to allocate costs to various programs, contract agreements, and grants. The plan may also be referred to as a central service cost allocation plan, public assistance cost allocation plan, and indirect cost rate proposal. The plan is a written document which explains how costs will be allocated across funding sources.  Costs must be allocated using a base which accurately measures the benefits provided to each award or other activity. The basis must be established in accordance with reasonable criteria and be supported by current data. Although there are different methodologies available for allocating costs, the methodology used should result in an equitable distribution of costs to programs. Contractors must have a system in place to equitably charge costs. Considerations in determining an appropriate base for allocating costs include the relative benefits received, the materiality of the cost, and the amount of time and cost to perform the allocation.
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Cost objective - a function or other activity for which cost data are needed and for which costs are incurred. 
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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 activities, cost of materials acquired, consumed, or expended specifically for the purpose of the contract, and travel expenses incurred specifically to carry out the activities of the contract. 
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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.
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Generally accepted accounting principles (GAAP) - A common set of industry standards for recording and reporting financial and economic data.
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EDGAR – publication by the U.S. Department of Education which includes the 34 CFR Education Department General Administrative Regulations (34 CFR Parts 74, 75, 76, 77, 79, 80, 81, 82, 85, 86, 97, 98, and 99).

[image: image24.png]



Equipment –For purposes related to Case Services/Cooperative Program contract agreements and in concert with the CFR Part 74 & 80, OMB Circulars, equipment is an article of nonexpendable, tangible personal property having a useful life of more than one year and an acquisition cost which equals or exceeds $5,000 per unit. Note: If the contracting organization defines capitalized equipment using an amount less than $5,000 per unit, then the organization’s definition must be used when budgeting for this expense in the contract per Federal Regulations and OMB Cost Principles consistency requirement. Contracts do not allow for the purchase of equipment, but can allow for the depreciation expense of equipment purchased exclusively with non-federal funds.
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Indirect costs— Costs of an organization incurred for common or joint objectives, which cannot be readily and specifically identified with a particular project or other organizational activity (i.e., accounting, personnel/Human Resources, janitorial services).
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Indirect cost rate— A percentage established for an organization, which the organization uses in computing the dollar amount charged for indirect costs. 
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Local government - a county, municipality, city, town, township, local public authority, school district, special district, intrastate district, council of governments (whether or not incorporated as a non profit corporation under State law), any other regional or interstate government entity, or any agency or instrumentality of a local government.
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Nonprofit - as applied to an agency, organization, or institution, means that it is owned and operated by one or more corporations or associations whose net earnings do not benefit, and cannot lawfully benefit, any private shareholder or entity.

[image: image29.png]



Nonpublic - as applied to an agency, organization, or institution, means that the agency, organization, or institution is nonprofit and is not under Federal or public supervision or control.
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Office of Management and Budget (OMB)— A branch of the Executive Office of the President. OMB helps the president formulate spending plans; evaluates the effectiveness of agency programs, policies, and procedures; assesses competing funding demands among agencies; and sets funding priorities. OMB ensures that agency reports, rules, testimony, and proposed legislation are consistent with the president's budget and with administration policies. In addition, OMB oversees and coordinates the administration's procurement, financial management, information management, and regulatory policies. In each of these areas, OMB's role is to help improve administrative management, to develop better performance measures and coordinating mechanisms, and to reduce any unnecessary burdens on the public.
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OMB Circulars— Administrative policy documents issued by OMB that give instruction to federal agencies on a variety of topics, including the administration of federal grants and Cooperative Program contract agreements.
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Personal property – property of any kind except real property. It may be tangible, having physical existence, or intangible, having no physical existence, such as copyrights, patents, or securities.
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Private - as applied to an agency, organization, or institution, means that it is not under Federal or public supervision or control.
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Public - as applied to an agency, organization, or institution, means that the agency, organization, or institution is under the administrative supervision or control of a government other than the Federal Government.
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State - any of the several States of the United States, the District of Columbia, the Commonwealth of Puerto Rico, any territory or possession of the United States, or any agency or instrumentality of a State exclusive of local governments.
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Supplies – For purposes related to Case Services/Cooperative Program contract agreements and in concert with the 34 CFR Part 74 & 80, OMB Circulars, supplies are all personal property excluding depreciable equipment/property (as defined above). Note: General office supplies must be purchased only in amounts reasonably expected and utilized during the term in the performance of the contract agreement. Supplies with a useful life greater than one year (e.g., printer) must be properly used, accounted for as federal property, and allocated as required in compliance with the applicable CFR (34 CFR Part 74, 80).

CONTRACT BUDGET EXPENDITURES AND LINE ITEMS NOT ALLOWED

(REV. 12/2008)

Expenses and line items such as, but not limited to, the following are unallowable expenditures and will NOT be paid under the contract:

· Bad debts

· Lobbying activities

· Awards or trophies

· Fines and penalties

· Food/refreshments (including bottled water or water service)

· Fund raising

· Furniture and depreciation of furniture

· Interest

· Graduation parties

· Out of State travel

· Rental/lease of equipment

· Purchase of equipment as defined in this contract manual

· Promotional items

· Travel/training/conferences for DOR staff

· Volunteer or other recognition

· Advertising for any purpose other than staff recruitment

· Contingency fund for reserves

· Indirect costs that exceed 15% as identified on the DR 801A

· Additional indirect costs budgeted as a direct line item expense, if an indirect cost rate is already used

· Subscriptions, except newspapers for job placement services

· Instructional supplies that do not have a direct application to the contracted vocational rehabilitation services

· Publications that do not have a direct application to the contracted vocational rehabilitation services

· Consumer wages/subsidies/stipends/incentives

· Direct production costs

· Entertainment

· Petty cash

· Expenses which are described as “miscellaneous” or “etc.”

· Clothing

· Modular Equipment/Panels

· Moving Expenses

· Training that does not have a direct application to the contracted vocational rehabilitation services

· Severance pay

· Personal Digital Assistants, Cellular Phone, or combination (e.g., Blackberry)

· Memberships and/or dues that do not have a direct application to the contracted vocational rehabilitation services

· Commute mileage

OMB Circular cost principles also includes additional unallowable expenses that may not be included in this section. Refer to the applicable OMB Circular for your organization for more information. 

Go to http://www.whitehouse.gov/omb/circulars/index.html
DPA Travel and Per Diem Rates Information

(Rev. 12/2008)

If your contract has a Travel and/or Mileage line item, you must be knowledgeable on the contract terms regarding travel and per diem.  All travel expenses and per diem rates paid to its employees for expenses incurred for contract services can only be reimbursed by DOR for actual costs not to exceed the Department of Personnel Administration (DPA) designated rates.  Further, no expense for travel outside of the State of California shall be reimbursed. 

The State’s travel and per diem rates may change periodically; therefore, these rates will not be specifically identified in the contract. To obtain the most current travel and per diem rates go to the DPA website at: http://www.dpa.ca.gov/jobinfo/statetravel.shtm
If the organization’s travel and per diem rates exceed the DPA rates, the Contractor must compute the allowable Travel and/or Mileage costs using the DPA rates in order to identify the expenses to invoice DOR.  The computation worksheet must be retained to support the invoiced expenses. 

To facilitate consistent processing within your organization’s internal control policies, contract staff should utilize existing travel/mileage claim forms approved for use by all organization employees.  To support the travel/per diem expenses submitted to DOR under the contract, the expenses must be properly supported by documentation that includes at least the following elements:

· Basic travel/mileage claim information and supporting receipts (dates of travel, destination, mileage, meal costs, airfare costs, etc.) in accordance with your organization’s travel policies and procedures.

· Sufficient adequate detail of travel purpose which supports reimbursements for the performance of services as defined in the contract Scope of Work, including the contract service and a listing of the specific consumers and/or other/additional information, as applicable, for which the travel or mileage expenses were incurred (either on the travel/mileage claim form or an alternative supporting document that is maintained separate from the travel claim by the Program Administrator).

· Travel and/or mileage costs invoiced to DOR must be consistent with the organization’s travel policy and/or DPA rates, and submitted on the correct contract budget line item consistent with above requirements.

· Documentation of the allocation of travel/mileage costs to the appropriate programs/funding sources in the accounting records. 

INTENTIONALLY LEFT BLANK

(BACK)

CLAIM ADJUSTMENTS 

(New 11/1/2009)

The Contractor’s approved budget details the specific line-items that support activities agreed upon in the approved contract agreement. There are two methods to modify the approved contract agreement either informally by a claim adjustment on the Service Invoice (DOR 801B) or formally by contract amendment.  

Claim Adjustments

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:

· The claim adjustment does not alter or impact the approved Scope of Work. 

· The claim adjustment does not exceed a cumulative amount of 10% of the total annual contract Service Budget (DOR 801A), with a maximum not to exceed $100,000 for all budget years, as long as there is neither an increase nor decrease of the total annual contract service budget. 

· The DOR contract administrator agrees to the adjustments.

Note: Pre-discussions with the DOR contract administrator regarding claim adjustments may be necessary to avoid an invoice dispute. A disputed invoice will cause payment delays. 

Contractor’s Procedures for Claim Adjustments 

Step 1: Indicate claim adjustments on the Service Invoice (DOR 801B) and submit to the DOR Contract Administrator and/or applicable DOR Specialists for approval.

Step 2: Sign and certify invoice.

DOR’S Procedures for Claim Adjustments

Step 1: Math verify dollars of claim adjustments to ensure 10% rule.

Step 2: Maintain a copy of Service Invoice (DOR 801B).

Step 3: Sign and approve Service Invoice (DOR 801B) and submit to DOR accounting office.

INTENTIONALLY LEFT BLANK

(Back)

CONTRACT AMENDMENTS  (Revisions)

(REV. 11/1/2009)

The following contract changes require a formal amendment to the approved contract agreement:

· Cost increases exceeding the cumulative 10% of approved total annual contract Service Budget (DOR 801A). 

· Any changes and/or corrections to the written contract agreement (i.e., scope of work, service budgets, budget narratives, staffing positions, indirect cost rates, line-item descriptions, budget augmentations, etc.).

· Any formal (budget) amendment to the total budget or line item budget. 

Contractor Procedures for Contract Amendments

Step 1: 
Notify DOR Contract Administrator/Specialists with proposed changes to contract agreement 

Step 2: 
Submit contract amendment request letter with a brief explanation, requested effective date and attach amended documents (i.e., amended scope of work, amended Service Budget (DOR 801A), and amended budget narrative).  Note: Changes must be in “BOLD”

Step 3: 
Submit the contract amendment request 90 days (recommended) prior to effective date of amendment for review and approval to DOR Contract Administrator/Specialists

DOR Contract Administrator/Specialists Procedures for Contract Amendments

Step 1: 
Review the requested changes from Contractor for appropriate programmatic need.

Step 2: 
Submit requested changes to the appropriate DOR Specialist(s). 

Step 3: 
Submit amended contract document(s) to the Contracts and Procurement Section (C&PS) for review and approval at least 60 days prior to effective date of amendment.

Note:  No backdating.  Without a formal executed contract amendment, payments are subject to delay.
INTENTIONALLY LEFT BLANK

(Back)

SUPPLIES

(New 12/2008)

Only reasonable, necessary, and allowable costs incurred for “supplies to carry out this contract agreement may be billed to DOR in accordance with the contract agreement and applicable OMB Circular, subject to the non-allowable items listed on pages 11-12.
a.
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 contract agreement. 

b.
Title to all supplies vest with the Contractor upon acquisition. All supplies used shall not be included as depreciable equipment/property. 

c.
The Contractor must properly account for the supply items purchased with federal funds regarding the usage and disposition of inventory requirements as applicable to their organization. (34 CFR 74.35 or 34 CFR 80.33) 

d.
Acquisition of computer software purchases shall not be listed in the “Supply” line item but shall be listed as a separate line item identified as “Software” for tracking purposes. 

e.
For any purchase of a supply item with a useful life of more than one year: (e.g. printer): 

1) A general description of the purchase or expected purchase must be written in the budget narrative, to include a brief explanation to determine the applicability of the purchase for the provision of services in the contract agreement. Note: Prior authorization is required for any purchase order exceeding $2,500 subject to the necessity or desirability of incurring such cost. (SCM 3.17.2 D) 

2) If the supply item is initially budgeted in the contract agreement, the purchase should occur as soon as possible so that item can be used effectively during the term of the contract agreement. 

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

4) If the supply item did not initially get budgeted into the current contract agreement, the budget narrative must be amended to include the supply item being purchased and submitted as a contract amendment for approval to the DOR’s contract office.  

INTENTIONALLY LEFT BLANK

(Back)

PROCEDURE FOR DEPRECIATION OF EQUIPMENT POLICY

(REV. 12/2008)

DOR does not allow equipment to be purchased with contract funds. However, DOR may allow depreciation expense for equipment utilized for contract purposes during the term of the contract. The equipment must be purchased with non-federal contractor funds and remains the property of the contractor. 

34 CFR 74 and 34 CFR 80 defines equipment as having a useful life of more than one year and an acquisition cost of $5,000 or more per unit.  However, if an organization has established a lower acquisition (capitalization) cost, then the definition of equipment must be consistent with the organization’s policy and these items cannot be billable as supplies. 

Depreciation is charged to distribute the actual cost of equipment, less estimated residual value, over its useful life. To be allowable to be budgeted for under the contract, the depreciation expense must be properly recorded in the Contractor’s accounting records and financial statements, including the general ledger and depreciation schedule. Depreciation starts accumulating on the date the equipment is purchased.  Depreciation expense is not allowable if the item is expensed in the year purchased or if fully depreciated.  For more information see the OMB Circular applicable to your organization. 

In order for depreciation expense to be billable under the contract, the budget narrative must include the following information:

· Method of depreciation (e.g., straight line)

· Type of equipment, model and make

· Actual date of purchase 

· Purchase price

· Useful life

· Non-federal funding source of the equipment

Full depreciation expense can be billable only when the equipment is used specifically in the provision of contract services to DOR consumers.  If the equipment is shared between programs, partial depreciation must be billed to DOR based on an acceptable, supportable pro-rata allocation basis. Any accumulated depreciation prior to the first date of the equipment being used for services to DOR consumers cannot be billed to DOR.

INTENTIONALLY LEFT BLANK

(Back)

vacation, sick leave, and disability leave Policy
(REV. 11/2008)

Compensation for personal services, including some leave benefits, are allowable to cover amounts paid currently or accrued by contract staff when performing contract services.  When determining the leave costs that may be billable to DOR under the contract, refer to this policy and the OMB Circular applicable to your organization. 

Vacation and Sick Leave 

Employee earned vacation or sick leave are allowable, provided that it is consistent with the contractor’s written policies; is in accordance with the OMB Cost Principles; does not disrupt consumer services; and is otherwise reasonable. 

The cost of vacation or sick leave that exceeds the number of days under the contractor’s policy is not allowed. 

To ensure consumer services are not significantly impacted, the DOR Contract Administrator will be notified if program staffs are taking leave in excess of 20 consecutive days. In this event a written plan to continue services will be agreed upon by the Contractor and the DOR Contract Administrator.  

Disability Leave 

Disability leave (covered by State Disability Insurance-SDI or other insurance premiums or employer self-funded programs), alternative employer-paid leave (e.g., “100 day” or equivalent), or the cost of an extended leave of absences not covered by the contractor’s uniform vacation and sick leave policy are not permissible costs to the contract. The practice of assigning employees with high accrued vacation or sick leave balances for the sole purpose of drawing down on those leave balances is considered unreasonable and are not permissible cost to the contract. 

The DOR Contract Administrator may approve in advance a substitute for the contracting staff on leave; however, it may be subject to funding availability in the contract budget. 

INTENTIONALLY LEFT BLANK

(Back)
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COOPERATIVE AGENCY CERTIFIED EXPENDITURES FOR MATCH REQUIREMENTS

(REV. 12/2008) 

Only cooperative agency staff salaries and benefits, indirect costs and operating expenses (if applicable) associated with certified staff services may be certified for match. To be “certified” as match, the cooperative agency must redirect existing staff time and associated operation expenses to 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 monthly or quarterly Certified Expenditure Summary of the cost of the redirected time must be submitted to the DOR Contract Administrator as designated in your contract in accordance to OMB A-87 and OMB A-21. If a quarterly Certified Expenditure Summary is submitted, the cooperative agency must maintain documentation to support the calculation of the monthly amounts certified for the quarter. 

2. There must be a specific, identifiable, amount of time devoted exclusively to new or expanded vocational rehabilitation (VR) activities offered through the cooperative program. This time cannot be combined with time devoted to other cooperative agency duties.

3. The certified time expenditures must be used to provide VR services that are not currently provided by the cooperative agency to other individuals except as noted in paragraph #6 below. Services provided through other grants or specialty vocational projects, such as WorkAbility I, etc., are not considered existing patterns of service for this purpose. The certified expenditures cannot be used to provide any service that the cooperative agency is required or otherwise mandated to provide.

4. The cooperative agency must be able to provide documentation to indicate that the source of the funds for the redirected time and other expenditures certified as match is from acceptable State or local funds. State or local funds that are already being used to match other Federal funds cannot be used as match. Federal funds or positions supported by federal funds cannot be used for match purposes. 

5. The vocational rehabilitation services provided as certified expenditures must be available ONLY to DOR applicant/consumers. Time spent providing services to individuals prior to completion and submission of DOR 222 Vocational Rehabilitation Services Application form or other DOR application form to a representative of DOR is not allowable as certified expenditures.

6. The certified expenditures cannot be used to provide individual services to DOR applicants/consumers while they are on the waiting list (Status 04) or to non-DOR consumers. The intent of cooperative program contracts is to provide vocational services exclusively to DOR consumers. There are some rare circumstances where a cooperative program may provide cooperative program contract services to a GROUP of individuals that may include DOR consumers in 04 status or non-DOR consumers. In this case, the cost of the time spent on these contract activities should be prorated accordingly. A separate list of consumers served or class list must be prepared to support the proration of cooperative staff time as reported on the PARS. 

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

8. For all staff of the contractor 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.

The cooperative agency specifically agrees that all Contract staff shall prepare and maintain personnel activity reports in compliance with the applicable OMB Circular for the organization as designated in Contract Exhibit D. 9. Principles and Standards for Determining Allowable Costs, including Requirements for Documenting Personnel Activity Chargeable to the Contract.

9. The cooperative agency is required to meet the budgeted match requirements to ensure sufficient match to fund the cooperative program as budgeted. If actual certified expenditures submitted is below 25 percent (25%) of the total program cost at the end of the fiscal year, the service invoices may be reduced proportionately after review by DOR.

10. Indirect costs/administrative overhead is allowable for certified expenditure match at the established approved rate for the agency or organization and must be supported by accounting records.

11. Operating Expenses associated with the cooperative program are allowable to be included for certified expenditure match. The cooperative agency must 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.
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INSTRUCTIONS FOR COMPLETING SERVICE INVOICE - DR801B 

(REV. 11/1/2009)

The Service Invoice - DR801B (SI) is used by the contractor to request payment from Department of Rehabilitation (DOR) for services provided to DOR applicants/consumers/under the contract. The SI shall be submitted monthly/quarterly as designated in the contract.  

For Contracts with a cash or certified expenditure match requirement, SI’s will not be approved and processed until the required cash match payment or applicable Certified Expenditure Summary is received by DOR.  

Programs reporting less than forty percent (40%) of their annual certified expenditure budget through December will be reviewed for a possible payment budget reduction.
A copy of the official SI form on pages 39-41 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 contract. Payments will only be sent to the contractor billing address identified in the contract. If the contractor billing address is not correct, the contractor must submit a change of address to DOR. Note: The billing address shall be changed by written notification to the DOR Contract Administrator. Copies of the change in billing address notification must be sent to the DOR Central Office Accounting – Contract and Leases Unit, 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 contract. 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. If your contract is for three years, you must use the same contract number for all three years. Do not use the CAS170AA contract number, if applicable, or the project code here.

3.
SCPRS #
This is the state contract and procurement and registration system number. It is assigned by state Department of General Services (DGS) when the contract is approved. This number is required for the SI to be paid. 

4.
Reporting Period 
List the month/quarter and year for which payment is being requested. If the invoice contains more than one page, this information must be included on each page.

5.
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.

6.
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 (i.e., page 1 of 2).

7.
Line Item - Budget Position Title or Description
List each line item exactly as titled and in the same sequence as on the SI. Do not combine or separate budget line items. However, if salary and benefits are combined for a staff position on the Service Budget (DR801A), they must also be combined on the SI. 

8.
Employee Name
List the name of the contract staff person(s) filling the position for the SI period claimed. The employee name(s) on the SI must reflect the staff person(s) who performed the contracted line item position duties during the SI period billed. Do not list the name of anyone who did not perform duties for the contract program during the period of time covered by the SI.

Reminder: The contract is budgeted for positions, not individuals. Therefore, if the contract duties for any new employees added to the contract during the contract period change or differ from what is in the contract Budget Narrative, then an amendment may be required. Refer to pages 16 for more information on amendment procedures. Alternatively, in the case of vacancies 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. 

9.
Annual Amount Budgeted
Enter the total budgeted amount for each line item exactly as listed on the Service Budget (DR801A). The budgeted line item amounts on the SI shall not be changed without a formal approved amendment.

Reminder: If you have received a formally approved amendment, be sure to list the amended budget amounts on the SI, not the original approved amounts. The formally approved effective date must be received in writing from the DOR Contract Office/DGS) of the amendment will determine when the SI budget amount can be revised.  Refer to pages 16 for more information on amendment procedures.

10.
Period Amount Claimed
For Personnel category expenditures, list the actual cost of the contract staff expenditure for the SI period. The actual cost must correlate with the actual percentage of time/hours reported on the PAR that the contract staff person worked providing contract services to DOR applicants/Consumers only. In cases where programs have contract staff that elect to receive pre-paid or deferred salary payments, the organization must ensure the appropriate actual costs are reported to DOR for the correct contract period.  

Benefits expense, whether included with contract staff salaries or on a separate line item, must also be based on actual costs and calculated using the actual percentage of time/hours reported on the PAR that the contract staff person worked with DOR applicants/Consumers only.  

For Public organizations only (OMB A-21 or A-87): If your organization is billing estimated monthly/quarterly contract personnel expenditures as allowed by your applicable OMB Circular (as defined in Exhibit D in your contract), the organization must ensure that the reported estimated costs are reconciled with actual costs in accordance with the procedures indicated in the OMB Circular applicable to your organization. Any resulting differences identified in the reconciliation must be used when determining the total amounts, or adjustments where applicable, to be reimbursed on the SI submitted to DOR.

For Operating Expenses category expenditures, list the actual cost amount paid by the contractor for each line item for which payment is being requested. This must be supported by receipts or other documentation available for review upon request.  

For the Indirect Costs/Administrative Overhead category, bill based on the actual approved indirect costs/administrative overhead rate or the budgeted contract indirect costs/administrative overhead rate, whichever is less. The rate must be supported by documentation available for review upon request.  

Reminder: Payment cannot be made for expenditures not included in the Service Budget (DR801A) or Budget Narrative. Also, the contractor cannot claim expenditures that exceed the budget category amount or budgeted indirect costs/administrative overhead rate unless a formal budget amendment is approved prior to incurring the expenditures. Refer to pages 17 for more information on amendment procedures.

11.
Year to Date Total
Calculate the year-to-date total for costs billed on each line item listed on the SI.

12.
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.

Reminder: 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 pages 15 for more information on the claim adustment procedures to follow if the line item billed exceeds the budgeted amount.

13.
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/quarter.

Reminder: The Year-to-Date Amount Claimed budget category subtotal cannot exceed the total contracted budget category amount. If it appears the claimed budget category subtotal(s) may exceed the contracted budget category amount, then a budget amendment is required prior to incurring any expenditure in excess of the contracted budget category amount. Refer to pages 16 for more information on amendment procedures.

14.
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) designated on the Grant/Contract Signature Authorization (DR325) form in the approved contract. If more than one page is necessary, the signature block is only required on the last page of the SI.

In addition to a copy of the SI, the contractor shall maintain documentation to support the amounts billed, including contract staff personnel activity reports or certifications and applicable 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 three 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 three (3) year period, whichever is later. 
15.
Contract Administrator Review and Approval
The DOR Contract Administrator is responsible for reviewing the SI to determine whether payment should be approved and that the costs billed are actual, allowable, and reasonable in compliance with the contract. If the SI is approved, the Contract Administrator will sign the SI signifying that the costs billed are actual, allowable, and reasonable. The Contract Administrator will then forward the original and one copy of the approved SI to the Accounting Services Section:

Central Office - Accounting (Contracts and Lease Unit)

Department of Rehabilitation

P. O. Box 944222

Sacramento, CA  94244-2220

In addition for cooperative programs and case service contracts associated with a cooperative program, one copy will be submitted to the Collaborative Services Section:

Collaborative Services Section

Department of Rehabilitation

721 Capitol Mall, 4th Floor

Sacramento, CA  95814

If the DOR Contract Administrator has questions or concerns regarding the allowability or appropriateness of any amounts claimed and thus is unable to approve the SI in total or in part, the DOR Contract Administrator must send an Invoice Dispute Notification (STD 209) form to the contractor identifying the reason for the dispute and what is required from the contractor to determine whether payment can be approved. When the corrected SI is returned by the contractor and is approved, forward the SI with a copy of the (STD209) to Central Office-Accounting Services and Collaborative Services to the address listed above.

Other Service Invoice Information

1.
SI’s cannot be processed if changes are made with correction fluid/tape or white-out; 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. 

2.
If the SI requires a correction that decreases the total amount of the SI, it will be processed and approved for payment.  


If the SI 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) form, to be revised and resubmitted. Copies will be sent to the DOR Contract Administrator if the SI is disputed by Central Office Accounting. 

3.
If the SI being submitted is a supplemental billing, type “Supplemental Billing” on the SI. This will ensure the correct payment is made.

	STATE OF CALIFORNIA 

SERVICE INVOICE (DR801B)


	DEPARTMENT OF REHABILITATION

Rev July 08

	Contractor Name and Address: 
	Contract Number:


	SCPRS:

	
	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
	
	
	
	
	
	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

	9
	
	
	
	
	
	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 Manual, 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


	STATE OF CALIFORNIA

SERVICE INVOICE (DR801B)
Page 1 of 2
	DEPARTMENT OF REHABILITATION

Rev July 08

	Contractor Name and Address: 
	Contract Number:


	SCPRS:

	
	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
	
	
	
	
	
	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

	9
	
	
	
	
	
	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 Manual, 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


	STATE OF CALIFORNIA

SERVICE INVOICE (DR801B)
Page 2 of 2
	DEPARTMENT OF REHABILITATION

Rev July 08

	Contractor Name and Address: 
	Contract Number:


	SCPRS:

	
	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
	
	
	
	
	
	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

	9
	
	
	
	
	
	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 Manual, 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
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INSTRUCTIONS FOR CAS170AA- CONSUMERS AUTHORIZED CASE SERVICE CONTRACTS ONLY 

(REV. 1/2008)

The CAS170AA is to be completed only by case service contractors and is used by DOR to allocate costs to authorized DOR consumers who received contract services during the month. An Authorization for Services (DR297B) form will be prepared by DOR and forwarded to the contractor for each DOR Consumer who is authorized to receive services under the contract. The contractor must receive the DR297B prior to providing services to DOR consumers.

The DOR Contract Administrator, or designee, will print the CAS170AA by the 10th of the following month and distribute the original to the contractor. The Contract Administrator is responsible for providing instruction to the contractor on how to complete the report. 

The Contractor shall complete and submit the CAS170AA as follows:

a.
Line through the names of Consumers listed on the CAS170AA who were authorized but did not receive contract services during the month.

b.
Add consumer name, Social Security Number, authorization number(s) and dates of service for those Consumers who are to be invoiced but were not listed on the CAS170AA. This consumer information can be obtained from the DR297B.

Reminder: The contractor must only invoice for consumers who are authorized and who received services during the month invoiced.  

Contractors may create their own computer generated CAS170AA, although it must contain all information listed on the original DOR CAS170AA received from the Contract Administrator. However, it is not necessary to include the DOR consumer that are listed on the DOR CAS170AA on the computer generated CAS170AA if no services were provided to them during the billing period.

The authorized contractor representative shall submit the completed CAS170AA with the applicable Service Invoice to the DOR Contract Administrator. The DOR Contract Administrator will review/approve the CAS170AA and will forward the original to the Accounting Services Section:

Central Office - Accounting (Contract and Leases Unit)

Department of Rehabilitation

P. O. Box 944222

Sacramento, CA 94244-2220

INTENTIONALLY LEFT BLANK
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INSTRUCTIONS FOR COMPLETING COOPERATIVE AGENCY CERTIFIED EXPENDITURE SUMMARY

(REV. 1/2008)

The Certified Expenditure Summary (CES) is used by the Cooperative Agency to report its matching in-kind contribution towards the Cooperative Program contract.  No portion of the certified expenditures shall come from federal funds.  Department of Rehabilitation (DOR) uses this match to obtain Federal funds for the cooperative program. The CES shall be submitted monthly/quarterly as designated in the contract and must comply with OMB Circulars A-87 or A-21 for public agencies. 

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.  

Programs reporting less than forty percent (40%) of their annual certified expenditure budget through December will be reviewed for a possible payment budget reduction.
A copy of the CES form on page 51 is included for reference. An electronic version of the CES form may be requested from the DOR Contract Administrator.

1.
Contractor Name and Address
Include the Cooperative Agency/contractor name and address on the CES.  The contractor name and address must agree with the name on the contract. 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 signed copy of the contract. If the CES 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. If your contract is for three years, you must use the same contract number for all three years.  Do not use the project code here.

3.
SCPRS Number #
This is the state contract and procurement and registration system number.  It is assigned by state Department of General Services (DGS) when the contract is approved. 

4.
Reporting Period
List the month/quarter and year for which payment is being requested. If the CES contains more than one page, this information must be included on each page.

5.
Federal I. D. Number
This is the identification number assigned to the contractor by the Internal Revenue Service. 

6.
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). 

7.
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. However, if salary and benefits are combined for a staff position on the Certified Expenditure Budget, they must also be combined on the CES.  

8.
Employee Name (Personnel Only)
List the name of the contract staff person(s) filling the position for the CES period reported. The employee name(s) on the CES must reflect the certified contract staff person(s) who performed the contracted line item position duties for the CES period reported. Do not list the name of anyone who did not perform duties for the contract program during the reporting period.

Reminder: The contract is budgeted for positions, not individuals. Therefore, if the contract or agency duties for any new employees added to the contract during the contract period change or differ from what is in the contract Budget Narrative, then an amendment may be required. Refer to the Contract Manual for more information on amendment procedures.  Alternatively, in the case of vacancies 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. 

9.
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. Revised budgeted amounts must then be reflected on the CES.

Reminder: If you have received a formally approved budget amendment, be sure to list the revised budget amounts on the CES, not the original approved amounts. The formally approved effective date (must be received in writing from the DOR Contract Office/DGS) of the amendment will determine when the CES budget amount can be revised.  Refer to the Contract Manual for more information on amendment procedures. 

10.
Certified Expenditures Reported

For Personnel category expenditures (salary and benefits), report the cost of the contract staff certified expenditure contribution for the CES period. If using actual costs, they must be based on the percentage of time/hours reported on the PAR that the contract staff person worked providing contract services to DOR applicants/consumer only. In cases where programs have contract staff that elect to receive pre-paid or deferred salary payments, the organization must ensure the appropriate actual costs are reported to DOR for the contract period.  If your organization is billing estimated monthly/quarterly contract personnel expenditures as allowed by your applicable OMB Circular (A-21 or A-87), the organization must ensure that the reported estimated costs are reconciled with actual costs in accordance with the procedures indicated in the OMB Circular applicable to your organization. Any resulting differences identified in the reconciliation must be used when determining the total amounts, or adjustments where applicable, to be reimbursed on the SI submitted to DOR.

For Operating Expenses category expenditures, list the actual cost amount paid by the contractor for each line item for which payment is being requested. This must be supported by receipts or other documentation available for review upon request.  

For the Indirect Costs/Administrative Overhead category, bill based on the actual approved indirect costs/administrative overhead rate or the budgeted contract indirect costs/administrative overhead rate, whichever is less. The rate must be supported by documentation available for review upon request.  
11.
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 without the requirement for an amendment. 

12.
Budget Category Subtotals/Totals
Calculate the subtotals/totals of all certified expenditures reported in each budget category (Personnel, Operating Expense, Indirect Costs/Administrative Overhead) 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 CE budget without the requirement for an amendment.

13.
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. 

The authorized contractor representative is the person(s) designated on the DR325 signature authorization form in the approved contract. When more than one page is necessary, the signature block is only required on the last page of the CES. 

In addition to a copy of the CES, the contractor shall maintain documentation to support the amounts billed, including contract staff personnel activity reports or certifications and applicable 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 three 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 three (3) year period, whichever is later, 
14.
DOR Contract Administrator CES Review and Approval
The DOR Contract Administrator is responsible for reviewing the CES to determine whether payment should be approved and that the costs billed are actual, allowable, and reasonable in compliance with the contract.  If the CES is approved, the Contract Administrator will sign the CES signifying that the costs billed are actual, allowable, and reasonable. The DOR Contract Administrator will then forward the original approved CES to the Accounting Services Section:

Central Office Accounting – Contract and Leases Unit

Department of Rehabilitation

P. O. Box 944222

Sacramento, CA 94244-2220

In addition, one copy will be submitted to the Collaborative Services Section:

Collaborative Services Section

Department of Rehabilitation

721 Capitol Mall, 4th Floor

Sacramento, CA 95814

If the DOR Contract Administrator has questions or concerns regarding the allowability or appropriateness of the reported amounts, and thus is unable to approve the CES in total or in part, there may be insufficient match resources for the DOR Contract Administrator to approve the Service Invoice. The DOR Contract Administrator shall follow up with the contractor to resolve any concerns so that the CES can be processed. If the CES cannot be processed as submitted, refer to the Service Invoice instructions for processing an Invoice Dispute for the corresponding Service Invoice submitted with the CES.  
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	STATE OF CALIFORNIA

Certified Expenditure Summary

Rev. July 08
	
	DEPARTMENT OF REHABILITATION



	Contractor Name and Address:  


1
	Contract Number: 
2


	SCPRS #:
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
	Certified

Expenditures

Reported
	Year to Date

	Personnel

	1
	
	
	
	
	

	2
	7
	

8
	9
	10
	11

	3
	
	
	
	
	

	4
	
	
	
	
	

	5
	
	
	
	
	

	6
	
	
	
	
	

	7
	
	
	
	
	

	8
	
	
	
	
	

	9
	
	
	
	
	

	Personnel Subtotals:
	12
0.00
	12 
0.00
	12 
0.00

	Operating Expenses

	10
	
	
	
	
	

	11
	
	
	
	
	

	12
	
	
	
	
	

	Operating Expenses Subtotals: 
	12 
0.00
	12 
0.00
	12 
0.00

	Actual Indirect cost/Administrative Overhead:
	

	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 Manual, 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
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Common Contract Invoice Errors

Below is a listing of the most common Service Invoice (DR801B) errors identified by DOR Central Office Accounting Section staff that can delay payment of contract invoices: 

· Computation errors.

· Service Invoices are submitted for payment before the proposed contract amendments are formally approved. Service Invoices cannot be paid until the new contract has been formally approved by DOR Contract Office/DGS. Further, costs incurred prior to the formally approved effective date of the contract, amendments are considered unallowable and cannot be billed to DOR. 

· Service Invoices are submitted for payment before the Certified Expenditure and/or Cash Match has been met (reported or paid). Federal regulations require that matching state funds or in-kind match be received in order to draw down federal funds.

· Incorrect contract number on the Service Invoice or Certified Expenditure Summary. Always use the current contract number located in the top right corner of your contract corresponding to the period billed.

· The Contractor name on the Service Invoice does not agree with the Contractor name on the Contract.

· Invoice totals, address, and authorized signatures not on the same page.

· Invoice not signed by the Contractor or the DOR Contract Administrator.

· Total “Amount Claimed” on the Service Invoice does not match the CAS170AA Total.

· Consumers on the DOR generated CAS170AA, whether already listed on the CAS170AA or added to it by the contractor, were not authorized or were unauthorized for the service month billed.

· Consumers were authorized for a period of time; however, a service month was unauthorized within the period or was inadvertently never authorized.

· Contractors submitting several months of Service Invoices at the same time.  When invoices are submitted untimely, Consumer’s authorizations for services may become unauthorized in the mainframe computer system. If this occurs, DOR Central Office and field accounting staff are required to research and manually update the system to reauthorize these Consumers before the Service Invoice can be processed. This may result in a significant time delay of payment(s) to the contractor.
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Time Reporting

Personnel Activity Reports & Consumer Listings

Time Reporting

As a Department of Rehabilitation (DOR) contractor, you are required by the contract to comply with the time reporting requirements as outlined in the Office of Management and Budget Circular (OMB) cost principles applicable to your organization:

OMB A-21:
 Cost Principles for Educational Institutions – Colleges and Universities (UC/CSU) 

OMB A-87:
 Cost Principles for 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; generally applicable to Community College Districts 

OMB A-122: Cost Principles for Non-Profit Organizations – All Not-for-Profit Agencies 

For reference and review of the OMB Circulars listed above, a copy can be downloaded from www.whitehouse.gov/omb/circulars/index.html. The OMB Circulars identify the Federal guidelines for allowable and unallowable costs for programs receiving federal funding; however, DOR may be more restrictive.  Therefore, you must also review your Contract and Contract Manual to ensure compliance with all DOR Contract requirements.

OMB cost principles require that 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 OMB cost principles, Federal Regulations Labor Code 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 to the DOR contract. However, the level of detailed backup support for time distribution may vary significantly by organization and employee activity.  

The OMB requirements for time distribution to federal programs (including DOR contracts) may or may not be met with your existing payroll timesheets.   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, OMB cost principles require the additional component of documenting the distribution of specific hours spent between various programs/activities/funding sources. For detailed information on specific time reporting methods allowable for contract staff, refer to the OMB cost principles applicable to your organization.

There is no single best system for documenting time spent on federal programs/activities. Since DOR does not require any specific format for personnel activity reports (PARs), contractors must review their current time reporting forms to determine whether they adequately support the distribution of salaries and employer-paid benefits as required by the OMB cost principles applicable to your organization. If any deficiencies are noted, contractors must revise their current time reporting forms to include the missing information.   For contractors that do not have any time reporting forms, sample PARs and other time reporting forms can be found in Sample Time Reporting and Consumer Listing Forms.

Since the majority of contract staff work less than 100% on a DOR contract, these employees 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.

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 line item position (see example of Sample PAR on page 71-75).  

PARs must be completed at least monthly, and be signed by the contract staff and an approving supervisor (does not need to be the employee’s direct supervisor, although it should be someone who has sufficient knowledge of the employee’s work time).  

Determination of Time Allocation Billable/Reportable to DOR 

The most common method of determining the time allocation billable/reportable to DOR is the percentage of time/FTE method. When using this method, although the PARs should account for total hours paid (including leave), the appropriate way to calculate the percentage chargeable to a program is to use the total hours worked for all programs. The total hours worked should not contain any leave 

time, such as holidays, vacation, and sick leave.  Through the deduction of leave time from the total hours paid, DOR pays its fair share of leave benefits. 

Methods other than the percentage of time/FTE described above are allowable by contract staff when appropriate. These methods may include contract staff time distributions to DOR based on consumer caseloads, number of hours, units of service, ratio of supervised DOR contract staff, etc. If an alternative method is used, the method 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 worked must also be completed. This would typically be the payroll timesheet that lists 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.  

However, it is important to note that the substitute systems (e.g., time studies, statistical sampling, etc.) specified in the OMB cost principles are unallowable time distribution methods for DOR contracts since DOR does not have the authority to grant approval to use these methods.  

Important:  When utilizing the OMB Circulars, please ensure you have the circular in effect during the contract period. OMB periodically revises the circulars.

Applicant/Consumer Listings

A listing of applicants/consumers receiving DOR services must be prepared by each contract staff providing direct applicant/consumer services at least monthly.  This listing can be prepared in a variety of ways. For example, job developers working with different consumers each day should document the consumers seen on a daily basis or maintain a monthly cumulative listing. Alternately, cooperative program contract teachers may see the same applicants/consumers every day for a semester. In this case, it would be acceptable to attach a copy of their monthly class attendance roster. If the contractor has a listing of applicants/consumers it already prepares for another purpose (e.g., class attendance roster), it is not necessary to rewrite the same information on a separate form.

Some contract staff (e.g., administrator, supervisor, receptionist, accountant) may not provide direct services to individual applicants/consumers; thus, they may be unable and are therefore not required to provide a listing of applicants/ consumers. This is acceptable as long as their contract duty statements and PARs 

(or equivalent) time reporting forms indicate they are performing contract program administrative activities/services specifically identified in the Contract. However, if services are provided to a specific applicant/consumer (e.g., a supervisor has to substitute for a direct service staff while out of the office), then the contract staff person must prepare a listing of applicants/consumers served as applicable.  A basic sample consumer listing is included on page 75. Although not required to be submitted with the monthly/quarterly invoices, unless requested by the DOR Contract Administrator, the consumer listings must be retained by the contractor in compliance with the contract and state and federal requirements for contract monitoring and auditing purposes.  This documentation must be retained or at least three 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 three (3) year period, whichever is later.
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Personnel activity reports (PARS) 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 vacation, sick leave, holidays, or other leave time. “Other” leave time may include bereavement leave, jury duty, personal holiday leave, or other type of benefit leave where Contract staff are not working for the contractor in any capacity. If Contract staff are 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 
	
	Leave Included
(Incorrect Method)
	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.
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Electronic Personnel Activity Reports (PARS)

Electronic Time Reporting Systems Requirements 

Technological advances and changes in the operating environment in organizations have increasingly affected time reporting. In their efforts to streamline operations, many organizations have or are in the process of converting to fully computerized and paperless electronic time reporting systems.  Office of Management and Budget (OMB) Circulars require that personnel activity reports (PARs), or equivalent, must be completed to support the time charged to federal programs, but they do not dictate that a specific system be used to document the time. Thus, the use of an electronic time reporting system is allowable as long as appropriate controls are in place to ensure the reliability of the information, and that the resulting time distribution records satisfy your organization’s applicable OMB PAR requirements.

OMB PAR requirements are the same regardless of whether an organization maintains a manual (paper) or a fully electronic time reporting system. For example, the requirement that contract staff must report after-the-fact distribution of time is not affected by the system (paper or electronic) used to document the time. Another PAR requirement is an employee signature. An electronic PAR system that is fully computerized and paperless, including a “digital signature” occurring when an employee logs on to the PAR system with a logon 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 OMB PAR criteria.

Organizations with an electronic time reporting system must implement and maintain well-defined internal control activities that provides 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 OMB Circular applicable to the organization. To do this the organization must:

· have a well-defined organization structure and flow of time reporting information with clearly written and communicated policies and procedures indicating the responsibilities of employees, timekeepers (if applicable), supervisors, and others regarding recording, examining, approving, reporting, and maintaining the time reporting information;

· apply available technology and concepts to achieve efficient and effective time reporting system processes and controls in accordance with applicable legal requirements (including the DOR Contract and OMB Circulars), associated risks, and the environment in which the organization operates; and 

· review and test all aspects of the time reporting systems’ processing procedures and controls with sufficient scope, depth, and frequency to provide reasonable assurance that key procedures and controls are effective in meeting legal and other requirements, and that data integrity is maintained.

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 OMB Circular. 

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 Contract Administrator for assistance.
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	Mather County Office of Education
	

	Work Schedule Report
	

	
	
	
	
	
	
	
	
	
	
	

	Classified Employee
	
	
	
	Month/Year:
	Oct 2001
	

	
	
	
	
	
	
	
	
	
	
	

	Name:  Nick L. Odean
	
	
	Position:
	Job Developer
	

	SS #:  XXX-XX-1234
	
	
	Program Time (Actual):
	66% TPP/34% WA
	

	
	
	
	
	
	
	
	
	
	
	

	Please indicate all days/hours worked and absences; give name of sub, if appropriate.

	1
	7 TPP/1 WA
	7
	Sunday
	13
	Saturday
	19
	7 TPP/1 WA
	25
	6 TPP/2 WA
	

	2
	6 TPP/2 WA
	8
	2 TPP/6 WA
	14
	Sunday
	20
	Saturday
	26
	7 TPP/1 WA
	

	3
	1 TPP/7 WA
	9
	6 TPP/2 WA
	15
	6 TPP/2 WA
	21
	Sunday
	27
	Saturday
	

	4
	4 TPP/4 WA
	10
	7 TPP/1 WA
	16
	5 TPP/3 WA
	22
	0 TPP/8 WA
	28
	Sunday
	

	5
	3 TPP/5 WA
	11
	6 TPP/2 WA
	17
	7 TPP/1 WA
	23
	7 TPP/1 WA
	29
	7 TPP/1 WA
	

	6
	Saturday
	12
	Holiday
	18
	8 TPP/0 WA
	24
	5 TPP/3 WA
	30
	3 TPP/5 WA
	

	 
	 
	 
	
	 
	 
	 
	 
	31
	6 TPP/2 WA
	

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	

	
	
	
	
	
	
	
	Total Hours per Program:
	116 TPP/60 WA
	

	
	
	
	
	
	
	
	Total Hours (less leave time):
	176
	

	Absence Code:
	
	
	
	CT = Compensatory Time (+/-)
	

	LH = Legal Holiday
	
	
	JD = Jury Duty
	

	BH = Board Holiday
	
	
	WC = Worker's Compensation
	

	V = Vacation (FV = Floater Vacation)
	
	ND = Natural Disaster
	

	I = Illness
	
	
	BR = Bereavement
	

	PN = Personal Necessity
	
	
	CD = Calendar Day(s)
	

	OD = Off Duty (without pay)
	
	
	O = Other: ________________
	

	
	
	
	
	
	
	
	

	Approved Comp Time (CT) Recap*
	
	
	
	
	

	Prior CT Carryover = 
	__________
	
	
	
	

	_____# of CT Hours Worked x 1.5 = 
	__________
	
	
	
	

	_____# of CT Hours Used = 
	__________
	
	
	
	

	Current CT Carryover = 
	__________
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	I certify that this is true and accurate account of time worked for this period.
	

	Employee__________________  Date____________ Supervisor___________________
	

	(This report is an official attendance record; it must be submitted to your supervisor by the 3rd workday following each work period.)
	

	Note: This is an example which demonstrates that, with the addition of the employee's daily time distribution between programs, a typical payroll timesheet can be easily modified to meet the time reporting requirements under OMB without requiring any additional paperwork.
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	Personnel Activity Report* - Employee Paid Salary

	Contract Staff - Multi-funded: Time Charged to only one DOR Contract Line Item Position

	Facility Name: College of Northern California
	
	
	
	
	
	
	
	
	
	
	
	
	Month/Year: August 2006
	
	
	
	
	

	Employee: Kaelin Smith
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	Title: Program Coordinator
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	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 Contract
	4
	6
	3
	 
	 
	 
	8
	8
	4
	2
	 
	 
	8
	7
	8
	8
	2
	 
	 
	3
	8
	8
	8
	5
	 
	 
	2
	8
	8
	8
	126

	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)
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	Key:
	
	
	
	
	
	
	
	
	
	

	Program/Activity
	A
	B
	C
	D
	
	A
	=
	Total Hours Worked for Program/Activity

	DOR Contract
	126
	168
	75%
	 $     3,012.81 
	
	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 Percentage 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 the % of time worked to specific program/funding sources where the contract staff person is performing duties/services of only one DOR Contract line item 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 Hourly

	(Contract Staff - Multi-funded: Hours charged to only one DOR Contract Line Item Position)

	Facility Name: Mid-County USD
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	Month/Year: August 2006
	
	
	
	

	Employee: Steve Johnson
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	Title: 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 Job Coach
	4
	6
	3
	 
	 
	 
	8
	8
	4
	3
	 
	 
	8
	7
	8
	8
	2
	 
	 
	3
	8
	8
	8
	5
	 
	 
	2
	8
	8
	8
	127

	WorkAbility I
	4
	2
	5
	 
	 
	 
	 
	 
	4
	5
	 
	 
	 
	1
	 
	 
	6
	 
	 
	5
	 
	 
	 
	3
	 
	 
	6
	 
	 
	 
	41

	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.   

	
	
	
	
	
	
	
	
	
	
	Date: _______________________
	
	
	
	
	

	Supervisor Signature: ______________________________________
	
	
	
	
	
	
	
	
	
	Date: _______________________
	
	
	
	
	

	
	
	(Optional)
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Program/Activity
	# Hours
	Hourly Wage Rate
	Total Wage Amount
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	DOR Job Coach
	127
	$12 
	 $           1,524.00 
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	WorkAbility I
	41
	12
	 $              492.00 
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Total:
	168
	 
	 $            2,016.00 
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Total Wages Paid =
	 $     2,016.00 
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Any allowable employer-paid benefits would be calculated separately to determine the fair share amount to be billed to DOR for this contract staff person.
	

	* This sample PAR would be used to allocate the time worked to specific program/funding sources of a contract staff person who is budgeted based on hours rather than percentage of time/FTE.  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

	Facility Name: Utopia USD 
	
	Month/Year: August 2006
	

	Employee: David Tanner 
	
	Title: Program Coordinator
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	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)
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	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.
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	Personnel Activity Report

	(Contract Staff - Teachers/Group Setting)

	Contractor Name: Central Valley USD
	Month/Year: March 2006

	Employee: Jan Goodwin 
	Title: Teacher

	
	
	

	Program/Activity (based on actual hours and/or class periods worked)
	
	Percentage of Time*
	

	DOR:  TPP Vocational Instructor
	=
	20%
	

	Other:  Special Education Teacher/Other
	=
	80%
	

	Total Activity - All Programs
	
	100%
	

	
	
	
	

	Pro-ration Percentage (if applicable):
	
	
	

	Total Active DOR Consumers (excluding DOR Consumers in 04 status or non-DOR Consumers)
	=
	95%
	Attach roster/list to support pro-ration

	Total Participants in class/group setting
	
	
	

	
	
	
	

	A. Percentage of Actual Time in DR Program this Month: 
	
	
	

	DOR Percentage of Time**
	=
	19%
	

	** If applicable, multiply initial DOR Percent of Effort by Pro-ration Percentage to determine final DOR Percent of Effort percentage.
	
	
	

	
	
	
	

	B. Total Salary and Benefits
	
	
	

	Actual Salary + Actual Employer Paid Benefits 
	=
	 $                  4,500.00 
	

	
	
	
	

	Actual Cost to DOR (A X B)
	=
	 $                     855.00 
	

	
	
	
	

	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)
	
	
	

	* Briefly explain how the Percentage of Time was determined:
	
	
	

	1 TPP Class of 5 Total Classes
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DEPARTMENT OF REHABILITATION CONTRACT PROGRAM 

LISTING OF INDIVIDUALS (CONSUMERS) SERVICED FOR THE MONTH/YEAR OF      .

	NAME:
	JOB TITLE: 

	#
	Names – Individuals served/DOR services codes
	Case/Progress

Note Completed

	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
	
	


*Indicate what services were provided to each individual, either using the name or DOR service code. For example, “John Doe, voc eval” or “John Doe, 14”.
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Time Certification for 100% Contract Staff (Public Agency only)


Contractor Name:  _______________________________

Employee Name: _____________________________Title:______________________

I certify that I worked only for the DOR ____________________________ (Contract Program/Activity) and provided services in accordance with the Contract, Contract Manual, and State and Federal regulations for the period listed below:

Applicable Time Period:

July 1 -- December 31, 2009  _____       

January 1 -- June 30, 2010 _____

__________________________________________
______________________

Employee Signature






Date 

__________________________________________
______________________

Supervisor Signature (Optional) 




Date

*Caution: 
This Time Certification Form may only be used by Public agencies under OMB A-87 (e.g., counties, schools, community colleges) that have contract staff identified as providing 100% services to the DOR Contract in the Budget Narrative. This form must be completed at least semi-annually, but may be completed more frequently.  

The contract staff person completing this form must not work in any capacity for any other program/activity for the applicable period designated. It is not necessary for the contract staff person to work full-time (40 hours or equivalent) to be considered 100%, so long as the staff are not working for any other program/activity. If the Contract staff person provides any services not included in the contract or provides services for more than one line item position at any time during the semi-annual period, then the contract staff person must complete a Multi-funded Personnel Activity Report for the applicable pay period and may prepare a Time Certification for only those months that are spent providing 100% contract services.

This form cannot be used by Non-Profit organizations. 
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Consumer Services  Documentation/Reporting Requirements

(New 12/2008)

Contractors should refer to their Contract Exhibit E for specific Consumer service report and reporting period requirements.  

The contract may require that a comprehensive listing of applicants/consumers served for the period billed (or alternate period) and the services provided to each applicant/consumer be submitted with the Service Invoice and/or Certified Expenditure Summary to the DOR contract administrator for contract monitoring. For case service contracts, the CAS170AA is acceptable as a comprehensive Consumer listing. 

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 and the consumers who have completed each of the service goals during the contract period. The listing could be as basic as the following:

	Consumer

(FY 2009/10)
	Voc Assess
	Emp Prep 
	Job Place
	90 day “26”
	NS Job Coach

	Jane
	X
	
	
	
	

	John
	
	X
	X
	
	

	Bill
	X
	x
	X
	X
	X

	Outcome Totals
	2
	2
	2
	1
	1


This listing is not required to be submitted monthly, but must be maintained to support the contract services provided and the service outcomes reported.  This listing must be available upon request of DOR contract administrator or other DOR staff for reporting and monitoring purposes.  If you find that you are not achieving the contract goals/outcomes, consult with the DOR Contract Administrator for determination of any action to take as needed.    

Progress Reports 

The contract may also require monthly/periodic progress reports be sent to the DOR counselor identifying the progress applicants/consumers have made in the contracted services provided. The specific format and frequency of these reports 

are locally negotiated.  DOR staff can obtain sample service forms on the DOR 

G drive/Public folder/ Rehabilitation Specialist folder.  Contact your local Rehabilitation Specialist or Collaborative Services Specialist for more information.  

Case Notes

Documentation must be prepared by direct service contract staff to support the specific services provided to individual DOR applicants/consumers and associated costs billed to DOR. At a minimum, documentation must include written case notes that specifically identify the date and services provided to each DOR applicant/consumer.   Additional documentation that demonstrates the collaboration between DOR staff and contract staff should also be included in the case notes, as appropriate.
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Common Program Review and Audit Findings
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Common Program Review Findings

(Rev. 12/2008)

· Program accounting for funds received from DOR in payment for contracted services as State funds, rather than Federal funds. 

· Program is billing for unallowable budgeted amounts, rather than actual costs. 

· DOR and/or program files do no contain adequate documentation of collaboration between agencies a part of the cooperative program activities 

· DOR and/or program files do not contain adequate documentation of consumer progress in services provided under the contract. 

· Program staff are providing services to non-DOR consumers under the contract. 

· Program staff are not completing Personnel Activity Reports (PARs) in compliance with the appropriate Office of Management and Budget (OMB) circulars. 

· Program staff are not providing contract services according to the description of the services in the scope of work

· Program staff are not providing contract services according to their duty statement in the contract budget narrative

· Program staff are unable to articulate the difference between contracted duties and the duties they normally perform for the contract agency. 

· The program is not meeting the goals as specified in the contract. 

· The program is not submitting adequate match resources to fund the contract as budgeted.

· Contract services are not clearly defined. 

· The referral process is unclear or undefined. 

· Contract services are not leading to successful employment outcomes. 

· Releases of information forms are not adequate to assure confidentiality of consumers’ records.

· With appropriate releases program partners are not sharing pertinent existing information such as medical records or the DOR IPE. 

· Consumers are not appropriately coded to the program by the DOR counselor. 

· Invoicing is not completed according to the contract (monthly or quarterly) or in a timely manner.
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DEPARTMENT OF REHABILITATION Top Audit Findings

(Rev. 12/2008)
This is a list of the most common audit findings issued in audits performed during the past few years. Review them to see if any may apply to you.  Ensuring that none of these findings apply to your organization will significantly reduce potential financial adjustments during the Contract Administrator’s review of your DOR invoices. Also, it will minimize or eliminate potential audit findings and corresponding financial adjustments if you are selected for an audit. 

Personnel
· Contractors billed DOR for contract staff salary and benefit amounts based on unallowable budgeted amounts rather than actual expenses (e.g., 1/12th of the budgeted amount).  

· Where billing budgeted salary and benefit costs are allowable under OMB Circular OMB A-21 and A-87, Public Agency contractors who submitted Service Invoices/Certified Expenditure Summaries to DOR based on this method did not reconcile the billed budgeted contract staff salary and benefit costs to actual costs and make the required adjustments to subsequent Service Invoices and/or Certified Expenditure Summaries in compliance with the organization’s applicable OMB Circular.

· Contractors billed DOR for contract staff salary and benefit costs that had been 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 2000/01 fiscal year. However, when the pay incurred in the 2000/01 fiscal year is paid to the employee in July and August 2001, it is inappropriately billed in the 2001/02 fiscal year when paid rather than the 2000/01 fiscal year when the services were provided.

· Contractors billed DOR for positions not included in the contract (e.g., a Receptionist was billed under the Job Coach line item) or billed DOR for contract staff performing duties different from those specified in the contract (a staff person performing job coaching duties was billed on the Job Placement line item).

· 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.).  

· Contract staff completed personnel activity reports (PARs) based on budgeted number of hours or general schedule rather than actual after-the-fact distribution of time spent on DOR contract activities.  Further, 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 codes, etc.).  

· 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 who’s primary position is Program Coordinator also provided Job Coach services while that contract staff person was out. 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.  

· 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. This was often due to contractors not communicating with all contract staff billed to the contract (both certified and paid), including not providing to each contract staff a copy of the contract outlining the specific services/activities the contract staff was to provide.   

· Where applicable, contractors did not maintain worksheets to support how they calculated the contract staff salary and benefit amounts. 

· Contractors billed DOR for contract staff salary and benefit amounts that included time spent with non-DOR Consumers and DOR Consumers on the waiting list (Status 04). 

· Contractors billed DOR for unallowable contract paid staff salary and benefit amounts that resulted from the contract staff person exceeding the annualized budgeted full-time equivalent (FTE %) as identified in the contract.

· Where applicable, contractors did not bill DOR for actual 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.

Operating Expenses

· Contractors billed DOR for the following operating expenses not in compliance with the contract:

· Based on budgeted costs instead of actual costs (e.g., 1/12th of the budgeted line item). 

· Incurred but not yet paid (e.g., purchase orders, encumbrances, and accruals).

· Based on purchase orders rather than paid invoices.  Frequently, the amount on the purchase order is not the same amount as the final invoice amount paid.

· 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). 

· Paid in the current contract period but were incurred prior to the contract effective date. 

· Paid in the current contract period but will not be used until the next contract period.

· Contractors billed DOR for incorrect costs that resulted from misclassifications, expenditures not included in the contract, and duplicate reporting. For example, computer software was billed to the Supplies line item and thus was misclassified since software is not considered to be a consumable supply. Also, unless the contract has a Software line item, it is not an allowable expense under the contract. In addition, Instructional Supplies were billed to the Supplies line item.

· Contractor billed DOR for items purchased that were not specifically for vocational rehabilitation services, such as music CDs, coloring books, etc.

· 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.

Indirect Costs/Administrative Overhead

· 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.  

· Contractor billed Indirect Costs/Administrative Overhead expense using an arbitrary percentage rate that was not based on actual costs.  

General

· Contractors billed DOR for unallowable expenditures incurred prior to receiving appropriate formal approval of a proposed amendment from the DOR Contracts Office or Department of General Services, as applicable. 

· Contractors’ Consumer service records documenting services provided to DOR Consumers were inadequate and inaccurate. Further, 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.  As a result, we could not determine whether the contractors’ achieved the specific goals identified in the contract for unduplicated number of consumers to be served and each of the services included in the contract. 

· Contractors served Consumers prior to receiving a written authorization from DOR for the services. 

· Contractors did not submit their monthly Certified Expenditure Invoices and Service Invoices timely. Thus, because paid expenses were not adequately monitored, potentially allowable costs were disallowed or unable to be billed since the contractor did not know to submit timely amendments for approval to move funds between applicable budget categories. 

· Contractors billed for expenditures that exceeded the line item budget and did not submit a written explanation for exceeding the budget as required by the contract.
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