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INTRODUCTION

The Ferleriil [.Jrrr{!'tru (rlaltl__QUidalq:q (2 CFR, Part 200), commonly known as UGG, is a set of
regulations that establishes rules that apply to all federal grants, regardless of which Federal
agency is providing the award, These regulations streamlined the Office of Management and
Budget (OMB) Circulars into one comprehensive policy guide. UGG are regulations that establish
rules that apply to all federal grants, regardless of which Federal agency is providing the award.
These regulations streamlined the Office of Management and Budget (OMB) Circulars into one
comprehensive policy guide.

This sample manual was initiated when it was found that many New York State school districts
needed assistance in developing a UGG policy and procedures manual of their own. This version
of the sample manual addresses policy, procedures and compliance issues specific to Federal
Allocations for Special Education (IDEA, Section 611 and 619). Fufiher editions and updates to
this manual may address other Federalgrant programs such as those issued in lhe Every Student
Succeeds Act (ESSA) from the United States Department of Education and from other federal
agencies.

Users of this sample manual must modify it for their specific district circumstances. You will find
that we have tried to make it "user friendly" by prompting users to consider and insert the titles of
those that are responsible for specific tasks regarding grant management, to insefi and perhaps
append local Board of Education policy information, customize sample procedures to reflect what
actually will occur in the district through the annual life cycle of a grant and guide users to revisit
the manual more than annually to make it an active docurnent.

The ASBO New York Uniform Grant Guidance Work Group used many resources in developing
this sample document including 2 CFR, Part 200, information developed by the Texas Education
Agency Region 7, Wisconsin Association of School Business Otficials, North Carolina
Department of Public lnstruction and Florida Department of Education, among others.

We hope this sample manual assists New York State school districts in creating a customized
and useful document that is an asset in your compliance efforts, We the co-chairs extend our
thanks to the members of the work group who gave their time and expertise to this project, often
working in school business official-auditor teams. On behalf of the work group members, we
thank the Association of School Business Officials of New York and Samantha O'Leary, assistant
to the Assistant Superintendent for Business at Plainview-Old Bethpage Central School District
who served as chief editor, for their support,

Richard Cunningham
Work Group Co-Chairperson
Assistant Superintendent for Business
Plainview-Old Bethpage Central School District

Victor Churchill, CPA
Work Group Co-Chairperson
Sickler Torchia, Allen & Churchill CPA's

Work Group Members

Ashraf Allam
Director Business Operations/l'ech
Little Falls Ci[y School Districr

Otis Jones
Senior Auditor
NYSED

Leslie Spurgin, CPA
Audit Partncr
Insero & Co., CPAs

Kathryn Barett, CPA
Director
Freed Maxxick CPAs

Heather R. Lewis, CPA
Director
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Comptroller
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DEFINITIONS

BUDGET'ALLOWABLE USE OF FUNDS'COST PRINCIPLES
r Advance pavment: means a payment that a Federal awarding agency or passthrough

entity makes by any appropriate payment mechanism, including a predetermined
payment schedule, before the non-Federal entity disburses the funds for program
purposes.

Allowable cost: A cost that complies with all legal requirements that apply to a
particular Federal education program including statutes, regulations, guidance,
applicalions and approved grant awards.

Education Deparfnent General Administrative Reoulations (EDGARI: A
compilation of regulations that apply to Federal education programs. These regulations
contain important rules governing the administration of Federaleducation programs, and
include rules affecting the allowable use of Federal funds (including rules regarding
allowable costs, the period of availability of Federal awards, documentation
requirements, and grants management requirements). EDGAR is accessible at
http://www2. ed, oov/policv/f u ndlreqledoa rReq/edsar. html.

Omni Circular or 2CFR 200: Uniform Administrative Requirements, Cost Principles,
and Audit Requirements for Federal Awards. Federal cost principles that provide
standards for determining whether costs may be charged to Federal grants. EDGAR
requires all grantees and subgrantees to follow the cost principles set out in 2 CFR 200s
at the following: htt0://trvww,ecfr.oov/csi-bin/text.idx?node=pt2.1 .200&rqn=divS, The
Omni Circular, 2CFR 200, and Uniform Grant Guidance are all referring to the same
document.

xvii

xl

xl

o

a

a

PURCHASING
r Assresate refers to the aggregate amount to be expended during a 12-month period.

r Purchase Order (POl is a document issued by the School District that authorizes a
purchase transaction. The PO sets forth the descriptions, quantities, prices, discounts,
date and other terms and conditions.
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Simplified Acquisition Threshold (SAT) is the abbreviation for the Federal guideline
for Simplified Acquisition Threshold which is $1S0,000,

CASH MANAGEMENT
o Advance pavment: means a payment that a Federal awarding agency or passthrough

entity makes by any appropriate payment mechanism, including a predetermined
payment schedule, before the non-Federal entity disburses the funds for program
purposes.

COMPENSATION-PERSONAL SERVICES EXPENSES AND REPORTING
r Cost Obiective: A particular grant award or other category of costs used to track

specific cost information (e.9. earmarks or set-asides that require the District to track
expenditure information to ensure it spends a specific amount for a specific purpose),

o Emolovee Compensatlon: All amounts paid or accrued to an employee for services
rendered during the award period. Compensation includes salaries, fringe benefits,
stipends, bonuses and payments made under supplemental contracts. The District may
require specific groups of employees to complete time sheets as verification of services
rendered during an award period.

Multiple cost obiectives Emolovees: Employees who work on multiple cost
objectives such as:

e More than one Federal award;
o A Federalaward and a non-Federal award;
o More than one activity within a Federal award that is separately tracked by

the District (such as set-asides, earmarks or match/in-kind contributions).

a

a

a

Reoulsition is the initial purchase request that an employee enters into the District
financial accounting software. Once the requisition has moved forward through the
approval process it is printed out or emailed as a purchase order and the order is
processed.

Sinsle Cost Obiective Emplovees: Employees who work exclusively on one cost
objective.

CAPITAL ASSETS
. Capitalization oolicv is used bv a District to set a threshold. above which

qualifvlnq expenditures are recorded as fixed assets, and below which they are
charged to expense as incurred. The policy is typically set by District administration or
the board of education. The capitalization policy also governs whether certain
expenditures are accounted for as separate assets, or as part of a larger asset.

r Computlng Devlces are machines used to acquire, analyze, process, and publish data
and other information electronically, including accessories (or "peripherals") for printing,
transmitting and receiving, or storing electronic information.
lnformation technology systems are computing devices, ancillary equipment, software,
firmware, and similar procedures, services (including support services), and related
resources.

Equipment is tangible personal property having a useful life of more than one year and
a per-unit acquisition cost which equals or exceeds the lesser of the capitalization level
established by the non-Federal entity for financial statement purposes, or $5,000. High-
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I Purchase Order (FOl is a document issued by the School District that authorizes a
purchase transaction. The PO sets forth the descriptions, quantities, prices, discounts,
date and other terms and conditions.

Safequardlnq is defined as providing a reasonable assurance regarding prevention or
timely detection of unauthorized acquisition, use or disposition of the District assets that
could have a material effect on the financial statements.

RECORDS RETENTION
r Permanent Retention Period means the records should be retained and never

destroyed.

Records is defined as information contained in records regardless of its physical form
(paper, microfilm, computer disk or tape, or other medium).

Retention Period represents the period of time a document should be kept or "retained"
New York State School Districts should consult Records Retention Schedule ED-1"

SUBRECIPIENT MONITORING AND MANAGEMENT
r Contract A legal instrument by which a non-Federal entity purchases property or

services needed to carry out the project or program under a Federal award. The term as
used in Parl2 CFR does not include a legal instrument, even if the non-Federal entity
considers it a contract, when the substance of the transaction meets the definition of a
Federal award or subaward.

Contractor: An entity that receives a contract, i.e. a legal instrument by which a non-
Federal entity purchases property or services needed to carry out the project or program
under a Federal award.

a

a

risk equipment of less than 95,000 should also be safeguarded and tracked along with
an inventory done every two years.

Hioh-Risk Assets are those items identified by the District as easily portable, desirable
for personal use or easily marketable.. Currently computers, lPad, multi-media and
audio assisted equipment, and other portable technology are considered theft-sensitive
and high-risk.

Pass-throush Entitv (PTEI: A non-Federal entity that provides a subaward to a
subrecipient to carry out part of a Federal program.

Subaward: An award provided by a PTE to a subrecipient for the subrecipient to carry
out part of a Federal award received by the PTE. lt does not include payments to a
contractor or payments to an individual that is a beneficiary of a Federal program. A
subaward may be provided through any form of legal agreement, including an
agreement that the PTE considers a contract.

Subreciplent: A non-Federal entity that receives a subaward from a PTE to carry out
part of a Federal program; but does not include an individual that is a beneficiary of such
program.

,'l
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BUDGET/ALLOWABLE USE OF FUNDSICOST PRINCIPLES

RATIONALE

Developing grant budgets must be based on the proposed activities planned and described
in the grant application to ensure the intent of the federal program is maintained. Budgeted
expenditures must conform to that intent and be allowable under the Omni Circular (2CFR
200) as well as Education Department General Administrative Regulations (EDGAR),
described under "Definitions."

ln compliance with 2CFR $200.302(bX7) and EDGAR, procedures outlined in this section will
enable management and staff to ensure the District is in compliance with the allowability
requirements under the terms and conditions of the grant as well as the 2 CFR 2OO,Subpart
E and EDGAR.

POLICY

FRAMEWORK FOR ANALYZING ALLOWABLE COSTS

To determine whether a cost is allowable under the program, staff must become familiar with
the requirements under 2 CFR 200, 6ubpart E and EDGAR, as well as objectives of each
grant.

Generally, when analyzing whether a particular cost is permissible, it is usefulto perform the
following analysis:

o ls the cost specifically included in the District's approved grant budget?
r ls the cost forbidden by Federal laws such as 2 CFR 200, Subpart E or EDGAR? (see

below for examples)
r ls the cost permissible under the relevant Federal program?
o ls the cost consistent with the Federal cost principles in 2 CFR 200s?
o ls the cost consistent with progrbm specific fiscal rules?
o ls the cost consistent with an approved program plan and budget, as well as any

special conditions imposed on the grant?

While there are other important considerations District staff must take into account when
analyzing whether a specific proposed cost is permissible, the above questions can provide a
useful framework for the analysis.

FEDERAL COST PRINCIPLES

The Omni-Circular defines the parameters for the permissible uses of Federal funds. While
there are many requirements contained in it, it includes core principles that serve as an
important guide for effective grants management. These core principles require all costs to
be:

r Necessary for the proper and efficient performance or administration of the program.

o Reasonable. ln other words, it should be clear to an outside observer why a decision
to spend money on a specific cost made sense in light of the cost, needs, and
requirements of the program and that sound business practices were followed and
purchases were comparable to current market prices.

8
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o Allocable to the Federal program that paid for the cost. Under 2 CFR $200.405, this
means that a program must benefit in proporlion to the amount charged to the Federal
program-for example, if a teacher is paid 50% with Title I funds, the teacher must
work with the Title I program/students at least 50% of the time. This also means that
recipients need to be able to track items or services purchased with Federalfunds so
they can prove they were used for Federal program purposes,

o Authorized under state and local rules. This means all actions carried out with
Federal funds must be authorized and not prohibited by state and local laws and
policies.

o Adequately documented. A recipient must maintain proper documentation so as to
provide evidence to monitors, auditors, or other oversight entities of how the funds
were spend over the lifecycle of the grant.

r Consistentwith policies and procedures. The same policies and procedures should
apply uniformly to both federally-financed and other activities of the District. For
example, personnel whose travel is paid with Federalfunds is reimbursed at the same
rates as personnel whose travel is paid with state or local funds, and the grant is
charged accordingly.

r Not included as a match or cost-share. An element of cost shOuld not be included
as a match or cost-share of another federal program, unless the specific Federal
program authorizes Federal costs to be treated as such. Some Federal program
statutes require the grantee lo contribute a certain amount of non-federal resources to
be eligible for the Fedoral program.

o Net of all applicable credits. The term "applicable credits" refers to those receipts or
reduction of expenditures that operate to offset or reduce expense items allocable to
the federal award. Typical examples of such transactions are purchase discounts;
rebates or allowances; recoveries or indemnities on losses; and adjustments of
overpayments or erroneous charges, such as credits. To the extent that such credits
accruing to or received by the District relate to the Federal award, they shall be
credited to the Federal award, elther as a cost reduction or a cash refund, as
appropriate.

The Omni-Circular also contains specific rules on selected items of costs, Costs must comply
with these rules in order to be paid with Federal funds.

ALLOWABLE COSTS

Costs that may be Allowable under 2 CFR 200, Subpart E Under Specific Conditions:

FS.10 Budoet ltem Citation

Professional and support salaries

Purchased services
Supplies and materials
Travel expenses
Employee benefits
Equipment

$200,430
2 CFR Appendix ll Contract

provisions

s200.453
s200.474
s200.431
s200.439

Budoet ltems for Other Grants

Advisory Councils 9200.422
9
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Audit costs and related services
Bonding costs
Conferences
Depreciation
Employee health and welfare costs
lnsurance and indemnification
Maintenance, operations, and repairs
Memberships and subscriptions
Professional service costs
Proposalcosts
Publication and printing costs
Rental costs of building and equipment
Training costs

s200,425
s200.427
s200.432
s200.436
s200.437
s200.447
s200.452
s200.454
s200.459
s200.460
s200.461
s200.465
s200.472

COSTS FORBIDDEN BY FEDERAL LAW

2 CFR 200, Subpart E identifies certain costs that may never be paid with Federalfunds. The
following list provides examples of such costs. lf a cost is on this list, it may not be supported
with Fedetal funds. The fact that a cost is not on this list does not mean it is necessarily
permissible. There are other important restrictions that apply to Federal funds, such as those
detailed in 2 CFR 200s; thus, this list is not exhaustive.

UNALLOWABLE COSTS UNDER 2 CFR 200, Subpart E

o Advertising and public relations costs (with limited exceptions), are prohibited;
includes promotional items and memorabilia, including models, gifts, and souvenirs

o Alcoholic beverages
o Bad debts
o Contingency provisions (with limited exceptions)
o Fundraising and investment management costs (with limited exceptions)
o Donations
o Contributions
r Entertainment (amusement, diversion, and social activities and any associated

costs)
o Fines and penalties
o General government expenses (with limited exceptions pertaining to lndian tribal

governments and Councils of Government (COGs))
o Goods or services for personal use
o lnterest, unless specifically stated in $200.441 as allowable

UNALLOWABLE COSTS UNDER EDGAR (PART 76)

o The use of funds for religion
r The acquisition of real property (unless specifically permitted by programmatic

statute or regulations which is very rare in Federal education programs)
o The use of funds for construction (unless specifically permitted by programmatic

statute of regulations which is very rare in Federal education programs)
r Charging tuition or fees collected from students toward meeting matching, cost

sharing, or maintenance of effort requirements of a program

PROGRAM ALLOWABILITY
Any cost paid with Federal education funds must be permissible under the Federal program
that would support the cost.

l0
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Many Federal education programs detail specific required and/or allowable uses of funds for
that program. lssues such as eligibility, program beneficiaries, caps or restrictions on certain
types of program expenses, other program expenses, and other program specific
requirements must be considered when performing the programmatic analysis.

Costs must be consistent with the purposes of the program in order to be allowable.

PROGRAM SPEC'F'C F'SCAL RUTES
All Federal education programs have certain program specific fiscal rules that apply.
Determining which rules apply depends on the program; however, rules such as supplement,
not supplant, maintenance of effort, comparability, caps on certain uses of funds, etc. have
an important impact when analyzing whether a particular cost is permissible.

Many state administered programs require LEAs to use Federal program funds to supplement
the amount of state, local (and in some cases other Federal) funds they spend on education
costs, and not to supplant - or replace - those funds. Generally, the "supplement, not
supplant" provision means that Federal funds must be used to supplement the level of funds
from non-Federal sources by providing additional services, staff, programs, or materials. ln
other words, Federal funds normally cannot be used to pay for things that would otherwise be
paid for with state or local funds (and in some cases with other Federal funds).

Auditors generally presume supplanting has occurred in three situations:

o District uses Federal funds to provide services that the District is required to make
available under other Federal, state, or local laws.

o District uses Federal funds to provide services that the District provided with state or
local funds in the prior year.

r District uses Title l, Part A or Migrant Education Program funds to provide the same
services to Title I or Migrant students that the District provides with state or local funds
to nonparticipating students.

These presumptions apply differently in different Federal programs, and also in schoolwide
program schools. Staff should be familiar with the supplement not supplant provisions
applicable to their program.

IND'RECT COST RATE
The New York State Education Department (NYSED) calculates the restricted and
unrestricted cost rates for all School Districts within the State of New York. NYSED issues a
memo annually to the District stating the restricted and unrestricted costs rates to be used by
the District, the period of time the rates are to be used for, and the types of programs/grants
that the rates are to be used for.

Applying the lndirect Gost Rate
The lndirect Cost Rate percentage is multiplied against the actual direct costs (excluding
distorting items such as equipment, contracts in excess of $25,000, pass-through funds,
etc.) incurred under a particular grant to produce the dollar amount of indirect costs allowable
to that award (34 CFR 575.564; 34 CFR S76.569). Once the District applies the approved
rate, the funds that may be claimed for indirect costs have no Federal accountability and may
be used as if they were non-federal funds. For Direct Grants, reimbursement of indirect costs
is subject to the availability of funds and statutory or administrative restrictions (34 CFR

s75.564).

ll
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APPROYED PLANS. EUDGEIS A'VD SPEC'AL COA'D'r'O'VS
As required by Omni Circular, all costs must be consistent with approved program plans and
budgets. This includes the District's Consolidated Application to the NYSED Department of
Public lnstruction and school-level plans such as schoolwide plans,

Costs must also be consistent with all terms and conditions of Federal awards, including any
special conditions imposed on the District's grants.

REVISION OF BUDGET AND PROGRAM PLANS
The budget plan is the financial expression of the project or program as approved during the
federal grant'application process. lt shall be related to performance for program evaluation
purposes whenever appropriate.

During the year, funding strategies may change for a variety of reasons. lf an allowable cost
is not in the original budget, a budget amendment must be submitted prior to the submission
of the grant claim.

Approval shall be obtained whenever any of the following changes are anticipated under a
non-construction award:

o Revision which would result in the need for additionalfunding.
o Cumulative transfers among direct cost categories, or among separately budgeted

programs, projects, functions, or activities which exceed or are expected to exceed
ten percent of the current total approved budget.

Districts are required to report deviations from budget and program plans, and request prior
approvals for budget and program plan revisions to the New York State Education Department
(NYSED), in accordance with this section.

Districts shall request prior approvals from NYSED for one or more of the following program
or budget related reasons:

o Change in the scope or the objective of the project or program (even if there is no
associated budget revision requiring prior written approval).

o Change in a key person specified in the application or award document.
o The need for additional District funding.
o The transfer of amounts budgeted for indirect costs to absorb increases in direct costs,

or vice versa, if approval is required by NYSED.
o The inclusion of costs that require prior approval in accordance with the Omni-Circular.
o The transfer of funds allotted for training allowances (direct payment to trainees) to

other categories of expense,
o Unless described in the application and funded in the approved awards, transfer, or

contracting out of any work under an award, This provision does not apply to the
purchase of supplies, material, equipment or general support services.

l2
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When requesting approvalfor budget and program plan revisions, Districts shall use NYSED
provided grant modules that were used in the application process. District personnel should
be aware of NYSED imposed time frames and other restrictions (if any) for budget revisions.

TRAINING

The District will provide training on the allowable use of federal funds to all staff involved in
federal programs through activities such as:

r Distributing federal guidance documents;
r Distributing District policies and procedures;
e Developing templates, checklists and other guidance documents as appropriate;
o lnternaltraining sessions;
r Routine staff meetings; and
r lnformaltechnical assistance.

Districts will promote coordination between all statf involved in federal programs through
activitles such as:

o Routine statf meetings;
r Joint training sessions;
r Policies and procedures that address all aspects of Federal grants management;
o Sharing information that has cross-cutting impact such as single audits, monitoring

reports, letters from oversight entities, etc.

SANCTIONS

Any District employee who violates this Procedure will be subject to appropriate discipline as
reflected by comments to be placed in their personnelfile.

PROCEDURES

Before Developing the Grant Budoet and Submittinq the Aoplicelion: The grant budget must
be based on the proposed activities planned and described in the grant application. Prior to
developing lhe budget, the program manager must know the intent of the federal program and
the activities that are allowable to be conducted with grant funds. For the purposes of this
section, the program manager may be the Director of Student Services, Director of Pupil-
Personnel Services, Title I Coordinator or any individual specifically designated by the
Superintendent to manage a grant program. The program manager must coordinate with other
District staff as appropriate to conduct the appropriate needs analysis using the appropriate
data to determine the goals and objectives for the program and the activities that will be
implemented to accomplish the goals and objectives. Once the goals, objectives, strategies,
and activities are outlined, then the budget to carry out the identified strategies and activities
should be developed.

Prior to completing the application, the program manager develops a detailed budget in a
document (such as in an Excel spreadsheet) separate from the application, although it is
advisable to use the FS-10 Budget Form as a template to make the submission process more
efficient. The program manager coordinates with the District's Business Official in preparing
the budget to ensure budgeted items are categorized according to the proper account codes.
This detailed budget, which serves as the guide for expenditures and becomes part of the
"working papers" maintained by the program manager, is used to complete the application. ln
most instances, particularly for formula grants, the budget entered into the grant application
will not be as detailed. The detailed budget is to be modified or revised as necessary to
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accommodate changes, which may result in an amendment to the application prior to incurring
certain expendilures.

ln addition, the program manager will work with stakeholder advisory groups to develop needs
assessments before grant activities are budgeted. Collaboration with other District programs
and any private schools attended by district students, for some grant funds, is a part of this
process so that there is efficient use of resources.

Reviewinq and Approvinq the Budqet Prior to Submitting the Application Prior to submitting
the grant application, the budget is reviewed by the program manager and the Business
Otficial. Once they have verified that planned expenditures are properly coded and the total
grant amount is correct, the grant is submitted by the Superintendent.

At least two weeks prior to the grant due date the program manager and Business Official
review the items in the proposed budget to ensure budgeted items are listed in the correct
account codes according to grant guidance and the District's classification chart and to ensure
the items are allowable. The budget is also reviewed to ensure that any costs requiring specific
or prior approval are specificalty identified and listed. lf the program manager or Business
Official determines that a cost is not allowable, then a change is made to either reduce the
grant amount or re-direct the unallowable cost to an allowable cost before submission by the
Superintendent.

lf a specific item of cost is determined to be unallowable the program manager would inform
the Business Otficial and remove the cost from the application and/or budget. lf the
expense has already occurred and then determined to be unallowable. the Business Official
would make a journal entry removing that expense from the budget and reclassifying it to a
more appropriate location.

Once the program manager determines that all budgeted items are allowable and are
budgeted in the proper account codes, the budget is sent to the Business Official. Generally,
the budget receives final approval one week prior to the submission of the grant.

Neqotiatinq the Submitted Aoplication
Once the grant application is submitted to the awarding agency, the designated program
contact, usually the program manager assigned to the grant program, is available via phone
and/or e-mail in the event that the awarding agency needs to contact the District to negotiate
the application or to ask questions or seek clarification related to the proposed program and/or
budget. The assigned program manager will seek guidance, if needed, from appropriate
District personnel and will respond to any inquiries from the awarding agency as soon as
possible but no later than three days. A delay in contacting,the awarding agency delays final
approval of the grant application, which delays grant program implementation and providing
services to intended beneficiaries of the grant.

After Receivino the Apnroved Application
Within a short time of receiving the approved application from the awarding agency, a
complete copy of the application will be provided to the responsible program manager by the
Business Otfice Secretary.

lf the grant application is approved as submitted, Business Official takes the necessary steps
(detailed below) to enter the detailed budget into the budget system. lf the award is for a
different amount, the program manager will adjust the detailed budget to reflect the change
and then coordinate the budget changes with the Business Official.

l4
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All grant budgets are entered into the accounts of the District in the general ledger as
approved in the application. Once entered, the Business Official approves the budget, and the
budget is ready for activity.

ln addition, the following steps are taken to ensure the District is prepared to implement the
grant on the beginning date of the grant to maximize the effectiveness of the grants.

Statf hired to work at the District are expected to be highly qualified and well prepared for the
position. Program managers manage their programs and budgets according to all Federal,
state and local rules. Staff is trained on local policies and procedures in order to ensure timely
and effective grant implementation. The Business Official or the Superintendent must approve
all g rant-related expenditures.

Program managers review their budgets at least monthly to determine if the program
expenditures are being effectively managed. Both program implementation and budgets are
reviewed at that time. Program managers review their budgets quarterly with the Business
Official and curriculum leaders to ensure program and budget implementation is aligned with
current District needs and initiatives.

As program managers review their budgets and determine changes are needed, they willwork
with the Business Official to request budget changes andior amendments to the grant or
contract. The Superintendent, Business Official, and program manager will determine if
budget changes need to occur. lf there are changes to the budget, the program manager will
submit the budget changes for the Superintendent's approval.

Program managers will complete any program or compliance reports required by the awarding
agency. lf the report is due the authorized official must submit. Program managers will
coordinate with the District's authorized officials prior to the submission date to ensure all
deadlines are met.

Amending the Aoplication
The District consults and complies with the guidelines and procedures provided by the
awarding agency as it pertains to when and how to submit an amendment to an approved
application. Procedures are in place to ensure the District does not exceed any maximum
allowable variation in the budget.

Monitorino and Amendinq the Budoet and Prooram Description: Each federal program
manager monitors their budgets monthly, Each month the federal program manager reviews
the expenses to ensure that allfunds will be expended in the allowable time frame. Any budget
change requests are submitted and approved by the Business Official or Superintendent. lf
the expenditures or program changes needed require an amendment the Federal program
manager completes the amendment and submits the budget changes to the Superintendent
for submission. Each awarding agency, and/or fund, has a different process for amending the
program and budget. The program manager is responsible for understanding the
requirements and submitting amendments in the appropriate manner. Program managers
review each budget and make determinations regarding the expenses. They discuss both
budget and program performance to ensure all funds are spent in an allowable manner that
is approved in the application by the awarding agency.

Changes to payroll are requested by the Payroll department monthly and are due by the 'tSth
of each month, Changes to payroll are submitted though the Business Official and are
effective based on the new payroll date. lf this creates a change in how an employee conducts
time and effort the employee and their supervisor will be notified of the change and the
effective date. The program manager then updates the employee's job description to match.

15

Association of School Business Ofhcials of New York I FederalFunds ProceduralManuol



l6

Associatiotr of School Business Officials of New York I Fedcrcrl Furrris Prorcclural Manuol



Attachments to Procedure:
r lmportant Sections of the Federal Register Rules and Regulations-Omni-Circular
. Refer to the following tink providing NYSED lnstructions for IDEA Part B Section 6'11 and

619 Grant Application and Budget Documents:
http://www,p l2.nvsed.gov/snecialed/fina.rrce/2019-20-idca-aBplication-instructioti-msnro.lltnrl

Legal References:
Education Depadment General Administrative Regulations
Federal Education Program Statutes
General Education Provisions Act
Omni-Circular

PURCHASING

RATIONALE

The purpose of a purchasing procedure is to ensure that the Central Valley Gentral School
District funds are appropriately spent in the most cost-effective manner and that the purchase
has been approved by the required administrative hierarchy, The procedure will also assist
Distric{ employees in understanding the purchasing process,

POLICY
(Central Vallev CSD Purchaslns Policv & Requlations # 4500's|

NVision is the financial accountinq sofiware that the Central Vallev CSD uses for all business
accountinq.

The Central Valley CSD policies for Purchasing and Regulations, Purchasing Authority,
Contracting for Professional Services and Authorized Signatures, supersedes the
procurement methods identified as per 5200.381(a) of federal law.

NOTE: LEA must check their Board of Education Policies against $200.321 Methods of
Procurement.

PROCUREMENT PROCEDURE
r Annually the District evaluates its purchases to determine what supplies, materials,

services, public work contracts will exceed in the aggregate the required threshold per
General Municipal Law of $20,000 for purchase/service contracts and $35,000 for
public work contracts.

. Based on this analysis the appropriate Bids and Request for Proposals are developed
and issued.

r Purchases will be made from the lowest and best bid submitted, based upon the lowest
responsible dollar offeror.

o Request for Proposals will be evaluated and awarded based on weighting criteria
developed, as part of the specifications.

r The District will provide justification and documentation of any contract awarded to an
offeror other than the lowest responsible dollar offeror. The justification and
documentation will set forth the reasons why such award is in the best interest of the
district and otherwise furthers the purposes of Section 104-B of the General Municipal
Law.

r lnferior service or product is cause for the removal of a vendor's name from the
bidder's list.
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a Bids or Request for Proposals will not be required for purchases made from:
o County, state or federal contracts
o Contract of another political subdivision
o Sole Source items
o Professional services that require special skill, expertise or training, refer

to Policy 4501
o Articles manufactured in a state correctionalfacility
o From agencies for the blind and severely disabled
o From national cooperative contracts in accordance with applicable law

r Purchases not required to have a Bid or Request for Proposal issued, must adhere to
the following:

o Purchase contracts from $20,000 and public work contracts from $35,000
require 3 written quotes, attached to the requisition.

. Requisitioners create electronic requisitions within NVision accounting software
program.

o All requisitions are electronically approved by the appropriate administrator.
r The requisition then moves forward to the Purchasing Agent, for final approval

confirming that the purchase is compliant with the Dislrict's Purchasing Policy and
Regulations,

. Proper documentation must accompany the requisition and be uploaded into the
requisition module, NVision accounting sofiware program.

r The purchase order is then printed and/or electronically mailed/emailed to the vendor
and processed by the business office.

. Blanket purchase orders for goods or services are valid only for the time period and
amount indicated on the purchase order. Examples of blanket POs include paper
purchased from school supplies vendor throughout lhe year. Extension of the
commitment beyond that time and/or amount shall be increased using
increase/decrease purchase order forms. Any increase of $5,000.00 or more must be
confirmed by a new purchase order. Blanket POs must go through the same approval
process as regular POs.

. An employee will not be reimbursed unless a PO has been processed prior to the
actual purchase and has submitted a paid receipt.

. District credit cards are issued on a limited basis. Purchases made with a District
credit card must have a PO processed prior to use. Approval of purchases made with
a District credit card shall follow the above listed procedures.

o When the product or seruices are received, the receiver checks off the items received
on the packing slip and signs the receiving copy of the PO. The packing slip is then
attached to the PO and forwarded to the accounts payable department. When
accounts payable receives the bill, accounts payable matches the documents to the
PO to ensure the District is only paying for items/services that were received.

r ln accordance with lnternal Claims Auditor Policy #44A3, the claims auditor is
responsible forformally examining, allowing or rejecting all accounts, charges, claims
or demands against the school district.

. The lnternal Claims Auditor provides the school board with the internal claims audit
report, along with the Distriet's corrective action plan,

r All documents and records retained by the District are in accordance with the New
York State ED-1 schedule.

r The Business Office maintains on the District's website, and distributes to all
purchasers, a comprehensive purchasing procedure manual.

. The Purchasing Agent conducts monthly purchasing and policy meetings to offer
professional development to all staff on compliance to procurement procedures and
policies.
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DEBA RMEN T AA'D SUSPEAIS'ON
Non-Federal entities are prohibited from contracting with or making subawards under
"covered transactions" to parties that are suspended or debarred, or whose principals are
suspended or debarred. "Covered transactions" include procurement contracts for goods and
services awarded under a grant or cooperative agreement that are expected to equal or
exceed $25,000.

All non-procurement transactions entered into by a recipient (i.e., subawards to
subrecipients), irrespective of award amount, are considered covered transactions, unless
they are exempt as provided in 2 CFR section 180.215.

This verification may be accomplished by:
r Checking the Excluded Pa(ies List System (EPLS) maintained by the General

Services Administration (GSA). EPLS is no longer a separate system; however, the
OMB guidance and agency implementing regulations still refer to it as EPLS and is
avai lable at https : //www. sam.gov/portal/publ ic/SAM/; or,

r Collecting a certification from the entity; or,
o Adding a clause or condition to the covered transaction with that entity.

The subrecipient cannot make a contract to parties listed on the EPLS through the System for
Award Management (SAM). SAM contains the list of names of parties debarred, suspended,
or otherwise excluded by federal agencies.

Please reference your district's procedure and update accordingly

The School Business Administrator is charged with the responsibility of moniloring and
ensuring compliance with the suspension and debarment procedures and documenting that
contracts over $25,000.000 have been verified on the System forAward Management (SAM)
site:

r Responsible Contractors/vendors will sign and notarize the District's certification form
that is an addendum to our contract or part of our BID/RFP.

r The Administrator of the grant will be responsible for checking the site for verification.
. The certification form must be signed and notarized priorto any purchase and attached

as supporting documentation to the purchase order,
. A copy of the form must be retained.

This process will be done for all new vendors and existing vendors will be checked annually.
Documentation should be maintained in the applicable vendor file,

WRITTEN PROCEDURES

Full and Onen Comnetition
Q 200.319 Full and Ooen Competltion
All procurement transactions must be conducted in a manner providing full and open
competition. ln order to ensure objective contractor performance and eliminate unfair
competitive advantage, contractors that develop or draft specifications, requirements,
statements of work, or invitation for bids or requests for proposals must be excluded from
competing for such procurements. Some of the situations considered to be restrictive of
competition includa but are not limited to:

r Placing unreasonable requirements on firms, in order for them to qualify to do
business.

. Requiring unnecessary experience and excessive bonding.
o Noncompetitive pricing practices between firms or affiliated companies,
r Noncompetitive contracts to consultants that are on retainer contracts.
. Organizational conflicts of interest.

l9

Association of School Business Officials of New York I Federat Ftutds Proceclural Manuol



specifying only a "brand name" instead of allowing "an equal" product to be offered
and describing the performance or other relevant requirements of the procurement.
Any arbitrary action in the procurement process.

To ensure adequate competition:
. Geographical preferences are prohibited, The District must conduct procurements

in a manner that prohibits the use of statutorily or administratively imposed state, local
or tribal geographical preferences in the evaluation of bids or proposals, except in
those cases where applicable federal statutes expressly mandate or encourage \.

geographic preference. Geographic location may be a selection criterion provided its
applications leaves an appropriate number of qualified vendors given the nature and
size of the project to compete for the contract.

. Prequalified lists of person, firms or products which are used in acquiring goods and
services must be current and included enough qualified sources to ensure maximum
open competition, The District must not preclude potential bidders from qualifying
during the solicitation period,

r Solicitation language must incorporate clear and accurate descriptions of the
technical requirements for the material, product, or service to be procured. The
description must not contain features that will restrict competition. The description
may include a statement of qualitative nature of the material, product or service to be
procured and must set forth minimum essential characteristics and standards to which
it must conform if it is to satisfy its intended use. Detailed product specifications
should be avoided. A "brand name or equivalent" description may be used, as a
means to define the performance or other salient requirements of procurement, when
it is impractical or uneconomical to make a clear and accurate description of the
technical requirements. The specific features of the named brand which must be met
by offerors must be clearly stated. ldentify all requirements which the offerors must
fulfill and all other factors to be used in evaluating bids or proposals.

Methods of Procurement
Q 200.320 Methods of Procurement
NOTE: Localthresholds apply if more stringent.

The following five methods are acceptable methods of procurement per the uniform grant
guidance:

A. Micro-purchases of supplies and services for similar like purchases in the aggregate of
$3,000 or less ($2,000 for purchases subject to Davis-Bacon) do NOT require quotes to
be received and effort should be made to distribute evenly these purchases to qualified
suppliers,

B. Small purchases of supplies or other property and services in excess of the yearly
aggregate of $3,000 and do not exceed the yearly aggregate of $150,000 do require
quotes but NO pricing analysis, lf used, price or rate quotations must be obtained from
an adequate number of qualified sources. The yearly aggregate threshold of $150,000 is
inflation adjusted periodically and could change in the future.

C. Sealed bids are required for purchases for similar like items in excess of the aggregate
of $150,000. Firm fixed price is awarded and must include at least two responsiUle
bidders. Bids will be opened publicly, and award is usually to lowest bidder (based on
fixed price). Sealed bids are publicly solicited and a firm-fixed-price contract (lump sum
or unit price) is awarded to the responsible bidder whose bid, conforming to all the
matedal terms and conditions of the invitation for bids, is the lowest price. lf the District
chooses a bid that was not the lowest, the District documents its selection as described
in its procurement procedures (paragraph 4).
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D. Competitive proposals used for projects over the yearly aggregate of $150,000 and
may be fixed price or cost reimbursement

1) This method is typical for architeclural/engineering professional services
and price is not used, lnstead contract is awarded to most qualified competitor
with compensation subject to negotiation.
2) Section 200.320(d) Specific requirements for competltive oroposals are as
follows:

o Requests for Proposals must be publicized and identify evaluation factors
and their relative importance. Any response to publicized requests for
proposals must be considered to the maximum extent practical;

o Proposals must be solicited from an adequate number of qualified sources;
o The non-federal entity must have a written method for conducting technical

evaluations of the proposals received and for selecting recipients;
o Contracts must be awarded to the responsible firm whose proposal is most

advantageous to the program, with price and other factors considered.

E. Noncompetitive proposals (sole source) is proeurement through solicitation of a
proposal from only one source and may be used only when one or more of the following
circumstances apply:

1) ltem is only available from a single source;

2) The public exigency or emergency for the requirement will not permit a
delay resulting from competitive solicitation;

3) The Federal awarding agency or pass{hrough entity expressly authorizes
noncompetitive proposals in response to a written request from the non-
Federalentity; or

4) After solicitation of a number of sources, competition is determined
inadequate. Follow Appendix ll to Part 200 which has specific information
for Equal Employment Opportunity, Davis Bacon Act, contract work hours,
safety standards, and debarment and suspension,

S 200,32'l Contraotlno with Small and Mlnorltv Busineeses. Women's Buginess
Enterprises. and Labor Surp.lus area firms
The District will take all necessary affirmative steps to assure that minority businesses,
women's business enterprises and labor area surplus firms are used when possible,

Affirmative steps include:

Placing qualified small and minority businesses and women's business enterprises
on solicitations lists and assuring they are solicited whenever they are potential
sources.
Divide total requirements when economically feasible into smaller tasks or quantities
to permit maximum participation by small and minority businesses and women's
business enterprises.
Using the services and assi5tance of such organizations as the Small Business
Administration and the Minority Business Development agency of the Department of
Commerce
Requiring the prime contractor, if subcontracts are to be let, to take affirmative steps
listed above.

The District will also procure recovered materials and comply with section 6002 of the Solid
Waste DisposalAct as amended by the Resource Conservation and Recovery Act.
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F 200.322 Procurement of Recovered Materials
Procurement of recovered materials must comply with section 6002 of the Solid Waste
DisposalAct, as amended by the Resource Conservation and Recovery Act, The District will
procure only items designated in guidelines of the EPA that contain the highest o/o of recovered
materials practicable and where the purchase price of the items exceeds $10,000.00 or the
value of what was purchased the previous year exceeded 910,000.00.

$ 200.323 Contract Cost and Prlce Analvsis
The District must perform a cost or price analysis with every procurement action more than
the SAT $150,000, or lower state or local threshold, refer to District Policy, including contract
modifications. Before receiving bids or proposals, an independent estimate must be made by
the District. ln all cases where a cost analysis is performed, the District must negotiate profit
as a separate element of the price for each contract in which there is no price competition,
Costs or prices based on estimated costs for contracts are allowable only when costs incurred,
or cost estimates are included in negotiated prices. The cost plus % of cost and % of
construction cost methods MUST NOT be used. The method and degree of analysis is
dependent on the facts surrounding the procurement situation and documentation should be
maintained in procurement files,

To establish a fair and reasonable profit, consideration must be given to
. Complexity of work to be performed
r Risk borne by the Contractor and the Contractor's investment
o Amount of subcontracting
r Quality of its record of past performance
o lndustry profit rates for similar work in geographical area

Q200.324 Federal Awardlns Aoencv or Passthrouqh Aqencv Revlew
The District must make available, upon request to the federal awarding agency or pass-
through entity, technical specifications on proposed procurement where the federal awarding
agency or passthrough entity believes such review is needed to ensure that the item or service
specified is the one being proposed for acquisition. This review will generally take place prior
to the time the specification is incorporated into a solicitation document. However, they may
request to review the.specifications after the solicitation has been developed, The District
must also make available upon request all procurement documents during the procurement
review.

$ 200.325 Bondlns Reouirements
For construction or facility improvement contracts or subcontracts exceeding the SAT, the
federal awarding agency or pass-through entity may accept the bonding policy and
requirements of the non-federal entity provided that the federal awarding agency or pass-
through entity has made a determination that the Federal interest is adequately protected. lf
such determinations have not been made the minimum requirements must be as follows:

o Bid guarantee (Bid Bonds) equivalent to 5% of the bid price

. Performance bond for 100o/o of the contract price

. Payment bond for 100% of the contract price

$ 200.326 Contract Provlsions
The Distriot'e contracts must contain the applicable provisions described in Appendix ll to Part
200 - Contract provisions for Non-Federal Entity Contracts Under FederalAwards.

All contracts made under federal awards must contain provisions covering the following as
applicable:
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. Contracts for more than the SAT ($150,000) must address administrative, contractual,
or legal remedies in instances where contractors violate or breach contract lerms, and
provide for such sanctions and penalties as appropriate

. All contracts more than $10,000 must address termination for cause and convenience
including the manner by which it will be affected and the basis for settlement

. Equal Employment Opportunity
o Davis Bacon Act
r Contract Work Hours and Safety Standards
. Right to lnventions Made Under a Contract or Agreement
r Clean Air Act
r Debarment and Suspension
o Byrd- Anti Lobbying Amendment
. Procurement of Recovered Materials

SErTLEII'E^r OF 
'SSUES 

AR'ST'VG OUI OF PFOCUREJI4E tTS
The District alone is responsible, in accordance with good administrative practice and sound
business judgment, for the settlement of all contractual and administrative issues arising out
of procurements. These issues include, but are not limited to, source evaluation, protests,
disputes, and claims. These standards do not relieve the District of any contractual
responsibilities under its contracts. Violations of law will be referred to the local, state, or
federal authority having proper jurisdiction.

PROTEST PROCEDURES IO RESOTYE D'SPUTE
The District maintains protest procedures to handle and resolve disputes relating to
procurements and in all instances, discloses information regarding the protest to the awarding
agency. The School Business Administrator is responsible for evaluation and award of the
contract. The School Business Administrator is responsible for completing protest procedures
in accordance with state and local law. The position and/or otfice that reviews the protest
should be ditferent than the one that awarded the contract.

Protest procedures should include:
o How potential vendors receive notice of ability to protest;
r What position/office receives the prolest;
o What position/office reviews the protest;
r Whether a report of the review is provided to the complainant, and;
r Timeframes for both making the protest and reviewing the protest.

Applicable Federal laws include:
r $200,318 General procurement standards
r $200.319 Competition
r $200,320 Methods of procurement to be followed
r $200.321 Contracting with small and minority businesses, women's business enterprises,

and labor surplus area firms
o $200.322 Procurement of recovered materials
o $200.323 Contract cost and price
o $200.325 Bonding requirements
r $200.326 Contract provisions

CONFLICT OF INTEREST

S 200.3181c1 General Procurement Standards
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(1) The non-Federal entity must maintain written standards of conduct covering conflicts of
interest and governing the pertormance of its employees engaged in the selection, award and
a d m i n i stration of co nt racts.
(2) lt the non-Federal entity has a parent, affiliate, or subsidiary organization that is not a sfafe,
localgovernment, or lndian tribe, the non-Federalentity musl also maintain written sfandards
of cond uct covering org anization al confl icts of interest.

ln accordance with the Omni Circular implementation the following conflict of interest
policies must be followed by all districts.

EMPLOYEE CONFLICT OF INTEREST
Gode of Ethics and Conflict of lnterest Policv # 0010. lV.D,1

The Omni Circular includes the following provisions and must be addressed in school district
policy:
No employee, officer, or agent may participate in the selection, award, or administration of a
contract suppofted by a Federal award if he or she has a real or apparent conflict of interest.
Such a conflict of interest would arise when the employee, afficer, or agent, any member of
his or her immediate family, his or her paftner, or an organization which employs or is about
to employ any of the parlies indicated herein, has a financial or otherinferesf in or a tangible
personal benefit from a firm considered for a contract. The officers, employees, and agents
of the School District may neither solicit nor accept gratuitieg favors, or anything of monetary
value from contractors or parties to subcontracts. However, the School District may set
sfandards for situations in which the financial interest is nof substantial, or the gm is an
unsolicited item of nominal value. The standards of conduct must provide for disciplinary
actions to be applied for vialations of such sfandards by officers, employees or agents of the
Schoo/ District.

Substantial .state and federal requirements exist pertaining to standards of conduct and
conflict of interest. ln accordance with the District's Policy, Central Valley CSD maintains
wrilten standards of conduct covering conflicts of interest and governing the actions of its
employees engaged in the.selection, award, and administration of contracts. ln addition to
any penalty contained in any other provision of law, any person who shall knowingly and
intentionally violate any of the provisions of these policies may be fined, suspended or
removed from office or employment, as the case may be, in the manner provided by law.

ORGANIZATIONAL CONFLICT OF INTEREST
Coda of Ethics and Conflict of lnterest Pollcv # 0010. lV.D.1

Organizational conflicts of interest mean that because of relafionsirps with a parent company,
affiliate, or subsidiary organization, the School District is unable or appears to be unable to be
impartial in conducting a procurement action involving the related organization (non-profit
organizations),
The CentralValley CSD has adopted Code of Ethics and Conflict of lnterest policies 0010,
setting forth the standards of conduct required of all Board members, district officers and
employees under the provisions of the General Municipal Law. ln accordance with policy, no
Board member, officer or employee shall have an "inferesf" (i.e., receive a direct or indirect
benefit as the result of a contract with the district) in:
r a firm, partnership or association in which he/she is a member or employee;
. a corporation in which he/she is an otficer, director or employee,
. a corporation in which he/she, directly or indirectly, owns or controls 5o/o ot more of the

stock;
o a contract between the district and his/her spouse, minor child or dependents, except for

employment contract between the school district, a spouse, minor child or dependent of a
Board member authorized by $800(3) of the General Municipal Law or 53016 of the
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Education Law

ln addition to the above, a Board member, officer or employee may be involved as a volunteer,
officer or employee in a charitable organization which has a relationship with the district. lf a
Board member is a board member, officer or employee of the charitable organization the
Board member must disclose such relationship in writing to the district, and the Board member
must recuse himself or herself from any discussions or votes relating to the charitable
organization which may come before the Board. When participating in the activities of the
charitable organization, the Board member, officer or employee shall not disclose any
confidential information learned in the course of his or her official duties or use such
information to further personal interests. Additionally, the Board member, officer or employee
shall not make representations on behalf of the district unless specifically authorized to do so
by the Board.

DISCLOSING CONFLICT OF INTEREST
Code of Ethics and Gonflict of lnterest Policv # 0010. V

The School District must disclose in writing any potential conflict af interest fo NYSED rn
accordance with applicable Federal awarding agency policy.

ln accordance with the policies, any Board member, officer or employee of the Central Valley
CSD, whether paid or unpaid, must publicly disclose the nature and extent of any interest
they or their spouse have, will have or later acquire in any actual or proposed contract,
purchase agreement, lease agreement or other agreement involving the school district
(including oral agreements), to the governing body and his/her immediate supervisor (Where
applicable) even if it is not a prohibited interest under applicable law. Such disclosure must
be in writing and made part of the official record of the school district. Disclosure is not
required in the case of an interest that is exempted under Section 803(2) of the General
Municipal Law. Theterm "interest" means a pecuniary or material benefit accruing to an officer
or employee.

The Board of Education for the Central Valley CSD atfirms its commitment to adhere
scrupulously to all applicable provisions of law regarding material conflicts of interest.
Knowing or willful violation of the District's policies #0010 by any employee may result in
disciplinary action up to and including dismissal. Any officer, employee or member of the
public noting or suspecting a violation of these policies is encouraged to bring the matter,
either in confidence or in public, to the Board of Education or the Superintendent of Schools.

CONFLICT OF INTEREST PROCEDURE

Annually, the District Administration will provide all employees with the Code of Ethics and
Conflict of lnterest Policies through the annual opening day packets, which they will be
required to confirm that they have read and understand the District's policies, as well as
requiring all Board of Education Members and employees involved with the purchasing
process, complete and file the attached "Conflict of lnterest and Disclosure Form" (See
Appendix C) with the Business Office. Any discrepancies will be shared with the Board
President, who will then communicate to the entire Board by October 31.

\

CASH MANAGEMENT

POLICY

The District must minimize the time elapsing between the transfer of funds from NYSED and
the disbursement by the District whether the payment is made by electronic funds transfer, or
issuance or redemption of checks, warrants, or payment by other means. Two methods are
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provided in federal regulations: advance payment and reimbursements. Records that identify
adequately the source and application of funds for federally-funded activities. These records
must contain information pertaining to Federal awards, authorizations, obligations,
unobligated balances, assets, expenditures, income and interest and be supported by source
documentation,

ADVANCE PAYMENTS

lf the District receives payment in advance it must maintain or demonstrate the willingness to
maintain both written procedures that minimize the time elapsing between the transfer of funds
and disbursement by non-Federal entity, and financial management systems that meet the
standards for fund control and accountability.

Advance payment Procedure
Non-Federal entities must be authorized to submit requests for advance payments and
reimbursements at least monthly when electronic fund transfers are not used, and as
often as they like when electronic transfers are used, in accordance with the provisions
of the Electronic Fund Transfer Act. Whenever possible, advance payments must be
consolidated to cover anticipated cash needs for all Federal awards made by the Federal
awarding agency to the recipient.

Advance payments of Federal funds:
o Must be deposited and maintained in insured accounts whenever possible
o Must be maintained in interest-bearing accounts, unless the following apply:

o The District receives less than $120,000 in Federal awards per year.
o The best reasondbly available interest-bearing account would not be

expected to earn interest in excess of $500 per year on Federal cash
balances.

o lnterest earned amounts up to $500 per year may be retained by the District
for administrative expense. lf the District earns any additional interest on
Federal advance payments deposited in interest-bearing accounts, contact
NYSED or follow procedures stated in 9200.305(9).o The depository would require an average or minimum balance so high that
it would not be feasible within the expected Federal and non-Federal cash
resources.
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REIMBURSEMENT

Reimbursement is the preferred method of payment when the District is unable to minimize
the time elapsing between the transfer of funds and disbursement

PROGRAM INCOME

Program income means gross income earned by the District that is directly generated by a
supported activity or earned as a result of the federal award during the grant's period of
performance. Program income must be used in accordance with the provisions of
$200.307(e).

WRITTEN PROCEDURES

Payment 0200,302(b)(6) Written procedures to implement the requirements of $200.305
Payment,

RECEIVING FUNDS

A. Gash/Check Received
o The individual (teacher, secretary, etc.) turning in cash/checks records a list of

payees and amounts (use of a standard form is encouraged, i.e. class list with
checkbox for each student receipt) or a receipt to turn in with the funds that they
are depositing with the school (financial) secretary.

. The school secretary reconciles the amount, lefting the depositor know of any
discrepancies and receipts all deposits {cash and checks.) A copy of each deposit
is forwarded to the business office.

o The school secretary signs over custody of the cash/checks to the district
messenger who deposits money to bank daily, A record signed by both the
secretary and the district messenger indicating the date, time and amount of the
deposit must be kept in the school. The Business Office never takes deposits to
the bank.

r The business office verifies all deposits via online banking orthrough monthly bank
statements.

. Deposits are receipted into financial accounting software by the business office
staff.

r Cash receipts for student activity funds are recorded at the individual school and
deposited by the district messenger on a daily basis school secretary,

. Lunch payments are brought to the school office in sealed bank envelopes and are
signed over to the school secretary. The school secretary signs over the lunch
payments to the district messenger for deposit on a daily basis. can be made at
school site drop boxes as wellas schoolsecretary.

r Lunch deposits are made online or by a food service employee. Students/families
can deposit money into their lunch account by sending cash or check to the school
lunch cashier or deposit funds on-line through electronic deposil company. The
food service employee credits matching funds amounts into the student specific
lunch fund. The food service employee submits a monthly report of deposits made
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to the business office. The business otfice monitors the lunch account daily via
the on-line banking system.

. All government aid payments are received via ACH to the District master account.
The business office completes a receipt for these payments and receipts them into
financial accounting software each month.

r The Business Office reconciles all bank accounts'on a monthly basis.

. The Business Office transfers funds online between bank accounts as needed or
has sweep accounts to utilize bank investment accounts.

B. FederalGrants
. Budget is created and updated by grant administrator and approved by business

manager in addition to the superintendent. The budget is submitted to the
appropriate grant office using form FS-10.

. Expenditures must be approved by individual grant administrator along with the
Purchasing Agent. The School Business Administrator. All expenditures must fall
within the grant guidelines of the submitted budget.

r Receipts must be turned into business office showing items matching the budget
and signed off by the grant administrator.

C. Claims
o Grant administrator approves expenditures and claims are filed quarterly by

business manager or designated person(s).

r Claims are monitored and approved by the superintendent or business manager
each quarter.

o District will provide funds for grants to cover grant expenditures until they are
reimbursed through the claim process.

r Claims not paid in a reasonable amount of time will be investigated by the business
manager or designated persons.

D. Receipt of Glaim
r The Business Manager verifies funds are received through bank records.

r The deposit records are entered into financial accounting software by the business
office.

o Receipts will be reconciled with the claim and discrepancies will be investigated.

The District utilizes various bank and investment accounts with Bank and a Local
Government lnvestment Pool Account. Accounts include:

Master
Accounts Payable Checking
Payroll
lnvestment
Various other debt, investment and student activity accounts.

The District must minimize the time elapsing between the transfer of funds from NYSED
and the disbursement by the District whether the payment is made by electronic funds
transfer, or issuance or redemption of checks, warrants, or payment by other means.
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COMPENSATION.PERSONAL SERVICES EXPENSES AND REPORTING

COMPENSATION.PERSONAL SERVICES EXPENSES

Costs of personal service compensation are allowable for a federal award to the extent that
they satisfy the specific requirements of federal statute 5200,430 Compensation-personal
services. Charges to Federal awards must be based on records that accurately reflect the
work perfomed. These records must:

. Be supported by a system of internal controlwhich provides reasonable assurance
that the charges are accurate, allowable, and properly allocated

r Be incorporated into the official records of the subrecipient

Compensation for employees engaged in work on federal awards will be considered
reasonable to the extent that it is consistent with that paid for similar work in other activities of
the District.

PROCEDURES

All employees paid with Federal funds must adhere to the procedures to complete the
appropriate personnel records. These procedures also apply to employees paid with non-
Federal funds that are used as a match (or in-kind contribution) in a Federal program, The
personal service compensation must reasonably reflect the total activity for which the
employee is compensated by the subrecipient and cannot exceeding 100% of compensated
activities.

A. Determining Cost ObJectives
Process Owners: The Director of Student Services and The School Business
Administrator
A cost objective is defined as a Federal grant award or other category of costs the
District used to track specific cost information. ln certain circumstances, the District
may track the time employees spend on particular activities within a single Federal
grant in order to demonstrate complianee with Federal requirements such as
earmarks, set-asides or match/in-kind contributions. When the District uses employee
compensation costs to meet these requirements they are known as "cost objectives,"
ln such a circumstance, an individual grant programs may have more than one cost
objective.

The Direcior of Student Services will determine the cost objective for each employee
and the School Business Administrator will provide appropriate means of documenting
time spent on activities to satisfy the Federal grant requirements.

B. $tandards for Documentation
Process Owners: School Business Administrator and District Treasurer

Charges for federal awards for salaries and wages must be based on records that
accurately reflect the work performed. ln accordance with 5200.430, these records
must:

r Be supported by a system of internal controls which provides reasonable
assurance that the charges are accurate, allowable, and properly allocated

r Be incorporated into official records
r Reasonably reflect total activity for which the employee is compensated, not

exceeding 100% of compensated activities
r Encompass both federally assisted and all other activities compensated by the

District on an integrated basis
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. Comply with the established accounting policies and practices fo the District, and. Support the distribution of the employee's salary or wages among specific
activities or cost objectives if the employee works on:

o More than one federal award
o A federalaward and non-federal award
o An indirect cost activity and direct cost activity
o An unallowable activity and a direct or indirect activity

All employees who are paid in full or part with federal funds must keep specific
documents to demonstrate the amount of time they spend on grant activities, This
includes and employee whose salary is paid with state or local funds but is used to
meet a required match or cost share for a federal program. These documents, known
as time-bnd-effort records, are maintained in order to charge personnel costs to federal
grants. Time and effort records must be maintained contemporaneously (as work
occurs) and must contain the following elements:

The activity (a brief description of what the employee did)
Time frame (the amount of time it took the employee to do the work), and
Funding source/program or other cost objective

Time-and-effort records must also

. Be executed after the work is completed, and not before

. Account for the total activities of the employee (100% of their time) including
employees working part time or overtime

. Specify the reporting period

. Be signed and dated by the employee

. Time and Effort records will be filed in the CSE office and will be retained as
per Record Retention Schedule ED-1.

C. Multlple Gost Objective Employees

Employees working on multiple cost objectives need to support the distribution of the
compensation among cost objectives if the employee works on multiple, unrelated
activities per grant guidelines. The federal grant subrecipient determines process to
determine what amount gets charged to the grant.
r Sample Time and Effort records can be found in Appendix 4.

D. Reconciliation
Process Owners: School Business Administrator and District Treasurer

It is the District's practice to charge employee compensation costs to Federal
programs based on budget estimates that reasonably approximate how an employee
will work during the year. Documentation records should be adjusted in a timely
manner if there are significant changes in the employee's work activity. District will
reconcile payroll charges reflected in employee records at least annually, however it
is recommended that the reconciliation occur quarterly or semi-annually. The District
needs lo determine if the time necessary maintaining supporting documentation is
worth charging as a direct cost onto a Federalgrant.

lf the District identifies a variance between how an employee's salary was charged
and how the employee actually worked, the District will adjust its payroll charges so
that the amount charged to Federal funds reflects the employee's actual time and
effort. The District will perform the adjustment at least annually, however it is
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recommended that the reconciliation occur quarterly or semi-annually. The final claim
form should reflect actual (reconciled) amounts, not budget estimates.

All necessary adjustments must be made such that the final amount charged to the
Federal award is accurate, allowable, and properly allocated,

E. Document Retention
Process owners: School Business Administrator and District Treasurer

Time and Effort records must be maintained for a period of five (5) years

Legal References: 2 CFR, Part225,
Federal Statutes 5200.430 Compensation-Personal Services
General Education Provisions Act
Omni-Circular

EQUIPMENT AND SAFEGUARDING ASSETS

RATIONALE
The maintenance of accurate records of District-owned land, buildings, furniture, equipment,
intellectual propefiy and materials is essentialto any well-managed school.

POLICY
The School Board, therefore, instructs the administration to establish and maintain an
inventory system which will account for these on an annual basis (not less than once every
two years - UGG) in accordance with generally accepted accounting principles. The
inventory shall be conducted by building staff; departments or third parties using forms
made available by the District office. The Procedure itself will need to identify the staff
responsible by title for your District and the timing each year the task is expect to occur and
be completed by. lnventories are to be taken in the spring of each year, prior to the close of
the school year. A copy of the complete inventory shall be filed in the District office.

School districts are required by state law to safeguard assets of the District (identify by title
responsible party). Assets acquired with Federal awards vest with the District subject to
authorized use until the property is no longer needed for ihe project purpose, maintained un-
encumbered and ultimate proper disposal. ln addition, the terms of some Federal grants and
bond covenants require speciflc identification of assets acquired with those moneys, impose
restrictions on disposing of such assets and/or designate allowable uses of the proceeds of
the sale of such assets.

PROCEDURES

All employees must adhere to the procedures to ensure the appropriate capitalization and
safeguarding of assets with a useful life of more than one year,

WRITTEN PROCEDURES

Employees must adhere to the following procedures to ensure goods are maintained in a
properly controlled and secured environment.

When the product or services are received, the receiving or the business office checks off
the items received on the packing slip and the PO. The packing slip is then attached to the
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PO. When accounts payable receives the bill, accounts payable matches the documents to
the PO to ensure the District is only paying for items/services that were received.

The Business Office provides the school board a detailed list of paid or unpaid checks for
approval, The board approves the list at their next meeting.

INVENTORY

The District needs to be able to provide information where the item is located, ltem should
be readily identifiable if purchased with Federal grant,

WRITTEN PROCEDURES

The inventory shall be conducted by building staff and/or departments (identify by title) on
an annual basis, during the spring (identify time of year) of each year. Federal Uniform
Grant Guidance requires the inventory to occur at least once every two years (section
200.313 (dX2)). A copy of the complete inventory shall be filed in the district office, no later
than September 7th annually, to better coordinate allthe inventory items.

lnventories must contain tag numbel, if applicable, description of the property, serial number
or other LD. number, source of funding, acquisition date, cost, vendor, and location.
(Federal Uniform Grant Guidance section 200.313 (dxl)).

1. Fixed assets are tagged with a District asset tag number by the department. The
department is responsible for maintaining these inventories, including separate
invenlories for items purchased with federalfunds.

2. District staff (identify by title) are required to update inventories for equipment valued
over fhe thresholds set by Board af Education Policy 5622: CapitalAssefs
Accounting that are contained within their building. (Federal Uniform Grant Guidance
requires a capitalization level of not more than $5,000 per unit acquisition cost, per
section 200.333). An inventory of high-risk assets should also be performed every
two years regardless of dollar amount,

3, District staff (identify by title) are also required to update inventories for non-
consumable object purchases contained within their building.

4. The District inventories need to be stored in the vault for safe keeping.
5. Adequate maintenance should be performed to keep propedy in good condition,
6. Prior year inventory listings should be reviewed to assist in identifying assets

missing, junked or sold during the current fiscal year.

DISPOSAL

A. All School propefty and equipment deemed surplus shall be disposed of at the
discretion of the School Board.

B. When original or replacement equipment acquired under a Federal award is no
longer needed for the original project or program or for other activities currently or
previously supported by a Federal awarding agency, except as otherwise provided in
Federal statutes, regulations, or Federal awarding agency disposition instructions,
the School District must request disposition instructions from the Federal awarding
agency, if required by the terms and conditions of the Federal award. Disposition of
the equipment will be made as follows, in accordance with the Federal awarding
agency disposition instructions

1) ltems of equipment with a current per unit fair market value of $5,000 or less may be
retained, sold or otherwise disposed of with no further obligation to the Federal
awarding agency.

2) lf the Federal awarding agency fails to provide requested disposition instructions
within 120 days, items of equiprnent with a current per-unit fair-market value in
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excess of $5,000 may be retained by the School District or sold. The Federal
awarding agency is entitled to an amount calculated by multiplying the current
market value or proceeds from sale by the Federal awarding agency's percentage of
participation in the cost of the original purchase. lf the equipment is sold, the Federal
awarding agency may permit the School District to deduct and retain from the
Federal share $500 or ten percent of the proceeds, whichever is less, for its selling
and handling expenses.

3) The District may transfer title to the property to the Federal Government or an eligible
third party.

LOST OR STOLEN ITEMS

Lost or stolen property should be reported to the building principal or program director as
soon as the individual is aware of the missing item. The building principal or program
director should then report the lost or stolen item to the superintendent or his/her designee.

Lost or stolen items should include an explanation of what happened to the item as
available.

lf an item is valued at $250 or more, a police report should be filed and included with the
insurance claim.

REFERENCES IN UNIFORM GRANT GUIDANCE

Capital Assets 9200.12
Equipment (Defined) 5200. 33
Equipment 9200.313r Title 5200.313(a)r Management Requirements 5200.313(d)r Use and Disposition of Equipment 5200.313(e)

RECORDS RETENTION

RATTONALE

The purpose of a Records Retention procedure is to ensure that necessary records and
documents of the District are adequately protected and maintained and to ensure that
records that are no longer needed by the District, or are of no value are discarded at the
proper time. The procedure will also assist District employees in understanding their
obligations in retaining documents.

PROCEDURE

A. The District will comply with the New York State Records Retention and Disposal
Schedule ED-1, as updated from time to time. A printed copy of the New York State
Records Retention and Disposal Schedule ED-1 can be found in the District Office.

B. lf retention requirements under Federal Uniform Guidance requires a longer period
the District will comply with OMB Part 200, Section 200.333 Retention Requirements
for Records. Generally, Section 200.333 requires retention for three years from the
date of submission of the final expenditure report or the submission of the quarterly
or annual financial report to the Federal awarding agency or pass-through entity,
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Special conditions extend this period for any litigation, claim or audit started,
notification received from awarding, cognizant or oversight agency to extend, records
for real property or equipment (three years from disposition) and program income
transaction occurring after the period of performance. lf records are transferred to the
awarding agency the retention period is not applicable. Further specific conditions
apply to indirect cost rate proposal and cost allocations plan as to when the three-
year period commences.

Attachments to Procedure: An electronic copy of New York State Records Retention and
Disposal Schedule ED-1 can be found at:
http:l/www, archives. nysed. gov/records/retention.ed-1

SUBRECIPIENT MONITORING AND MANAGEMENT

RATIONALE

The District may concurrently receive Federal awards as a recipient, a subrecipient, and a
conlractor, depending on the substance of its agreements with Federalawarding agencies
and pass-through entities (PTEs). Therefore, a PTE must make case-by-case
determinations whether each agreement it makes for the disbursement of Federal program
funds casts the party receiving the funds in the role of a subrecipient or a contractor.

POLICY

SUBRECIPIENT / CONTRACTOR DETERMINATION

A non-federalentity may concurrently receive Federal awards as a:
r Recipient
. Subrecipient
o Contractor

PTE must make case-by-case determination whether each agreement it makes for the
disbursement of federal program funds casts the pafty receiving the funds in the role of a
Subrecipient, or Contractor,

The differences between Subrecipient and Contractor are as follows;

Subreclplent
Creates a Federal assistance relationship

Determines who is eligible to receive what
Federal assistance
Has its performance measured in relation to
whether objectives of a Federal program were
met
Has responsibility for programmatic decision
making
ls responsible for adherence to applicable
Federal program requirements specified in the
Federal award; and
ln accordance with its agreement, uses the
Federal funds to carry out a program for a
public purpose specified in authorizing stature,

Gontractor
Purpose is to obtain goods and services for
the District's own use and creates a
procurement relationship
Provides the goods and services within normal
business operations
Provides similar goods or services to many
ditferent purchasers

Normally operates in a competitive
environment
Provides goods or services that are ancillary
to the operations of the Federal program; and

ls not subject to compliance requirements of
the Federal program as a result of the
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as opposed to providing goods or services for
the benefit of the PTE

agreement, though similar requirements may
apply for other reasons

SUBRECIPIENT REQUIREMENTS

The following infomation must be provided to all subrecipients

o Federalawardidentification

o All requirements imposed by the PTE

Any additional requirements that the PTE imposes on the subrecipient for the PTE to
meet its own responsibility to the federal awarding agency including identification of
any required financial or performance reports.

An approved federally recognized indirect cost rate negotiated between the
subrecipient and the federalgovernment or, if no such rate exists, either a rate
negotiated between the PTE and the subrecipient or a de minimis indirect cost rate

A requirement that the subrecipient permit the PTE and auditors to have access to
the subrecipient's records and financial statements, as necessary for the PTE to
meet its requirements

Appropriate terms and conditions concerning the closeout of the subaward

SUBRECIPIENT RISK OF NONCOMPLIANCE

Audit will evaluate subrecipient risk of noncompliance for purposes of determining
appropriate subrecipient monitoring including consideration of such factors as:

1. Subrecipient experience with the same or similar subawards;

2. Results of previous audits, including whether the subrecipient receives a single audit
and the extent to which the subaward has been audited as major;

3. Whether subrecipient has new personnel or substantially changed systems; and

4. Extent and results of Federal awarding agency monitoring,

REQUIRED SUBRECIPIENT MONITORING ACTIVITIES

The PTE must monitor the activities of the subrecipient as necessary to ensure that the
subaward is used for authorized purposes, in compliance with Federal statutes, regulations,
and the terms and conditions of the subaward; and that subaward performance goals are
achieved. PTE monitoring of the subrecipient must include:

r Review financial and programmatic reports

o Follow-up and ensure that the subrecipient takes timely and appropriate action on all
deficiencies pertaining to the federal award through audits, on-site reviews, and other
means

o lssue management decisions for audit findings pertaining to the federal award
provided to the subrecipient

PTE monitoring of the subrecipient plan should be

. Clearly identify necessary activities and responsible parties

o Review debarment lists
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r Allow for consistency throughout monitoring activities

r Characteristics include data quality reviews, required progress reporting, site and
desk reviews, potentially criticalfor large-scale projects, compliance auditing and
develop corrective action plans

r Once the process has concluded, develop and implement an internal action plan to
revise policies and procedures, enforce compliance with the internal requirements
and execute ongoing monitoring

. Utilize your internal auditors to conduc't regular, detailed reviews

r Document the execution of monitoring activities and corrective action taken.

The remedies for non-compliance are as follows:

. lf non-federalentities failto comply with requirements, the PTE may impose
additional conditions as described in statute 5200.207

o lf noncompliance cannot be remedied with additional conditions, the PTE may take
one or more of the following actions, as appropriate:

o Temporarily withhold cash payments

o Disallow all or part of cost of the activity not in compliance

o Wholly or partly suspend or terminate the federal award

o Recommend that the federal agency initiate suspension and debarment
proceedings

o Withhold further federal awards

Take other remedies that may be legally available
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S200.212 Suspension and dcbarmcnt.
Non-t'cdelal cntities and contractol's are subjcct
to the non-procurcnrcnt dcbarnrcnt and
sttspension regulalions inrplemcnting
Executive Ordcrs 12549 and 12689,2 CFll
part I 80. Tbese regulalions restrict alvards,
subawards, and col)tracls with oertain parties
that ars dcbaned, suspcnded, or othelrvise
cxcludcd frorn ol ineligible for parlicipation in
I,'cderal assistance programs or activilies.

$200,301 Perforrrance mc{suremenf.
'l'hc Federal arvarding ogcncy rnust rcquirc lhc
recipient to use OMB-approvcd stardard
infornration collcctions whcn providing
financial and pcrformancc inlbrnration. As
appropriate und in lccordancc rvith abovc
mcntioned information collections. the Fcdcral
awarding agcncy rnust rcquirc thc rccipicnt to
rclate financial data lo pcrlornrance
accotnplishnrcnts ofthc Fcdclal award, Also,
in accordance with abovc mentioncd standard
inlbrnration collections, and whsn applicable,
rccipicnls must also plovide cost inforrnation
to demonstrate cost cflbctivs pracliccs (e.g.,
through unit cost data). 'l'he rccipicnt's
pertbrnrance should be measured in a way that
will hclp the Federal awarding agency and
other non-l;cderal entilics to improve prograrn
oulconrcs, sharc lcssons lcarncd, alld spread
the adoplion olpromising practices. The
Federal arvarding agency should plovide
rccipients with clear pertbrmance goals,
irrdicators, and nrilestones as described in
$200,210 lnlbrmation containcd in a Federal
award. Perlormance rcporting lrcqucnoy and
content should bc eslablished kr not only allow
thc Federal arvarding agency to understand thc
rccipienl progress but also to facilitate
identification of promising practicos anlong
recipicnts and build thc cvidcncc upon which
the Fr:dcral awarding agoncy's program and

lrerfbrnrance decisions arc made.

$200,302 ]'inoncirl mnnRgement.

(a) liach state lnust expend arrd acoount ftrr lhc
ljedelal award in accordance with state laws
and proccduros lor expcnding and accounting
for the state's own funds. ln addition, lhc statc's
and the other non-Federal entity's financial
rnanagement systems, including reoords
documcnting conrpliancc with licdcral stalutcs,
rcgulations, and the tcrms and contlitions of thc
Federal arvard, must be sulficient to perrnit the
prcparation ofreports required by general and
progranr-spcoific lcrms and conditions; and thq
tracing olfunds to a lcvcl ol'expcnditurcs
adcquatc tr,r establish that suoh llnds havc bccn
uscd accordiug to the l.'cdcral slatutes,
rcgulations, and thc tcrnrs and conditions ofthe
Fedcral arvard. Scc also 9200.450 Lobbying.

(b) Ihc financial uranagcment systcm olcach
non-I;cderal cnlity nusL provide lor the
Ibllorving (see also $$200.333 Retention

requircrnents firr rccords, 200.33 4 l{cqucsls lbr
lranslcr of lccortls, 200.335 Methods IbL
collection, transmission and storage ol'
inforrnation, 200.336 Access to rccords, and
200.337 Rostrictions on public acccss to
reoords):

(l) ldentilication, in ils accounts, ofall Fcdcral
awards received and cxpcndcd and the Fedcral
programs under which thcy wcrc received.
Federal prograrn and Fcdcral arvard
identi{ication must include, as applicablc, thc
CFI)A litlc and nulnber, Federal arvard
identification nurnber and ycar, name ofthe
Federal agcncy, and nanrc ofthe pass-through
cntity, il'any.

(2) Accurate, currenl, and complcte disclosule
o1'thc linancial results ofcach F'ederal award
or program in accordance rvith the rcporting
requiretnenls set forlh in $$200.327 Financial
feporting and 200.328 Monitr.rring and
reporting progranr perlbrnrancc. ll' a l-cdcml
awardirrg agency requircs roporling on an

aocrual basis from a rccipicnl that maintains its
records on othcl lhan an accrual basis, the
recipient must not bc rcquircd to estnblish an
accrual accounting systcm. 'l'his recipient may
dcvclop accrual data fbr its reports on the basis
olan analysis ofthe doounrentation on hand.
Similally, a pass-through entity tnust not
rcquirc a sublecipient to cstablish an nccrual
accounting systern and rnust allow thc
subrecipient to develop acclual data for its
roports on lhc basis ol' an analysis of thc
docunrcntation on hand.

(3) Records that identily adequatcly the source
and application ol' funds tbr lbderally-f'unded
activitics. These rccords must contain
infunnation pertaining to Fedcral awards,
authorizations, obligations, unobligated
balanccs, asscts, expcnditures, inoornc and
intercsl and be.supported by source
clocurncntalion.

(4) Effective oonlrol over, and accountability
for, all l'unds, proporty, and other assets. The
nonl;ederal cntity must adequalely safeguard
all assets and assuro that they atc u.scd solely
fur authorizcd purposcs, Scc $200.303 Internal
controls.

(5) L-omparison ofexpcndilures with budgct
arnoulrts lor cach lederal arvard.

(6) Written procedures lo impienir:nt the
rcquircnrents of $200.305 Paymcnl.

(7) Written procedures for dcterrnining the
allowability of oosts in aocordance with
Subpart D-Cost Prinoiplcs of this part and thc
terms and conditions ofthc Fcdoral award.

$200.303 lnternal controls,

The non-Federal cntity rnust:

(a) Dstablish and maintain effectivc internal
control over thc Federal award that provides
rcasonable assurance that the non-F'ederal
entity is managing the Fcderal award in
cornpliance with Iederal statutcs, rcgulations,

and thc tcrms and condilions ofthe Fccleral

award. 'l'hese internal controls should be in
conrpliance rvith guidancc in "Standards lbr
Intcrnal Conlrol in the Fedctal (iovernnrent"
issucd try thc Comptrollcr Gcncral of the
ljnited Statcs or the "lnternal Control
Inlegraled Fraurework", issued by the
Conrnritlee of Sponsoring Organizations of thc
Tleadway Comnrission (COSO).

(b) Comply rvilh Fcdcral statutes, regulations,
and the terms and conditions ofthc Federal
awalds.

(c) Evaluatc and monitor thc non-Federal
cntity's cornpliance with slalutes, regulations
and thc tcrms and condilions ofFederal
awards.

(d)'l'ake prompt action whcn instanccs ol
noncompliance are idqntilted including
noncompliancc idcntificd in audit findings.

(e) Takc rcasonable rneasuros to safeguard
proteoled pcrsonally identifi able information
and other inforrnation the Federal awarding
agcncy or pass-through entity designatcs as

scnsilivc or the non-Fedcral entity considors
sensitivc consistent with applicable Federal,
state, local, and tribal laws regarding privacy
and obligations of confi dcntiality.

$200.305 Pryment.
(a) For states, payments are governed by
Treasury-Statc CMIA agreements and dclault
procedurcs codified at 3l CIFR I'rut 205 "ltulcs
and Proccdurcs lbr Fllllcient Federal-Statc
Furrds Transl'cls" and TFM 4A-2000 Ovcrall
Disbursing Rulcs fbr All Federal Agencies.

(b) For non-Fcderal cnlities other thrn states,
pa),ments mcthods must minimize the tirne
clapsing bclween tho lranslbr ol lirnds lrorn the
Unitcd States Treasury or thc pass-through
entity and thc disbursenreut by the non-Fcdelal
entity whcthcr thc payrnent is rnade by
eleotronic funds translbr, <lr issuanoe or
redeniption o1'checks, warrants, or paymcnt by
olhcr mcans. See also $200.302 Finanoial
nrarragenlent paragraph (b)(6). Exccpt as noted
clscwhcre in this pal1, Federal agenoics must
require recipicnls to use only OMB-approved
standartl governmentwiric i nf<rrrnation
collcotion requests to requcst paymcnt.

(1)'l'hc non-Fcderal entity nrust bc paicl in
advarrce, provided it nraintains or dclnonstlates
the rvillingness to rnaintain both written
procedures that minimize thc timc elapsing
between the transfer ol'funds and disbursemcnt
by thc non-Federal entity, and linancial
managemcnt systcms that meet the standards
for fuud control and accountability as

established in this paft. Advance paynlents to a
non-federal sntity must be limited to the
rninirnurn amounts necded and bc tirrcd to be
in accordancc with tho aolual, irnmcdiate cash
requirements ofthe non'l edcral cntity in
carrying out thc puqrose ofthe approvcd
program or pro.ject. The timing and arnount of



odvance paymcn(s nrust bc as closc as is
administratively tbasiblc to thc actual
tlisburscnronts by thc non-F'cderal cntity lor
direct program ol project costs and the
proportionatc shatc ofany allowable indilcct
costs. Thc non-Fcdcral entity rnust makc
tiurely payrnent to contraclors in accoKlancc
with the cout|act provisions.

(2) Whencvor possible, advance f.)aymcnls
n'rust be consolidated to cover anticipaled cash
necds for all Fetlcral arvards made by lhc
Fedcral awarding agency to the recipicnt,

(i) Advanco paymcnt rnschanisms includc, but
are not Iimited to,'l'rcasury check and
electronic funds transf'cl and rnust conrply with
applicablc guidance in 3l CI.'R part 208.

(ii) Non-Federal entities nrust bc authorized to
submil requcsts lirr advancc paymcnts and
reiurburscments at least nouthly when
elcctronic 1'und transfers are not uscd, and as

oftcn as they like when electronic tlanstbrs are
uscd, in accordance rvith thc provisions ofthe
Elcctronic l.-und 'l'ransfer Act (l 5 U.S.C. 1693-
I 693r).

(3) Reirnbulsenrsnt is thc preferred rnethod
when thc rcquirolnents in paragraph (b) cannot
bu rnct, when the Fcdcral awarding rgency sets

a specific condition pcL 9200.207 Specitic
conditions, or rvhen thc non-Fedcral entity
requests payment by lcirnbursencnt. This
rncllrod may bc used on any F'cdcral arvald for
oonslruction, or ifthe rnajor poltion ofthe
constru0tion project is accomplished through
private market financing or l'ederal loans, and
the Fedcral award constilutcs a minor pofiion
o1'thc plo.lcct. When the reimbulscmcnt
method is uscd, the Fedcral awarding agcncy
or pass-through entity musl makc payuront
within 30 oalcndar days aller rcceipt ofthe
billing, unlcss thc licderal awarding agoncy or
pass-l[rrough entity reasonal)ly believcs thc
roqucst to bc improper.

(4) lfthe nun-Fedcral cntity cannot meet thc
oriteria for advance paymcnls and thc Fcderal
awanling agcncy or pass-through cntity has
deterrninetl that reimburscment is not leasible
because the uon-Federal entity lacks sufticient
rvorking capital, thc Fedcral awalding agcncy
or pass-through entity rnay plovidc cash on a
rvolking capilal advancc basis. Undcr lhis
plocedure, thc Fcderal arvarding agcllcy or
pass-through cntity nrust advancc cash
paymcnls to thc non-Federal cntity to covcr its
cstiurated disbursctnent needs lbr an initial
pcriod generally geared to thc non-F'cderal
cntily's disbursing cycle. 'l'[rerealler. thc
Fedcral awalding agcncy or pass-through
entity rnusl rcimbursc the non-Federal entity
ftrr its actual cash disburscmcnls. Usc ofthc
wolking capital advance ntethod ofpayurent
rcquires that the pass-through cntity plovide
tirnely advancc payrnents to any subrecipients
in order to meet the subrccipicnt's ar.:tual cash
distrursemenls.'l'hc working capital advancc
method olpaymcnt rnust not be used by thc

pass-lhrough entity iflho reason for using this
nrethod is the unwillingness or inability ol'thc
pass-through cntity to providc tinrely advance
paynlcnts to thc subrecipic[t to nreet lhe
sublecipicnl's actual cash disbursernents.

(5) Use of lcsourccs before requcsting cash
advancc paynlcnts. T'o thc cxtenl available, the
non-!-cdcral entity must disbursc lirnds
availablc I'rorn program iuconrc (including
rcpayrncnts lo a revolving fund), rcbatcs,
refunds, contract scttlements, audit recover.ies,
and intclest earned on such lunds belilre
rcqucsting additional cash paymcnts.

(6) Unless othsrwisc rcquilcd by Federal
statutcs, payments f'or allowablc costs by non-
F'cdcral enlitics nrust not be withheld at any
titnc during thc period ofperfbrnrance unless
the conditions of 99200.207 Spccific
conditions, Subparl l)-Post Fedcral Arvard
Rcquircnrcnts ofthis part, 200.338 Remedies
for Noncomplianoc, or one or more of the
lollowing applies:

(i) The non-Federal entity has lhiled to comply
rvith the pruject obieotives, Fcdcral stalutes,
regulntions, or the t€rms and conditions ofthc
Federal award.

(ii) Thc non-Fedcral cntity is dclinqucnt in a
debt to thc Unitcd Stales as defined in OMB
Cuidancc A-129, "Polioics lbr Federal Credit
Progranis and Non-lbx Receivables." Under
such conditions, ths Ircdcral arvarding agcncy
or pass-through entity n1ay, upon reasonable
notice, inlblm lhc non-t edcral cntity that
paynlenls must not bc rnadc for obligations
incurrcd after a spccihcd date until the
conditions are correoled ol the indcbtednsss lo
the Federal Govcrnrnent is liquidalcd.

(iii) A payrnent rvithhold for failure to oomply
with l"'cderal award contlitions, but wilhout
suspension ol'thc Fcdcral award, must be
released to the non-F'edcral cntity upon
subsequcnl cornpliance, Whr:n a lrcderal award
is suspcnded, payment atljustments rvill be
nradc in accoLdanuc with $200.342 Hllbcts ot'
suspension and tcnnination.

(iv) A payrnent rnust not bc nrade to a non-
Federal entity ibr amounts that are withhcld by
thu non-f,'cderal entity lrorn paymcnt to
contractors to assure satisfactory oompletion of
work. A payment must be rrade wlren thc non-
Fcdcral entity actually disburses the withheld
lbnds to thc contractofs or to escrow accoullts
cstablishecl to assurc satisfactory completion of
work.

(7) Standarrls govcrning ths usc ofbanks and
othcr institutions as depositorics of advancc
payments under Federal awards ale as follows.

(i)'l'hc Fcdcral awardilrg agenoy and pass-
through cntity nlust not require separate
depository accoullts lbr tLrnds providcd to a
non-Federal cntity or establish any cligibility
rcquircments fbr dcpositories lor lunds
provided to the non-Federal entily. llowever,
lhe rtort-1.'cderal cntity nrust bc ablc to account

for thc reccipt, obligalion and expenditurc o1'

I'unds.

(ii) Advancc payrncnts ofFcdelal funtis rnust
bc dcposited and nrainlained in insured
acoounts rvhcncvcr possible.

(8) 'lhe non-Federal entity must ntaintain
atlvance paymcnts ol'F'cdcral arvards in
interest-bcaring acoounts, unless lhc following
apply.

(i) Thc non-Scdcl'al cntity rsccives less lhan
$120,000 in Fedelal awards per ycar.

(ii) The best reasonably available intcrcst-
bearing account would not be expected to eatn
interest in cxcess of$500 pcr yeal on Federal
cash balanoes.

(iii)'l'hc dopository would lequile an average
or minirnum balancc so high that it rvould not
be feasible within the expected l;ederal and
non-Fcdcral cash rcsourccs.

(iv) A fbLeign governulent or banking system
prohibits or prccludes intelesl bearing
accourrls.

(9) lntcrcst carned amounts up to $500 per ycar
may bc rctaincd by thc non-l'cderal gntity lbr
adnrinistralivc cxpcrlsc. Any additional intcrcst
earned on Fedcral advance payments depositcd
in intcrcst-bcaring accounts must be renritted
annually to thc l)cpartmcnt ol l lealth and
IIuman Scrviccs Paymcnt Managemcnt System
(PMS) through an cloctronio nrcdiurn using
either Aulomatcd ClcaLing l'lousc (ACI l)
rrctwork or a F'cdwirc Funds Scrvicc paymcnt.
Rcmittnnccs nrust includc pcrtincnt
inlornration ol'thc paycc and rratulo of
payrncnt in thc nremo arga (often referred to as

"addenda rccords" by Financial Institulions) as

that will assist in the timely posting ol'
intel'estcd calncd on fbderal I'unds. I'crtincnt
dctails includc thc Payce Account Nunrbcr
(PAN) if the payrnerlt originated frnnr PMS, or
Agcncy information if the paymcnt originated
fiotn ASAP, NSF or arrothel l'edcral agency
payment system. The rcrnittanoc nrust be
subnritled as f'trllows:

(i) For ACI I Rcturns:

Routing Number; 05 I 036706

Account numbor: 303000

I.lank Name and Location: Credit Oatcway-
ACI-I Reoeiver St. Paul, MN
(ii) t'or ltcdrvirc Returns+:

Routing Number: 02 I 030004

Accounl numbcl 7501050I

llank Narne and Location: Fedcral Resqve
Bank Treas NYC/Funds Translbr I)ivision
Ncw York, NY

(* Ploase uote organiiation initiating paynlcnt
is likely to incur a chargc from your Financial
Institutkn fbr this type of paymcnt)

(iii) F'or lnternational ACII Returns:

Bcneficiary Account: Federal I{eserve Bank ol'
Nerv York/lTS (Fl{l}NY/11'S)



Ilank: Citibank N.A. (Ncw York)

Swili Code: CITIU533

Accoullt Nurnber': 36838868

Ilank Addrcss: 388 Grccnwich Strcet, New
YoLk, NY 10013 USA

Payment Details (l,iue 70): Agenoy

Namc (abbleviated when possible) and Al,C
Agency POC: Michcllc Haney, (301) 492-5065

(iv) Iror rccipicnts that do not have clcqtronic
rcmittancc capability, please makc check**
payablo to: "'lhe Dcpartrncrrt 01'Hcalth alld
Hutnan Scrvices."

Mail Check to'l'rcasury approved lockbox:

I Il IS Prograrn Support Center, P.0. llox
530231, Atlanta, GA 30353-0231

(t+ Pleasc allow 4-6 weeks lbr proccssing ol'a
paymenl by chcck to be applied to the
appropriate PMS account)

(v) Any additional infolmation/instructions
may be tbund on the PMS Web site at

http://www.dprn.psc. gov/.

$200.308 Rcvision of budget and progranr
plans,

(a) The approvcd budget for thc F'cdelal awald
surrrnarizss thc financial aspects ofthc pro.ject

or program as approvcd during the Federtl
arvard prooess. It may includc either the
Federal and non-Federtl sharc (scc |i200.43
|ederal share) or only thc F'cdcral share,

depcnding upon hedcral awarding agenoy
requircmcnts. It musl bc tclated to
perfornrancc for program cvBluation purposes
whenevcr appropriato.

(b) I{ccipients arc rcquired to rcport dcviations
from budget or prt{ect soope or objective, and
lcquest prior approvals {iom Fcdcral awarding
agencies lor budget and prcgram plan
rcvisions, in aocordanci: with this section.

(o) For non-construction Federal awards,
recipicnts must request priol approvals liom
l:cdcral awarding agencies fot one or morc ol'
the following progranl or budget-rclatcd
rcasons:

(1) Clhangc in thc scopc or thc objectivc ofthe
project or prograrn (cvcn ifthcrc is no

associatod buclgct rcvisiorr rcquiling prior
writtcn approval).

(2) Changc in a key person specificd in thc
application or the Federal award.

(3) Thc discngagorncnt from thc pro.iect lor
morc than three months, or a 25 percent
rcduction in tinte devotcd to the projcot, by thc
approvcd project dircctor or principal
investigator.

(4) 1'hc inclusion, unlcss waivcd by the Federal
awarding agcncy, ol'costs that rcquire prior
approval in accordancc with Subpart E-Cost
I'rinciples o1'this parl or 45 Cl.l{ part 75

Apporrdix IX, "Principles tbr Dctcrnrining
C-osts Applicatrlc to l{cscarch and

I)cvclopmcnt unclcr Awards and Contracts
with llospitals," or 48 CF I( part 3 I , "Conrract
Cost Principles and Proccdurss," as applicable.

(5) The transliel oflunds budgcled fbr
participarlt suppott costs as definr:d in $200.75
Participant suppoI1 costs to othct catcgorics ol'
cxpense.

(6) LJnless dcscribed in the application and
funded in thc approved Federal arvards, thc
subawardirg, transf'erring or oontracting out of
any work under a l'cderal award, including
fixcd antount subawards as dcscribed in

$200.332 Fixed amount subawards.'I'his
provision docs not apply to thc acquisition of
sup;:lics, uraterial, cquipnlcnt or getreral

suppod scrvioes.

(7) Changes in the approvcd cost-sharing or
malching providcd by thc non-Fcdcral cntily.
No otho priol approval requircmcnts lbr
speoific itcnrs may be imposed unlcss an

exception has bcen approved by OMI). Scc

also $$200.102 Exccptions and 200.407 Pt'ior
writtcn approval (prior approval).

(8) The need ariscs for additional Foderal
l'unds lo complctc thc plo.ject.

(d) Dxccpt for lequirements listcd in paragraph
(c)(l) ol'this section, the F-cderal arvarding
agency is authorizod, at its option, to rvaivc
prior rvrittcn approvals rcquired by paragraph
(c) this scclion. Suoh waivcrs may include
aulhorizing rccipicnts to do auy one oL nrorc of
the lirllorving:

(l) lnour pro.jcct costs 90 calcndal days before
the Fcderal awarding agenoy makes thc
Federal award, l)xpenses nrolc than 90
calendar days pre-arvard rcquirc prior approval
ol'thc F'cdcral awarcling agcncy. All costs

incurlcd bcfore the Fcderal awarding agenoy

makcs thc I'ederal awarcl arc at the recipicnt's
risk (i.e., the Fctlcral awarding agency is under
no obligation to rcimburse such oosts iffor any
reason the reoipicnt docs not receive a F'cdclal
award or if the Fedcral award is less lhan
anticipatod and inadcquate to cover such

cosls). Sec also $200.458 Prc-award costs.

(2) lnitiatc a one-timc extensiorr olthc periotl
ofperlormance by up to l2 nronths unless one
or more of the oondiiions outlined in
paragraphs (dX2Xi) through (iii) ofthis section
apply. For one-lirne extensions, thc rccipient
rnust notily the l.'ederal awarding agency in
wLiting with the supporting rgasons and rt;viscd
poriod of perlbrmancs at lcast I 0 calcntlar days

bclorc the end of the period o1'pcrlbrmanoc
speciiied in the I'ederal arvard. I'his one-lims
cxtension rnay not bc exclcised merely lor the
purpose of using unobligated balances.
L,xtensions require explicit prior Fcderal
awarding agency approval whcn:

(i) Thc tcrms and oonditions ofthe Federal
award prohibit the extension.

(ii)'l'hc extcnsion rcquires additional f'ederal
funds.

(iii) The exlonsion involvcs any changc in the
approved objcctivcs or scope o1'the pro.iect.

(3) Carry folward unobligated balances to
subscquent peliods of pcrfortllance.

(4) For Federal awards that support rcsearch,

unlcss the Federal arvarding agcnoy providcs

otherwisc in thc l ederal award or in the
F'ederal arvalding agency's lcgulations, thc
prior approval rcquirements dcscribed in
palagraph (d) arc automatically rvaived (i.e.,

recipicnts need not obtain such prior
approvals) unlcss ole of thc oonditions
included irr paragraph (d)(2) applies.

(e)'l'he Fcderal awarding agency may, at its
oplion, restrict the translbr of funds among
dirccl cost categories or progtants, tunctions
and activities for Federal arvards in whioh the
Fedelal share o{'the project excceds thc
Simplified Aoquisition'l'hreshold and thc
cunrulative amount ol'such transtbrs exs€cds

ol is cxpccted to exoecd l0 perccnt ofthc total
budget as last approved by the t''cdcral
awarding agoncy. 'l'hc Fcderal awarding
agency cannot permil a transfer that would
cause any Federal appropriation lo be uscd for
purposcs other than those consistent rvith the

appropriation.

(l) All other changes to non-construction
budgets, cxccpt tirr the ctrangcs dr)scribed in
paraglaph (c) ofthis section, do not require
prior approval (sec also $200.407 Prior written
approval (prior approval)).

(g) For oonstruction Federal awards, 1hc

recipient must requcst prior writtcn approval
promptly fiorn thc I-'ederal awarding agency
lbr budget revisions whcncvcr paragraph
(gX I ), (2), or (3) ofthis scction applies.

( I ) The revision rcsulis fi'om changos in thc
scope or the ob.iective oi'the pro.jeot or
pfogralr,

(2)'l'hc nced ariscs for additional Fedcral
I'unds to complete thc project.

(3) A revision is desired which involves
spccific costs for which prior writtcn approval
requircnents rnay be iurposcd consistent with
applicable OMB cost principlcs listcd in
Subpart Ii-Cost Principlcs ol this part,

(4) No other prior approval requircntcnts lbr
budget rcvisions may be ilnposcd uulcss an

cxccption has bcon approved by OMI].

(5) When a l,'cderal awarding agcncy makes a

Fcderal arvald that provides support for
construotion and non-construction work, the

Federal awardirlg agcncy may require the
recipient to obtain prior approval li'onr the

l.'edcral arvarding agency belbrc making any
1-und or butlgct translcrs betrveen the two typos
ofwork supported.

(h) Whcn requesting approval lor budget
rcvisions, the reoipient must tlsc tho satns

format for budgct inlormation thal rvas uscd in
thc application, unlcss the Federal arvarding
agcncy indicatcs a letter ofrequest sullices.

lt



(i) Within 30 calcnclar tlays liom the date of
rcccipt ol'the rcquesl ftrr budgct rcvisions, thc
Irederal awalding agcnoy rnusl review the
requcsl and notify the recipiont whether the
budgct rcvisions havc been approved. lfthc
revision is still undcr cousidoration at thc cnd
ol30 calendar days, the Fcdcral awarding
agcncy must inlbrm the rccipicnt in writing ol'
thc date when the recipient may expcct thc
decision.

$200.313 Equipmcnt.

Sec also $200.439 lrquipnrent arrd other capital
cxpcnditures.

(a) Titlc. Subject kr thc obligations and
conditions sct lbrrh in this seotion, titlc to
equipmeut acquired under a llcdcral award will
vest upon aoquisition in the non-ltcdsral cntity.
Unless a statute specifically authorizcs thc
I"edelal agency to vest title in thc non-Fsdelal
erltity without lurther obligation to lhe Fcdcral
Govc|nmont, and lhe Federal agency clcsts to
do so, the title ntust be a oonditional title. Title
rnust vcsi in tlre non-Fcderal cntity subjcct to
the lbllowing conditions:

( I ) Use the equipnrcrrt lirl thc authorized
purposcs ofthe pLoject during thc period ol
pufotmauco, or until the property is no longcr
nocded for thc purposcs ofthc project.

(2) Not encumber the property without
approval ofthc Fcdclal awarding agenoy or
pilss-through entity.

(3) Usc and dispose ol'the properly in
accorclancc rvitlt paragraphs (b), (c) and (c) ol
this scction.

(b) A state fnust usc, managc and dispose of
equiprnent acquircd undcr a Irederal awald by
the stale in accordance rvith state laws and
procedures. Othcr non-Fcdcral entities lnust
folloiv paragraphs (c) through (e) ofthis
scgtion.

(c) Usc. (l) Equipment rnust bc used by the
non-lcdclal entity in the program or project
lor which it was acquircd as long as ncedctl,
whethel or not llrc proiect or program
continues to bc supportcd by the Fedcral
awald, and the non-F'edsral cntity rxust not
cncumber the property rvithout prior approval
ofthe |ederal awarding agency. When no
longer necded for'thc original progranl or
projcct, the equipment may bc used in other
activities supporlcd try thc Federal awarding
agency, in the lollowing order of priority:

(i) nctivitics under a Federal award lronr thc
Irederal arvarding agency which fundcd the
original progranr or proj'Jct, theu

(ii) Activitics under Fedcral awards from other
Federal awalding agencies, This includcs
oonsolidatcd cquipnrent fbr inlbrnration
tcchnology systcms.

(2) During thc time lhat equipncnt is used ur
the pro.iect or prograrn lor rvhich it was
acquired, thc non-Fcderal cntity must also

nrakc oquipmcnt available fol use on other
plojects or prograns curlently or previously
supported by thc Fedcral Covclntnent,
providetl that such use will not intcrf'ere with
the rvork on thc projccts or prograt)r ibr which
it rvas originally aoquircd. First prel'elencc ibr
olhet usc nilst be giveu to other pl'ogtanls or
projects supporled by Fedcral awarding agenr:y
that linanced the equipment and second
plcl'crcncc nrtrst be given to progrants or
projects under ltcderal awards flonr other
Federal arvarding agcnoies. Use lor non-
fedcrally-iunded progranrs or projccts is also
pcrmissible. User fbes should be considcred if
appropriate,

(3) Notwithstanding the enoouragernent in

$200.307 Program income to earn progritnl
income, thg non-Fcclcral cutity ntust not usc
cquipmcnt acquired with the Federal arvard to
providc scrviccs 1'or a fee that is less than
privatc companics charge fbr equivalent
services unlcss specilically authorized by
Fedcral statutc for as long as thc F'edcral
Ciovernnrent rctains an interest in thc
cquiprnenl.

(4) When acquiring replacement cquipment,
lhe non-Fedcral cntity nray use the etluipnrcnt
to bc replaoctl as a tradc-in or sell thc propcrty
and use the procecds to offset the cost of thc
replacement propcrly.

(d) Managernent requircrncnts. I\'ocedures for
managing cquipment (inclutling rcplacernent
cquipmcnt), whcther acquircd in whole or in
part undcr a Federal award, until disposition
lakcs placc will, as a minirnurn, tncct the
following requircrncnts:

( I ) Proporty rccords must bc maintained that
includc a dcscriplion ofthe propcrty, a scrial
numbcr or olher idcntillcation nurnber', thc
source of funding for thc propcdy (including
the FAIN), who holds titlc, thc accprisition
datc, and cost of the propsrly, perccntage ol
l"cdcral parlicipatkln in th{r pro.jcct costs for the
Federal awatd undcr which thc property was
acquired, the location, usc and condition oftlie
property, and any ultirnatc disposition data
including thc date ofdisposal and sale price of
the property.

(2) A physical inventory ofthe property rnust
be takcn and thc rcsults rcconciled with the
propcrty lccords at lcast oncc every two ycars.

(3) A control systcrn must bc dcvelopcd to
ensure rdequate safcgualds to prevent loss,
dautage, or thefl ofthc proporty. Any loss,
damage, or thefl must bc invcstigatcd.

(4) Adcquate maintenance proccdurcs rnust be

dcvclopcd to keep the property in good
condition.

(5) Ifthe non-l'cdclal cntity is authorizecl or
rcquircd to scll the propefty, propcr sales
proccdurcs must be established to ensure tlre
highcst possible retum.

(e) Disposition. Whcn original or leplaccrnent
equiprnent acquired undel a Fcderal award is
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no longer needed for the original pro.icct or
program or for othcr activitics curlently or
previously supported by a h-ederal awartling
agenoy, exccpt as othcrwise providcd in
Federal statutcs, regulations, or h'cderal
arvarding agency disposition instr'uctions, thc
non-IedBral entity must request disposition
insttuotions frorn lhc l.ederal arvarding agency
ilrcquired by the lcrms and conditions ofthe
l;ederal award. Disposition o1'the equipment
rvill bc madc as lollorvs, in accordancc wilh
F'cderal awarding agency disposition
instructions:

(l) Items ofequipment rvith a current por unit
fair malket valuc of $5,000 or less may be
retained, sold or otherwise disposed ol'with no
lirrther obligation to the lcdcral awarding
agenoy.

(2) Dxcept as providcd in $200.3 l2 Fcderally-
orvncd and exempt propcrty, paragraph (b), or
ifthc Federal awarding agcncy fails lo plovide
roqucsted disposition instructions within 120
days, items of cquipmcnt with a current per-
unit fair-markct value in excess ol$5,000 may
be rctained by the non-Fcderal cntity or sold.
'l'he F'ederal awarding agcnoy is cntitled to an
amount calculated by multiplying thc current
market valuc or plocccds fiorn sale by thc
Federal awarding agency's percenhge of
participation in thc cost ofthe original
purchase. 11'the equiplrrent is sold, the F'cdctal
awarding agoncy nray permit the non-Fc(lcral
entity to deduct and retain li'om thc Federal
share $500 or 1crl pcrccnt ofthe procccds,
whichever is lcss, lbr its selling and handling
9xpcnscs.

(3) The non-Fcderal cntity may translcr litle to
thc property to thc Fedcral Governnrcnl or to
an cligible third party providcd that, in such
cases, the non-Fcderal entity must be entitled
to compensation lbr its anributablc perccntnge
oflhe ourrcnt lair market value ot'thc property.

(4) ln cascs where a non-I"'cdoral cntity fails to
lakc appropriatc disposition actions, thc
F'edct'al awalditrg agcucy uray direct the non-
Fcdcral entify to takc disposilion actions.

$200.314 Supplics.

Seo also 1i200.453 Materials and supplics
costs, including costs of computing cievir':cs.

(a)'l'itlc to supplies will vcst in the non-
Federal entity upon acquisition. lfthere is a
rcsidual inventory oI unused supplies
cxcceding $5,000 in total aggregatc valuc upon
tcrmination or cornplotion ofthe projcct or
prograrn and thc supplics are not necdcd for
any other Federal award, the non-I.'ederal
€ntity must rclain thc supplies fot use on othcr
activities or sell thenr, but musl, in either casc,
compensatc thc Fedcral Governntent lor ils
sharc. 'lhc amount ofcourpcnsation must be

corlputcd in the samc ntanncr as for'

cquiprncnt. See $200.3 I 3 F)quipmcnt,



paragraph (e)(2) for thc calculalion
metho(loloBy.

(b) As long as the l.'cdcral Governnrent retains
an interest in the supplics, the non-Federal
cntity must not usc supplies acquircd uuder a

lcderal award to provide services to other
organizalions lbr a fee that is less lhan privrte
conrpanies charge lbr equivalcnt scrviccs,
unless specilically authorized by l;'cd*al
statutc.

$200.318 Gencral procurcmcntstandards.

(a) 1'he non-l.cderal cutity nust use its own
doculnented procurcmcnl procedurcs which
reflcct applicable Statc, local, and tribal laws
and regulations, providcd that the
proourenlen(s conlbrm to applicable Federal
law and thc standards klentificd in this part.

(b) Non-Fcdcral entities must maintain
ovcrsight to ensure that contractors perforrn in
accordaucc wilh thc tertns, conditions, and

spccilioations oltheir contracls or purchase
ordcts.

(c)(l) The uon-Fedcral entity must maintain
written standards ol'conduct covoring oonflicts
ol interest and governing the actions of its
employeos engaged in the sel:ction, award and

adnrinistration of contracts. No cnrploycc,
olficer, or agcnt uray parlicipatc in thc
selection, arvard, ot adrninistration o[a
cnntract supporled by a Fcdcral award ifhe or
she has a rcal or apparent oonflict of interest.
Such a conllict of interest would arisc when
the ernployoc, ollicer, or agent, any nrernbsr ol'
his or hcr inrmccliate t'arnily, his or hcr partncr,

or arr orgauization which employs or is about
to cmploy any ofthe partics indicalcd herein,
has a financial or other intcrcst in or a tangible
pelsonal benetit tiorn a fifln considcred fbr a

contract. The officcrs, employees, and agcnls
ol thc non-Fedcral cntity nray neithel solicit
nor accept gratuitics, favors, or anything of
lnonctary valuc fiorr cotrtlactors or partios tn
subcontracls. I Iolvcver', non-Iodsral cntities
rnay set standards lbr situations in which thc
financial intcrcst is not substantial or thc gift is

an unsolicitcd itcnr ol'nonrinal value. 'l'hc

standards ofconduct must providc for
discipliuary actions to be applied for violations
ol'such standar(ls by of'liccrs, ernploycos, or
ilgents of thc non-Iicdcral cntity.

(2) ll'the non-1.'cdoral cntity has a parent,
affiliate, or subsidiary organization that is not a

statc, local governnlont, or lndian tribe, the
non-Foderal r:ntity must also rnaintain written
standards oloonduct oovcring organizational
conflicts o{' inlerest. Organizational conflicts of
intcrest means that becausc ofrelationships
with a parcnt company, affiliatc, ol subsidiary
organization, thc non-Federal entity is unable
or appcars to be unable to be irnpartial in
conducting a procuremont action involving a
relatcd organization.

(d) 1'hc nonJrcdelal entity's procctlures rnust
avoid acquisition of unncccssary or duplicative
itents. Considelation should be given to
consolidating or breaking out procurcmcnts to
obtain a moLe economical purchase. Whcrc
appropriale, an aualysis rvill be madc ofleasc
vcrsus purchaso ahcrnatives, and any othcr
appropriate analysis to deternrine the rnost
econornical approach.

(c) To foster greater econorny and cflicienoy,
and in acoordancc rvith clforts to promote cost-
ei'fective use of sharcd setviccs across the
Fedcral Governnrcnt, thc non-Fcdcral entity is

encorrraged to enlor into statc and local
intergovommcntal agreemcnts ol inter-entity
agreemenls wherc appropriatc lor proouremcnt
<ll use ofconrrnon ol sharcd goods and
scrvices.

(f) Thc non-Federal cntity is cncouraged to uso
F'cdcral cxcess and surplus propcrty in lieu of
purchasing new equipmcnt and propcrty
whcncvcr such use is tiasible and rcduces
project costs.

(g)'l'hc non-Fcdcral entity is encouraged to use

value cngineering clauses in contracts for
construction projecls ofsufficient size to offcr
rcasonable opportunities for cost rcductions.
Value engineering is a systematic and creative
analysis ol'cach contract itern or task to cnsure
that its esscntial funotion is providcd at the
overall lower cost.

(h)'l'he non-Fcdcral cntity must arvard
oontracts only to responsible contractors
posscssing the ability to perlbrnr successfully
under thc tums and conditions of a proposcd
procureurent. Consideration will be given to
such nratters as contraotor integrity,
conpliancc with public policy, rccord of past

pcrlbrmancc, and finanoial and technical
rcsourccs. See also $200.212 Suspcnsion and
debarnrent,

(i)'l'hc non-b-cderal cntity nrust maintain
records sufl'icicnt to dctail the histury of
procuremcnl. These records will include, but
arc not ncccssarily limited to thc lollorving:
rationale for thc method ofproourgmont,
selcction ol'contlact lypc, contractor selcction
or rcjection, and the basis for the contraot
plicc,

(Xl ) l'he non-Federal entily may use a timc
and materials type oonlraot only aftcr a

detelmination lhat no othcr contract is suitablc
and ifthe contract inoludcs a ceiling prico that
the conlractur excecds al its own risk. 'l'irno

and matcrials type contract moans a conlra0t
whosc cost to a non-Fsdcral entity is thc sunr
ol
(i)'l'hc aclual cost ofnraterials; anci

(ii) Dircct labor hours chargcd at lixed hr.rully
rates lhat reflcct wages, general ancl

administrativc cxpenses, and profi t,

(2) Sinoe this fonnula gcnelates an opon-cnded
contract price, a timc-and-rnaterials contract
provides no positive profit incsntivc to lhe

iv

oontractor fol cost control or labor efficiency.
Theroforo, cach coutract lrust set a cuiling
pricc that the oo,rtlactor exceeds at its own
risk. Iurthcr, thc non-!'cdcral cntity awarding
such a contract nrust asscft a high degree of
ovorsight in ordcr to obtain reasonablc
assurance that the contractor is using efl-rcient
methods and efttctivc cost controls.

(k) 'l'he non-Fedcral entity alonc must bc

rcsponsible, in accordancc with good
adnrinistrativc prrrctioc and sound busiuess

.judgnrent, for the settlement ol all oontractual
and administrative issues arising out of
procurements.'l'hcse issucs includc, but are not
limiled to, source evaluation, protests,

disputcs, and claims. Thcsc standards do not
relieve lhc non-federal entity ofany
contractual responsibilities under its contracts.
'Ihc |cdcral awarding agcncy will not
substitute its.judgrnent for lhal ofthe non-
Federal cntity unless the rnattcr is prinralily a

Federal conccln. Violations of law will bc
refcrrcd to the local, statc, or Fcdoral authority
having proper jurisdiction,

$200.319 Conrpetition.
(a) All procurcnrcnt transaotions musl bc
conducted in a manner providing full and open
competition consistcnl with the slandards ol'
this section. ln order to ensure objectivc
contractor pcrformance and cl inri natc unfair'
compctitivc advantage, contractors that
develop or dtall specifications, rcquitcmenls,
statements ol work, or invitations for bids or
requests for proposals nlust bc cxcludcd ,'ronr

cornpeting for suoh procuromcnts. Sorne ofthe
siluations coosidercd to bc rcstrictive of
compctition include but arc not limited to:

(l) Placing uuroasonable roquirements on
firnrs in ordcr for thern to qualify to do
busi ness;

(2) Requiring unn6ccssary cxpericnoe and
exccssivc bonding;

(3) Nonoornpetitive prioing praotices betwcen
tirnrs or bctwcen affiliatcd companios;

(4) Nonconrpetitivc contracts to consultants
that arc on retainer conlracts;

(5) Organizational confliots of interest;

(6) Speciffing only a "brand name" product

iustead olallowing "an cqual" product to be

offercd and describing thc performance or
other relevant rcquircments of thc
plocurement; and

(7) Any arbitrar'y action in thc procurement
pro0ess,

(b)'l'he non-l"ederal entity must conduct
procuremenls in a manner that prohibits thc
usc ol'stalutorily or administrativcly imposcd
slatc, local, or tribal gcographical preferences

in the evaluation o1'bids or proposals, cxccpt in
those cascs rvhere applicable }'cderal slatutcs
cxprcssly mandate or cncoulagc gcographic
prcfbrcncc. Nothing in this section prcempts



statc liccnsing laws. Whorr contracting I'or
architectural and enginecling (A,/E) scrvices,
gcographic location rnay bc a sclcction
criterion providcd its application leavcs ao
appropriate nunrber o1'qualilir:d firnrs, givcn
the nalure and size o1'lhe projcct, to oompcte
li)r thc 0ontract.

(c) The non-l:ederal entity nrust havc rvritten
proccdur es for procurcment transactions,
Thesc procedurcs must eusure that all
solicitations:

(1) lncorporate a clcar and aocitrate description
ofthe tcchnioal rcquircmcnts lbr the rnaterial,
product, ol'scrvicc to be procured. Sucll
dcscription nlust n01, in competitive
procurcments, oonlain fcatures rvhich unduly
rcstrict competition. Thc dcscliption may
inoludc a statemenl olthc qualitativc nature ot'
the material, product or service to be procurcd
and, when neocssary, nrust set lbrth those
rninimum essenlial characlcfistics and
standards to which it must confomr ilit is to
satisfy its intendcd use. Detailed produot
spccifications should bc avoided ifat all
possible. Whcn it is irnpractical or
uneconorlioal to makc a clear and aocurate
dcscription ol'the technical requircnrcnts, a

"brand namc or equivalent" desoription may bc
usod as a mcans lo define the performancc or
othcr salicnt rcquircmcnls of procurement.'l'hc
spccilic lbatures ofthe nanrcd brand rvhich
nrust bc net by of'f'ers nlust be clearly statcd;
and

(2) Identify all requircmcnts which the ollerors
must tirllill arid all othcr factors to be uscd in
evaluating bids or proposals.

(d)'l'ho non-Fcderal entity must cnsurc that all
prcqualified lists ofpersons, firnrs, or products
which are used in acquiling goods and services
are current and inoludc cnough qualitied
sources to ensure maxirnunr open arrd free
conrpetition. Also, the nt-rn-Fcdcral entity ntust
not preclude poteltial bidders from qualilying
during thc solicitation pcriod,

$200.320 Mcthotls of procurement to tre
followcd,

l'hc non-Fcderal cntity must usc one ol'thc
tbllorving rnethods of procurement.

(a) Procurcnrcnt by micro-purchases.
Procurenrent by uticro-purchasc is the
acquisition ofsupplics or scrvices, the
aggtegate dollar arnount ofwhich does not
cxceed the micro-purohase thrcshold ($200.67
Mir:ro-purchase). To the extent practicablc, the
non-Fcdcral cntily rnust distlibute micro-
purchascs equitably among qualified suppliers,
Micro-purchascs may be awarded without
soliciting conrpetitive quotations if the non-
Federal cntity considers the pricc to bc
reasonablc.

(b) Procurerncnt by snrall purchase procetlures.
Snrall purchasc procedurcs are those rolatively
sinplc and infornral procuronrent methods lbr

securing sclvices, supplies, or otlrer propedy
that rlo not cost Dlorc than thc Sirnplificd
Acquisition'l'hrcshold. If small purchasc
procedures arc uscd, price or l'ate quotations
must bc obtaincd lionr an aclcquate nunrber of
qualificd sourccs.

(o) Procurcmcnt by sealcd bids (formal
advertising). llids ale publicly solicited and a
finn tixcd pricc contract (lurnp sunr or unit
price) is awarded to thc responsible bidder
rvhosc bid, conlbrming with all thc rnalerial
terms and conditions ofthc invitation for bids,
is tlrc lowest in price. Thc scaled bid nrcthod is
thc prefcrlcd rnclhod fbr procutirrg
constructiou, ifthe comlitions in paragraph
(c)(l) ofthis section apply.

(1) In order tbr scalcd bidding to bc lbasible,
the ibllowing oonditions should bc prcsent:

(i) A complete, adequate, and reallstic
spccification <lr purchase desoriplion is
availablel

(ii) Two or morc rcsponsiblo biddors arc
willing and ablc to compcte elfeotively fol thc
busincss; and

(iii) l'he procurement lends itselfto a firnr
fixed price contract and the selection ol'thc
successlul biddcr can bc madc principally on
the basis ofpricc.

(2) Ilscalod bids are used, the follorving
rcquircrncnts apply:

(i) Bids must be solicitcd fiom an adequate
nurlber ofknown supplicrs, ploviding thenr
sutficient rcsponsc timc prior to the date set for
opcning the bids, lor statc, local, and tribal
govornments, thc invitation lor bids must be
publically advertised;

(ii) The invitation for bids, which will include
auy specifications and pertinent attachmcnts,
nrust define thc items or services in ordcr lbr
the bidder to propclly rcspond;

(iii) All bids rvill be opened at the tirne and
placc prcscribcd in the invitation for bids, and
for local and tribal govemments, the bids ntust
bc opened publicly;

(iv) A firm fixed price contract award will be
made in writing to thc lowcst rcsponsive and
responsible bidder. Whcre spccified in bidding
doournenls, lactors such as discounts,
transportation cost, and lilb cyclc costs nlust bc
consideretl in determining rvhich bid is lowest.
Payrnent discounts will only bc uscd to
detenninc thc low bid when prior cxpcriencc
indicates that such discounts arc usually taken
advantago otl and

(v) Any or all bids may be rejected if there is a
sound docunrented reason.

(d) Procurcmont by competitive proposals. 1'hc
technitluc ol'compctitivc proposals is norrnally
c<lnducted with more lhan one source
subnritting an o1'kr, and eithr.:r a fixed price or
cost-rcimbursement type contract is arvarded.
ll is generally used when oonditions arp not
appropriate fbr the use olscaled bids. ll'this

method is used, thc lbllowing rcquireurcnts
apply:

(1) ll.equests for proposals must be publiciz.cd
aud identily all evaluation factols and lheir
rclative importancc. Any response to
publicized requests for proposals must be
oonsidcred to the maximunl extcnt practical;

(2) Ploposals ntust bc solicited finur an
adequalc nurnber of qualificd sources;

(3)'l'he non-l.'cdcral entity rnust have a rvritten
rnethod tbl conducting lcchnical evalualions ol'
the proposals rcccived and for sclccting
rccipients;

(4) Contlacts must be arvarded to lhc
responsible tirnr whose proposal is nrost
advantageous to tho progfam, rvith price and
olhel l'actols considerccl; and

(5)'lhe nonJrcdcral entity nlay usc
cornpctitivo proposal procedures lirr
qualifications-based procurelnent of
architectural/cnginccring (A/E) profbssional
scrvices whercby competitorsr qualifications
are cvalualcd and lhe nrost qualilied
conrpetitor is selected, subject to negotiation of
lail and rcasonablc compensation, The method,
where price is not used as a sel€ction I'actor,
can only bc used in procurement ofA/D
profcssional scrvices. It cannot be used to
purchase other types of services though A/li
firms tre a potcntial source to perform the
proposcd ellbrt.

(e) [Reservcd]
(l) Pt'ocurcrncnt try nonconrpetitivc proposals,
Procuremenl by noncompelitive proposals is
proourclrent through solicitation of a proposal
fi'on only one souros and may bc usetl only
whon one or more ol'lhc lbllowing
circurnstances apply:

(1) The itcm is available only liom a single
source;

(2) The publio exigency or enrogency lbr the
rcquirement will not pcrmit a dclay rcsulting
liom competitivo solicitation;

(3)'lhe Federal awanling agency or pass-
through cntity expressly authorizcs
noncompctilivc proposals in response to a
writtcn request li'om the non-Federal entity; or

(4) Afict solicitation ofa nunrber ofsourccs,
oorrpetition is dctcrmined inadcquate.

$200.321 Contracting with small and
mincrity busincsses, woments business
enterprises, and lflbor surplus area firms,
(a)'l'he non-Foderal entity must takc all
ncccssary affirmative steps lo assurs that
minority businesscs, wonlcn's busincss
crttcr;rrises, and labor surplus area llrms ue
used when possible,

(b) Affirmativc stcps must includc:

(l) Placing qualified small and nrinority
busincsscs and womcn's busincss cntcrprises
on solicitation lists;



(2) Assuring that snrall arrd minolity
businesses, and worrren's business enterpriscs
are solicitcd whcnever thcy arc potcntial
soulces;

(3) I)ividing tolal rcquirenrcnts, whcn
cconomically fcasible, into smaller tasks or
quanlitics to pernrit rnaximum participation by
srnall and rninority businesses, and wonrsn'o^

business cnlclpises;
(4) Ilstablishing dclivcly schcdules, rvhere thc
recluiremart pcrmits, rvhich encourage
parlicipation by snrall and nrirrority busincsscs,
and wonren's business cntcrprises;

(5) Using thc scrvices and assistance, as

appropriate, ofsuch organizations as the Small
Ilusincss Adnrinistration and tlrc Minority
Business Developnrent Agency of thc
l)eparlulent ol' Commcrce; and

(6) Requiring thc plitne contrackrr, il
subcontracts arc lo bc let, to lake the
affirmativc stcps listcd in paragraphs (l)
lhrough (5) ofthis scction.

S200.322 Procurement of recovercd
materials.

A non-l cderal entity that is a statc agcncy or
agcncy ola political subdivision ofa statc and
its oontractors nrusl conrply with section 6002
of the Solid Wastc Disposal Act, as anrended
by the l{esourr:e Consorvation and Recovery
Act. 'lhc requiremcnls of Section 6002 include
procuring only itcnrs dcsignated in guidclilcs
of the Environmcntal Protection Agency
(EPA) at 40 Ct'R parl247 that contain the
highcsl perocntagc of rccovcrcd rnaterials
practicablc, consistent with maintaining a

salisfactory level ofcompetition, whcrc thc
purchasc pricc ol' thc itenr exceeds $ I 0,000 or
the value olthe quantity acquired during thc
prcccding fiscal year uxoocdctl $10,000;
procuring solid waste manag,cnrcnl scrvices in
a manncr that ma,rimizes energy and rcsourcc
recovcry; and estatrlishing an affirrnativc
procuremcnt prograrn for plocurernent of
rccovcrcd nratcrials irlcntificd in the DPA
guidclincs.

$200.323 Contract cost rtnd price.

(a) The non-Fedclal cntity n)ust pcrlorni o oost

or price analysis in connection with cvery
procurement action in cxcess ofthe Simplified
Acquisition Threshold including contract
motlifications. Thc rnethod and dcgree of
analysis is dcpendcnt on the facts surrounding
the partioular plocurcment situation, but as a

startil)g point, the non-Fcderal entity rnust
makc indcpcndent estimates bclbrc rccr:iving
bids or proposals.

(b) T.hc non-l;cdcral cntity must negotiBte
prolit as a separate elemcnt olthc pricc for
each contract in which thct'c is no prioc
cornpctition and in all cascs whcrc cost
analysis is perfornicd. 'l'o establish a thir and
leasonablc plolit, consideration must bc givcn

10 thc complexity of thc work to be pcrlbrrncd,
the risk bonre by lhe contractor, the
contrftctor's inveslrncnt, the amount of
suboontlacting, tho quality ofits record ofpast
pcllblnrarr<.:c, ancl intlustry pro[t lates in thc
surrounding geographical arca ibr sirnilar
work.

(c) Costs or prices bascd on ostimated costs lbr
contracts under thc Hederal arvard are
allowablc only to thc cxtel)t that costs incurred
or cost estimates included in negotiated priccs
would bc allowablc lbr thc non-Federal entity
undcr Subpa* lr-Cost Principles of this part.
Thc non-Federal cntity nray rcfcrence its own
cost principles that comply with the l,'oderal
oost principlcs.

(d) 'l'he cost plus a percentage of cost and
pcrocr)lagc olconstruction cost rncthods of
contracting nlust not be used.

$200.325 Bonding rcquircments.

Ilor construotiorr ol lhcility improvement
controcts or subconlracts exceeding the
Simplificd Acquisition Threshold, the Iedcral
awarding agcncy or pass-through entity may
acoept tho bonding policy and requirements of
lhe non-F'ederal entity ptovidod that the
!'cdclal awarding agency or pass-through
cntity has made a determination that thc
F'cdcral intcrcst is adequately protcotcd. l{'such
a dctcrmination has not bccn madc, the
minimutn requirernents nrust be as lollows:

(a) A bid guarantco from each bidder
cquivalent to five porccnl ofthe bid price. The
"bid guaranlco" musl coilsist of a firm
cornnritment such as a bid bond, ccrlified
check, or othel negotinble instrumcnt
accompanying a bid as assurance that the
biddcr rvill, upon acccptance ofthe bicl,
execute such contlactual docunrcnls as nray be
rcquired within the tirne specificd.

(b) A performancc bond on thc paft olthe
oontractor for 100 perccnt ollhc contract pricc,
A "pcrlbrmancc bond" is one executed in
conncction with a contract to secure lirlfilhncnt
ofall the contractor's obligations under suclr
00ntraol.

(c) A payrncnt bond on thc parr o1'the
contractor for I 00 perocnt oIthc contracl prioe.
A "payrnent bond" is onr: cxcoutod in
conncction wi{h a contract lo assulc paynrcnl
as lequired by law ofall pcrsons supplying
labol and rnaterial in the exccution ol'the work
providcd for in the contract.

200.326 Contract provisions.

Tho non-Fcdoral cntity's oontracts rnust contain
the applicable provisions described in
Appendix ll to Part 200-Contract Provisions
Ibr non-Federal Entity Contracts LJndcr
l"cdclal Awards.

$200.327 Financial reporting,

vi

Unlcss othcrwise approvcd by OMB, the
F'cdcral awarding agenoy ntay sr:lioit only thc
standard, OMB-approvcd governmcntwide
data elements lbr collcction of finanoial
information (al tinre ol'publication thc Federal
Financial Rcporl or such future colloctions as

rnay bc approved by OMll and listcd on ths
OMll Web site). This information urust be
collcctod with the tiequency requircd by thc
terms and conditiurs of thc Fedcral award, but
no lcss frequcntly than annually nor more
frcqucntly than quartt;rly cxcept in unusual
circumstanccs, for exarnplc where mole
liequent reporting is necessaty lbr the etTectivg
rnonitoring ollhc F'cdcral award ol could
significantly alfect progt'am outcor'!cs, and
preferably in coordination wilh perforrnance
reporting.

$2{J0.330 Subrecipientand contractor
detcrminations.
'l'hc non-Fedcral orrtily may concurrently
receive Fedcral arvards as a rccipicnt, a
subrecipicnt, and a contractof, depending on
the substancc ol'i1s agrccments with Federirl
awarding agcncics and passthrough entities.
Thcrcfbrc, a pass-through entity must make
case-by-case determinations whclher cach

agreenront it nrakcs fbr the tlisburscmcnt of
Federal prograul funds oasts the party
rccciving the firnds in thc rolc ol'a subrecipicnt
or a contractor, The Fedcral awarding agency
rnay supply and requirc rucipicnts to cotnply
with additional guidance to support these

dctcnninations provided such guidance does

not conllict with this scction.

(a) Subrecipicnls. A subaward is lbl tlte
purpose of catrying out a ponion ol'a Fedcral
arvard and crealos a Federal assistancc
rclationship with the subrccipient. See $200.92
Subarvard. Characteristios rvhich support the
classificalion ol'lhe non-|cdcral entity as a

subrccipicnt includc when thc non-Federal
cntity:

(l) Delerrnincs rvho is eligiblc to rcceive what
Federal assistanoc;

(2) Ilas its perlbrmance mcasured in relation to
rvhethcr objeotivcs ola F'edelal program werc
met;

(3) Fias responsibility fbr plogrammatic
decision making;

(4) Is respousible for adhcrcnce to applicablc
F'cdcral pr'ogram requircmsnts spccificd in thc
Federal arvard; and

(5) In uccordance with its agrecnrent, uses thc
Fcderal funds to carry out a program for a
public purposc spccilisd in authot'izing stalute,
as opposed lo ploviding goods or scrviccs for
the benefit o1'thc pass-through entity.

(b) Contractors. A contraot is lbr thc put?ose

ofobtaining goods and serviccs for the non-
Federal entity's o\ryn use and creatcs a

proourcmcnt |clationship with tho 0ontractor.
Scc $200.22 Contract, Charactcristics



indicative of'a plocurerncrrt relationship
betwcen the nol-Federal entity and a
contractol sre whcn thc non-l"ede|al entily
recciving the ledcral I'unds:

( I ) Plovidos thc goods and sgrvices within
norrnal business operations;

(2) Ptovidcs similar goods or services to many
different purchasers;

(3) Nornrally opcratcs in a oompctilivc
envirolmcnt;

(4) Provides goorls or serviocs that arc
ancillary 10 {hc operation ofthe Federal
progranr; and

(5) Is not subject to oonrpliancc rcquirclrcnts
olthc l.'cderal program as a rcsult ofthc
agreemcnl, though similar requiremeuts may
apply lor other rcasons.

(c) Use oljudgment in rnaking determination,
In deternrining whother an agreerncnt betwgen
a pass-lhrough entity and another non-Federai
cntity casts the latter as a subrecipient or a
contl'actor, the suhstancc ofthe relationship is
more iniportant than the form of the
agreemcnt. All ofthe chalacteristics listed
abovc nray not be present in all cases, and thc
pass-through entity rnust usejudgnrcnt in
classilying each agrccrncnt as a subarvard or a
procuremgnt conlract,

$200.331 Requiremcnts for pass-through
entities.

All pass-through entities must:

(a) l',nsurc that cvcry subaward is clcally
identi{icd to thc sublccipicnl as a subaward
and includes thc follorving infirrniation at the
tirne ofthe subaward and il'any o1'these data
elements change, include the changes in
subsequerrt subaward rnodification. Whcn
sonre ofthis information is not availablc, the
passthrough ontity nlust provide the bcst
inlormation available to describe the Fedcral
award and subawaril. Required infornration
includes:

( I ) Federal Arvard Idcntification,

(i) Subrccipicnt name (which must matoh the
narne associatcd with its unique entity
identifier);

(ii) Subrecipient's unique entity identifier;

(iii) I'-cdcnl Award Identification Numbr:r
(r'AIN);

(iv) ticdcral Award Datc (scc 9200.39 Fcderal
award tlatc);

(v) Subaward l)criod ofPerfbnnancc Start and
l:nd I)atc;

(vi) Amount of Ijcderal F'unds Obligatctl by
tbis action;

(vii) Total Amount ol'l"edcral Funds Obligated
1o the subrecipient;

(viii)'l'otal Amount ol'the Federal Award;

(ix) Fcderal award project descliption, as

rcquired !o be rcsponsivc to the Fcdoral

Funding Acoountability and'l'ransparcncy Act
(Fr.'A'r'A);

(x) Name of liotlclal awarding agcncy, pass-

thlough entity, and contact infonnation tbr
awarding ofiicial,

(xi) CFDA Nunrber and Narne; the pass-

through entity rnust identify thc dollar amount
nadc zrvailablc under oaoh Federal arvald and
the CFDA number at time of disburscment;

(xii) ldentilication ol'whcthcr thc award is

R&D; and

(xiii) Indircct cost rate lor the l:sdcral award
(including ilthe de nrininris rate is charged pcr

$200.414 Indirect (F&A) costs).

(2) All rcquirenrents imposed by thc pass-

llrrough cntity on the subrecipient so that the
Fctlcral award is uscd in accordance with
|edcral statutes, regulations and thc terms and

conditions ofthe Federal award.

(3) Any additional requilcrncnts that the pass-

through eltity imposes on the subrccipicnl in
order for lhe pass-through entity to nlcct its
olvn responsibility to the Fcderal awarding
agcncy including idcntilication of any requircd
financial and pcrlblrnance rcpofls;

(4) An approved fbderally recognizcd irxlircot
cost rate negotiaterl bctwccn thc subrccipicnt
and the Federal (iovcLtuncnt or, ifno such ralc
exists, either a rate negotiatcd betwcen thc
pass-through entity and thc subrecipient (in
cornpliancc with this part), or a dc minimis
indircct cost rate as delincd in $200.414
ln<lircct (F&A) costs, paragraph (l) olthis part,

(5) A rcquircmcnt that the subrecipient pernrit
thc pass-thrrrugh cntity and audilors fo have
access to the subrecipicnt's rccords and
finanoial r^tatements as nccessary hrr the pass-

through entity to meet thc rcquircments of this
part; and

(6) Appropriate lerms atrd conditions
concerning closeout of the subaward.

(b) Evaluate each subrccipicnt's risk ol'
noncornpliance with l.'cderal statutcs,
regulations, and thc lerms and conditions ofthe
subaward for purposes ofdetcrmining the
appropriatc subrccipicnt rnonitoring dcscribed
in paragraphs (d) and (c) ofthis scction, rvhich
tnay includc considcration ofsuch f'aotors as:

( I ) The subrecipienl's plior expericnce rvith thc
sanc or sirnilar subawards;

(2) The results ofprevious audits including
whcthel or not thc subrccipient reoeives a

Singlc Audit in accordancc wilh Subpafl F-
Audit l{cquiromcnts ofthis part, and the cxtent
to which tlre sanre or similar subaward has
bccn audited as a nlajor program;

(3) Whelher thc subrecipient has ncw
personncl or new or substantially changcd
systems; and

i4) The cxtcnt arrd results o('fjederal awalding
agency monitoring (e.g., if the subrecipient
also receivcs l.'cdoral awards directly liorn a

Fccleral arvarding agcncy).
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(c) Consider imposing spcoific subaward
conditions upon a subrcoipicnt il'applopriate as

desoribcd in 9200.207 Specific conditions.

(d) Monitor the activiiics olthe subrecipient as
necessary to ensurc that thc subaward is uscd
{br authorized purposes, in cornpliance with
Federal slatutes, regulations, and the temrs and

conditions ofthc subaward; and that subaward
perlonnancc goals arc achicvcd. Pass-through
entity monitoring of thc subrcoipient must
include:

( I ) Reviewing financial and performancc
lepods requircti by the pass-through entily.

(2) Irollowing-up and ensuring that thc
subrccipient takes tirncly and &ppropriatc
aotion on all deficienoics pcrtaining to thc
Fedcral award provided to the subrccipient
fronr the pass-through entity detccted through
audits, on-site reviovs, and olher nrcans,

(3) lssuing a nranagement decision for audit
Iindings portaining lo thc F'cdcral award
provided to the sublecipient lrom thc pass-

through cntity as lcquired by 8200.521
Managemenl decision.

(c) Depending upon the pass-through entity's
asscssmcnt ofrisk posed by the subrecipicnt
(as describctl in paragraph (b) ofthis section),
lhc l'ollowing rnonitoring tools nray be ussl'ul
lbr the pass-through entity to cnsure proper
accountability aud complian0c rvilh program
rcquircmcnts and achicvsnrcnt of pcrfbrmance
goals:

(l) Providing subrecipients with training and

lechnical assistancB ou program-related
mattors; and

(2) Perfonning on-site reviews olthe
subrecipicnt's progran) operations;

(3) Arranging f<rr agrecd-upon-proccdurcs
cngagsmcnts as desoribed in $200.425 Audit
services.

(I) Vcti$ thal cvery subrecipient is auditcd as

rr:cluircd by Subpart F-Audit Requirements of
this part rvhcn it is expected that the
subrecipient's Federal awartls cxpcndcd during
thc rcspcctivc liscal ycar equaled or cxcceded
thc thtcshold set forth in $200.501 Audit
rcquircmcnts.

(g) Considcr whether thc results ofthe
subrecipicnt's audits, on-site reviews, or other
rnonitoring indicatc conditions that nccessitate
adjustrnents to thc pass-through cntity's own
reoords,

(h) Considcr taking cnlorcement action against
noncompliant subrecipients as described in

$200,338 Rcncdies for noncomplialoo ol'this
parl and in program regulalions.

$200,333 Retcntion requirementslbr
records.

Financial records, supporting docunrents,
statistical records, and all tnhcr non-|ederal
entity reoords pcrtinent to a Fcderal award
must be rclained lor a period ofthree ycars



fronr tho dato olsubmission of tlte llntl
cxpendituro rcport or, t'trr l-ederal awards that
arc rencwed quartcrly or annually, lrom thc
date ofthe submission ofthc quarlerly or
antrual financial report, respr:ctivcly, as

rcported to the Federal awarding agency or
pass-through entity in thc casc ol'a
sublccipicnl. Federal awarding agcncics and
pass-through cntities Iuust not ilnposo any
0thcr recorcl retention requir"omcnts upon rlon-
l"cderaI entities. 'l'hc only cxceptions arc the
following:

(a) If any litigation, claim, or audit is stalted
bclbrc thc cxpiration olthe 3-year period, the
records niust be retained until all litigation,
claims. or audit findings involving the rcoords
have bcen rosolved and final action taken.

(b) Whcn the non-|ederal entity is notificd in
writing by thc !cderal awarditrg agency,
cognizant agency for audit, oversight agcncy
hlr audit, cognizant agency lbr indilcct costs,

or per-ss-through ontity to exlend lh0 rctcntion
period.

(c) llecords for real properly and equipmenl
acquircd wilh Federal funds must be relained
lor 3 ycars allcr'1inal disposition,

(d) When rccolds ars lransf'crred to or
nrainlaincd by thc l'cdcral arvarding agency or
pass-lhrough g'lti(y, thc 3-ycar |etcntion
requirernout is not applicablc to lhc non-
|edclal cntity.

(c) Reoords fur program incomo transactions
aller the period ofperformance. In somc cases

rccipionts must report program inconrc aftcr
thc pcriod of perlbrmance. Where thcre is such

a requiremont, thc retention period lbr the
records pel'taining to thc carning of the
prograrn inoomo starts lrom thc cnd ol'thc non-
Fcderal entity's liscal ycar in which the
program irrconrc is calned.

(l) lndireot oost rate proposals and cost
allocations plans. This paragraph applies lo the
follorving types ofdocurnents and thoir
supporling rccords: indircct cost ratc
conlputations or proposals, cost allocalion
plans, and any sinrilar accounting
computations of the ratc at which a particular
group of'cosls is chargcable (such as computer
usage chargcback ratcs or compositc fringe
bcncfit ratcs).

( I ) llsubmitted lor negotiation, I1'lhe
proposal, plan, or other computttion is

|equired to bc submitted to {he liedcral
Govcrnmcnt (or to the pass-through cntity) to
lbrm thc basis lbr negotiation ofthe ratc, thcn
the 3-year retention period lbr its supporling
records starts frorn tlre datc olsuch
subntission.

(2) Ifnot submittcd for ncgotiation. Iftho
proposal, plan, or other conlputation is not
required to be submitted lo {hc Fcdcral
Governurcllt (or to the pass-through entity) Ibr'

negotiation purposes, thcn the 3-ycar retention
poiod for the proposal, plan, or oomputation

and its supporting records starts ltor)t thc cnd

ofthc fisoal year (or othcl accounting period)
covcred by thc proposnl, plan, or olhor
c0nrpulation,

$200.343 Closeout.

The lrederal arvarding agency or pass-through
entity will oloso-out the Fedcral award whon it
deternrines that all applicablc adrninistrative
actions and all lcquircd ivork ofthe Federal
awarrl havc bcen conrpleted by the non-l edclal
entily. This scction spccifies the actions thc
non-Federal cntity and Fedcral awarding
agenoy or pass-through onti{y must lake to
complctc this process at the end oithe period
of porformancc.

(a)'l'hc non-Federal entily must subrnit, no
latcl than 90 calendar days after thc cnd datc of
the period ofperformancc, all {inancial,
pcrlbrmance, and othcr roports as rcquired by
the ternrs nnd conditions olthc !cdcral award.
'['hc Federal awarding agenoy or pass-through
entity may approvc extcnsions when requcsted
by lhe nonJrederal cnlity.

(b) Unlcss the FedcLal awarding agcncy or
pass-thlough enlity authorizes an extension, a

non-Federal entity rnust liquidatc all
obligations incurled under lhe lictlcral awartl
not later than 90 calendar days after thc cnd
datc o1'thc pcriod of perlirrmanoe as sp{icificd
in lhe ternrs and conditions ofthe Federal
award.

(o)'l'he l.'edetal awarding agency or pass-

through cntity nrust makc prompt payrrents to
the non-Fcderal cntity lbr allowable
rcimbulsable oosts under the Fedcral arvard
bcing closcd out.

(d) The non-Federal cnlity rnust pronrptly
reiiurd any balanscs ofunobligatcd cash that
thc l;cdcral awarding agensy or pass-lhrough
cntily paid in advancc or paid and that are not
authorized to bc rctained by the non-Federal
elltity for usc in other pro.}ccts. See OMB
Circular A-129 and see $200.345 Collcction of'
amounts duc, fol rcquirements regarding
unreturncd arnounts lhat beconre delinquent
dcbts.

(e) Consistcnt with thc lcrnrs and conditions of
the Federal award, the F'edcral arvarding
agcncy or pass-through entity lnusl rnnkc a
scttlculent lbr any upward or dorvnrvard
adjustrnents to the l'ctlcral sharo ollcosts aRer

closeout ropo$s aro rcccivcd.

(f)'l'hc non-licdcral entity nlust accounl for
any rcal and pcrsonal property acquired with
t cdcral lunds or receivetl lrom the Federal
Govcrnment iu accordance with $$200.31.0
Insuranoe coverage through 200.316 Propcrly
trust rclationship and 200.329 Reporting on

real property.

(g)'l'hc Fe<leral awarding agency or puss-

through entity should complete all oloseout
actions lbr li'edcral awards no latcr than one

year after rcceipt ancl acccplancc ol all
lequircd (inal lcports.

200.J44 Post-closeout adjustnrents and
continuing responsibilities.

(a)'l'he closcout oi'a Fcdcral award docs not
alil'ect any ol the followirrg:

(l)'l'hc right ofthe Fcdcral awarding agenoy
or pass-through cntity lo disallow costs arltl
rectlvcr funds ou the basis ol a latel audit or
othcr review. 'l'he Fedcral awarding agcncy or
pass-through cntity must makc any cost
disallorvangc dctcrrnination and notity the non-
lrederal cntity within the record retention
pcriod.

(2) The obligation ofthe non-Fcdcral sntity to
rctum any funds rluc as a l'csult ollatcr
rofunds, correotions, ol' olhcr bansactions
iucludiug finai indirccl cost rate adjuslmcnls.

(3) Audit rcquilcnients in Subpart F.-Audit
Recpircmcnts of this part.

(4) PLoperty managcmcnt and disposition
requirerilents in Subpart l)-['ost Federal
Award Requircnlonts ol this part, $$200.3 I 0
lnsurance Covoragc through 200,3 l6 Propcrty
trust rclationship.

(5) Rccords retention as rcquircd in Subpad
I)-Post Federal Award Rcquilcmcnts ol'this
part, $$200.333 Retention requircmcnts lor
rccords through 200.337 Restriotions on public
access to records.

(b) Alior closeout ofthc Fcderal award, a

relationship crcatcd under the Federal arvard

may be modilicd or crrded in whole or in pafl
rvith the conscnt oi'thc federal awarding
agency or pass-through eutity ancl thc non-
Iederal cntity, providcd the lesponsibilitics of
the non-Fcdcral entity referred to in par'agraph

{a) ofthis scction, including those fbr propcrly
managcrnent as applicablc, arc considered and
provisions rnade for continuing responsibilities
olthc non-Federal entity, as appropriate.

S200,430 Compcns*tion-personal
services,

(a) General. Compensation tbr personal

scrvioes includcs all rentuneration, paid

currcntly or accrued, tbl scrviccs ol'employees
rentlered during thc period of performancc
under thc F'oderal award, including bul not
necessarily limitcd to wages ancl salarics.
Conrpcosation {br pcrsonal serviccs nray also

includc I'ringc bcnefits which alc adtlrcsssd in

$200.41 I Conrpcnsation-fringc bcncfi ls,
Costs of compcnsation are allowablo to ths
extent that they satisiy thc specific
rcquircmenls ofthis part, and that thc total
compensation for individual employces:

( I ) Is reasonable lbr the services rcntlcred and

conforrns to the establishod writtcn policy ol
the non-Federal en1i1y consistently applied to
both l.'cderaI and non-FcrJr:ral aotivitios;

vlll



(2) Follorvs an appointmcllt matic in
accordancc ivilh a non.Fctlcral cntity's laws
and/or rules or written policies antl mccts thc
rcquirolnents of Fcdcral statute, \yhct,c
applicable; and

(3) [s detcnnined arrd supporled irs pr.ovided in
paragraph (i) ofthis scction, Standards for.
Doounrcntation of Personnel lixpcnscs, whcn
applicable.

(b) Rcasonablcncss. Conrpcnsation lbr
etnployees engaged in rvork on lrederal awards
will be considcred reasonable to the extent that
it is consistent with that paid for similar rvork
iu other activitics ofthe non-Federal entity. In
cascs where the kinds ofemployces rcquired
lor bcderal awards are not ii)uud in thc other
aotivities of thc non-Federal entity,
compensation will bc considered reasonable to
thc cxtont that it is cornparablc to that paid for
similar work irr the labor rnarkct in which the
non-Federal elrtity conrpetes firr thc kind of
employecs involvcd.

(c) Prol'essional activities outside the non-
Federal entity. lJnlcss an anangeurent is
spccilically authorizcd by a Fcdcral arvarding
agcncy, a non-Fcdcral cnlity must lbllow its
rvritten non-Federal entity-rvide policies and
practices concerning the permissible extcnl of
irrot'essional scrviccs lhat can be provided
outside the non-Fcderal entity lbr non-
organizational conrpensation. Wlrerc such nun-
Federal entity-rvide written policics do not
cxist or do not adequately cleiine the
pcrmissible extent ofconsulting or othcr non-
organizational activilies undertaken lbr extra
oulside pay, thc [,cdcral Govcrnrncnt rnay
rcquire that the effort ofprotbssional stalf
rvorking on Fcderal awards bc allocatcd
botween:

( I ) Non-Fedcral entity activitics, and

(2) Non-organizational prolcssional nctivitios,
11'thc lrcdoral awarding agcncy considcrs thc
cxtent of non-organizational prolcssional cffort
excessivc or inconsistent with lhe conl'licls,of'-
inlcrcst tcrms and conditions oftlrc Fcderal
award, approprialc arrangcments govorning
oompcnsirtion will bc ncgotiated on a casc-by-
casc basis.

(d) lJnallowable costs. (l) Costs rvhioh are
unallowable under other sections ofthese
principlcs ntust not be allowable under this
section solcly on tho basis that they constitute
persrxrnel conrponsation.

(2) l'hc allowablc conrpensation lor ccr.tain
employces is subject to a cciling in acoordancc
with statute. ljor the amount of thc oeiling for
cost-rcimbursement contracts, lhc covered
compcnsation subject to the cciling, the
coverctl cmployees, and other relcvanl
provisions, scc l0 U.S.C, 2124(eXlXP), and
4l LJ.S.C. ll27 awl a304(a)(16). For other
types oiFcderal arvards, othcr statutory
ceilings may apply.

(e) Special considerations. Speoial
considerations in dctclmining allowability of
oompensation will bc given to any ohange in a
non-Fcderal entity's compensation pol icy
resuhing in a substantial increasc in its
cmployecs' level of cornpensation (parlicularly
rvhcn the changc was concurrent with an
inclcasc in the ratio ol'Icdcral awards to olhcr
activities) or any change in the treatment of
allowability ol'spccific typcs of compensation
due to changes in Federal policy.

(f) lncentive cornpcnsation. Inccntive
oompcnsation t<-r ernployces bascd on cost
reduotion, or cffioient pcrformanoe, suggcstion
awards, salbty awards, ctc.. is allotvablc to the
cxtcnt that lhc ovcrall conrpcnsation is
delerniinecl to be roasonable aud such costs are
paid or accrucd pursuant to an agrcoment
cntered into in good f'aith between the non-
Fcdual cntity antl thc cmployeos bclbre the
scrviccs wcre rcndcrcd, or pursuant to an
cstablished plan lbllowcd by thc non-lcderal
entity so consistently as to imply, in effeot, an
agrccnlclll to ntake such paynrent.

(g) Nonprofi t organizations, F'or compcnsation
to ureurbers of nonprofit olganizations,
lrustccs, dircctols, assooiates, o1ficcrs, or the
immcdiatc lbmilics lhcrcol dctermination
musl bo madc that such compensation is
roasonable f<lr thc aclual pelsonal scrvices
rendcrcd rather thau a distribution ofearnings
in exccss ol'costs. This nay include direotor.'s
and cxccutivc comrnittee membcr's fecs,
inccnlivc awards, allowances lbr oll'-silc pay,
inccntivc pay, location allowanccs, hardship
pay, and cost-of'-living differentials.

(h) Institutions ofhighcr cducation (lLItis). (1)
Ccrtain conditions rcquirc spcoial
consitleration and possiblc lirnitations in
dctcrmining allorvable personnel compensation
costs undcr l,'cdcral arvards, Amolg suclr
conditions arc thc ltrllorving:

(i) Allowable activitics. Charges to Fedoral
awards may include rcasonablc amounts lbr
activitics contributing and dircctly rclatcd to
work under an agrccnrcut, such as dclivering
special lcctures about spccifio aspects oIthc
ongoing activity, wliting reports and ar.ticlcs,
dcvcloping and mainlaining protocols (hurnan,
aninrals, etc.), nranaging substanccs/chern icals,
managing and securing pn{ect-specilic data,
coordinating rcscaroh subjects, partici pating in
applopriate serninars, oonsulting with
colleagues and graduatc students, and
attending meetings and conferences.

(ii) Incidcntal activities. Incidenral aotivitics
for which supplcrneltal compensation is
allowable under written institutional policy (at
a ratc not lo cxcccd instilutional basc salary)
need rrot be inoluded in the records described
in paragraph (i) ofthis scction to direorly
ohargc payntents of incidental activities, suoh
activitiris rnust either bc speoifically provided
Ibr in ths Fsdcral awarul budget or rcocivc prior

rvritten approval by the Fcderal awarding
agcn0y,

(2) Salary basis. Charges lbr work per{brmed
on Fedcral awartls by i-aculty mctnbers during
thc acadcmic year Bre allorvablc at the ItsS
ratc. Except as notcd in paragraph (h)(l)(ii) of
this section, in no evcnt will chargcs to !'cdcral
awards, irrespcctive ollhc basis o[
compulation, cxceed thc ploportionatc sharc ol
the lllS for that period. 'l'his principle applics
to all rnembers olfaculty at an institution. IBS
is defined as the annual conlpensation paid by
au IHE for an individual's appointmenl,
wlrcther that individual's time is spent on
researoh, instruction, adnrinistration, or other
aotivities. IBS excludcs any inconre that an
individual earns outside ofduties perforrned
Ibr the IHD. lJnless lherc is prior approval by
the Itcdctal awarding agency, chargcs of a
faculty mcnrber's salary 1o a Fedsral award
nrust not excced thc proportionate shars ofthe
IIJS for the period during which the fhculty
menrbcr worked on thc arvard.

(3) Irrtra-lnstitution r-rf Highcr Eduoatiol (lllE)
consulting. Intra-lHE cousulting by taculty is
assunred to bc undefiaken as an IHD obligation
requiring no compcnsation in addition to I[1S.
Horvever, in unusual cascs whcrc consultation
is across departrnen(al lincs or involves a

separate or remote oporation, and the work
pcrfonnod by thc I'aculty nrembcr is in addition
to his or her rcgular responsibilities, any
chargcs for suoh wolk roprcscnling additional
cornpensation above IllS arc allowable
provided that suoh oonsulling arrangcntcnts arc
spccifically ptovided for in the Federal award
or approvcd in writing by the Federal arvarding
agency.

(4) tixtra Service Pay norurally reprcscnts
overload compcnsation, subjcct to institutional
cornpensation policies for scrviccs abovc nrrd
beyond IBS. Whcrc cxtla scrvicc pay is a
result oflntra-lHli consulting, it is subject to
the samc rcquircnrents oiparagraph (b) above.
It is allowable if all of thc lirllowing conditions
arc mct:

(i)'l'hc non-Fcdcral entity estatrlishcs
consistent writtcn policies which apply
runifonnly to all faculty mcmbcrs, not just
those working on lederal awards.

(ii) 1'hc non-Fedclal cntity cstablishcs a

consistent written definition of rvork covered
by IIIS whiclr is spccilic cnough lo detornrine
oonclusively whcn work beyond that lcvel has
occurred.'l'his nray be dcscribed in
appointment letters or other documcntations.

(iii) The supplentontation anrount paid is
commensuralo wilh the IBS ratc ol'pay and thc
arnount of adclitional work pcrformed. See
paraglaph (h)(2) ofthis scction.

(iv) Thc salarics, as supplemcntcd, fall within
the salary stnlstul'c and pay ranges cstablishcd
by and documcntcd in writing or othcrrvise
applicablc to the non-Federal eutity.
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(v) The total salarics chargcd to lcderal
awards including oxtra servioe pay are snbject
to thc Standards ofDocurncntation as
describsd in paragraph (i) o('this scction.

(5) I']criods outside the acadonric year. (i)
Except as spccified for teaching activity in
paragraph (hX5Xii) ofthis seotion, charges lbr
work perforrned by laculty nrernbcrs orr

Fccleral awards during pcliods not included in
the base salary poiod rvill bc at a rate not irl
cxccss ofthe IIIS.
(ii) Chargcs for tcaching a0tivilics pcrforrncd
by Iaculty nrcmbers on ledcral awards during
pct'iods not included iu IBS pcriod will be
based on thc normal writlen policy ol'the IHE
govcrning compensation to faculty rncrnbcrs
fiot' tcaching assignments during such pcriods.

(6) Itart-time faculty. Chalgcs for work
pertbrmcd on Fcdcral awards by faoulty
menrbcrs having only part-time appointments
will bc determincd at a rate not in excess of
that rcgularly paid Ibr part-lime assignrnents.

(7) Sabbatioal lcavc costs. Rttlcs fbr sabbatical
lcavc are as follow:

(i) Qrsts of lcavcs of tbsence by enrpkryces lirr
perfirrmarcc ol'graduate work or sabbatical
study, travel, or researoh arc allowable
provided the IHE has a uniform written policy
on sabbatical leave lor persons cngagcd in
instruction and persons engageil in rcsearch.
Such qosts will bc allocated on an equitable
basis arnong all relatcd activitics olthc ll lE.

(ii) Whcre sabbatical letve is included in
liinge bcnc{its lbl which a cost is detennined
lor asscssment as a direcl chargc, lhe aBgregate

anrount ofsuch assessments applicablc to all
work 01'the irrstitution tluring the bRso period
must bc reasonable in relation to lhe lHE s

actLral cxpcriencc under its sabbatical leavc
policy.

(8) Salary ratos lol non-lbculty nrgmbers. Non-
faculty full-timc plofbssional personnel may
also caln "cxtra sorvicc pay" in accordance
rvith the non-Fedcral entity's writlcn polioy nnd
consistent with paragraph (hXlXi) of this
scction.

(i) Standards tbr Dooumentation ofPcrsonnel
Iixpcnscs ( I ) Chargcs to F'cderal nwards fbr
salaries and wnges musl bc bascd on rccolds
that acourately rellect thc work pcrlormcd.
'l'[rese rccords mtrst:

(i) Be suppolted by a system ofintcrnal oontrol
which provides rcasonablc assuralcc lhat the
charges are acourato, allowable, and properly
allocated;

(ii) Be inoorporatcd into the oflicial records ol
thc nonJredcral ontity;

(iii) Itcasonably rcl'lect the total aotivity for
which thc omploycc is compensatcd by the
non-Iederal cnlity, nol cxcccding 100% of
ootnpensatcd activities (for lllli, this pel thc
ll lE's defi nition of IllS);

(iv) linconrpass both federally assisted and all
otltel activitics compcnsated by the non-
F'cderal entity on an intcgratcd bruis, but may
includc the use of subsidiary rccords as dcfined
in the non-liederal cntity's written policy;

(v) Comply with thc established accounting
policics and practices ofthe non-t'edcral entity
(See paragraph (hXlXii) above for trcatment of
incidental work for IHDs.); aud

(vi) [Reservcd]

(vii) Support lhc dlstribution olthe ernployce's
salary ol wagcs among spccific activitics or
cost objectives ilthe omployee works on moro
than one Federal arvard; a Fedcral award and
non-Federal award; an indirect cost aotivity
and a direct cost activity; two or more indireot
activities which are allocatcd using difTerent
alkrcation bases; or an unallowablc activity rrnd

n dircct or indirect cost aclivity.

(viii) Budget estimates (i.e., estimates
dctcrnrincd befbre the services arc perlbrmcd)
alonc do not qualiff as supporl for chargos kr
Federal nrvarcls, but nray be uscd lbr interim
accounting purposes, provided that:

(A) Tho syslcrn fbl eslablishing the estirnates
produccs rcasonablc approximations of the
activ ity actually perforrned;

(B) Significant changcs in thc concsponding
work aotivity (as dcfineti by the non-Federal
entity's wriHen policics) aLe idcntil'icd and
enlered into thc ror:ords in a timely mannet.
Sholt tcrm (such as onc or two months)
fluotuation bctwccn rvorkload categories necd
not bo sonsidclcd as long as the distribution o{'
salaries and wages is rcasonable over the
longcr term; and

(C) The non-Federal entity's systcm of intemal
controls includes proocssos to rcvicw after-the-
fbct intorim charges nradc to a l.'cdcral awards
bascd on budgct cslimatss. Al[ necessary
adjustrncnl must bc madc such that the final
amount charged to the F'ederal arvard is
acourate, allorvablc, and propcrly allocated.

(ix) Because ptactices vary Bs to the activity
oonstituting a full rvorkloatl (Ibr ll lEs, IBS),
rccords may reflect categorics ofactivilics
cxprcssed as a porcentage distribution oftotal
activitics.

(x) lt is rccogniz.ed that teaching, Lesearch,
servicc, and adrninistretion ate oiten
inextrioably intcrminglcd in an academic
scttirlg. Whcn rccording salarics and rvagcs
chargcd to Fcderal awards for Il{Ds, a preoise
asssssmont ol factors that contribute to costs is
thcrcforc nol always fcasible. nor is it
cxpcctcd,

(2) For reoords which mcct the standards
required in paragraph (i)(1) ofthis section, the
non-Federal enlity will not be required to
providc additiorral support or documentation
for thc work pcrformed, othcr than that
refclenced in paragraph (i){3) ofthis scction.

(3) In accordancc with Depa*ment of Labor
regulations inrplerncnling thc Fair l,abor
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Standards Act (l.LSA) (29 Ct"R pat1 516),
chalgcs for thc salalies and wagcs of
noncxcmpt ernployees, itr addition to the
supporting docunrentation describcd in this
section, rnusl also be supported by records
indicating the lotal numbcr ofhours worked
each day,

(4) Salaries and wages ofcmployces used in
mccting cost sharing ot' matching requirenrcnls
on Fcdcral awards must be supported in the
sanc mannel'as salaries and wages claimed lbr
reimbursement from Fecleral awards.

(5) For states, local govcmnrents and Indian
tribes, substilute proscsses or systems for
allocating salarics and wagcs to Federal awards
nray be uscd in placc ofor in addition to the
records describsd in paragraph (l) ifapproved
by the cognizant agsncy for indireot cost. Such
systolns rnay include, but are nol limited to,
random moment sarnpling, "rolling' timc
studies, case counts, or other quantifrable
measures of work perlbrnted.

(i) Substitute systcms which use sarnpling
methods (prirnarily lor'l'cmporary Assistance
lbr Needy Families ('l'ANl"), the Supplemental
Nutrition Assistancc Program (SNAP),
Medicaid, and othcr public assistanoc
prograrns) rnust mcct acccpiable statistical
sampling standards including:

(A)'l'he sanrpling universe rnust includc all ol
the ernployees rvhose salarics and rvages are to
be allocated based on sample results except as
providcd in paragraph (iX5Xiii) 01'this section;

(B) The entirc timc pcriod involvetl illust bc
covered by lhe samplc; and

(C) The results nrust bc statistically vtrlid and
applied to the period being sampled.

(ii) Allocating charges firr the samplcd
cmployocs' supcrvisors, clerical and support
staft's, based on the results ofthe sarnpled

cnrployccs, will be acccptablc.

(iii) Less than full compliance with the
statistical sarnpling standards noted in
subsection (5)(i) may be acceptcd by lhc
cognizanl agcncy lbr indirect costs il it
conoludes that tho amounts to bc allooatc(l to
Federal rwards will be minirnal, or if it
conoludcs lhat the systcm proposcd by thc non-
llcderal cntity will result in lower costs to
Fcdcral awards than a system which conrplics
with the standards,

(6) Cognizant agcncies fbr indirsct costs are

cncouraged to approve alternative proposals
based on oulcomes and milestones for prograrn
pcrlbrmance wherc thcse arc clcarly
dooumented. Whcre approved by thc Fcdcral
cognizant agcncy lbl indirect cosls, thcsc plans
are ar:ceptablc as an altcrnative to ths
requircments of palagraph (i)( l) of this
scction.

(7) For Federal awards ofsimilar purposc

activity or instances ol'approvcd blcndcd
firnding, a non-F'oderal entily may submit
perfonnance plans that incorporate funds l'rom



multiple Fcdcral awards and account fbr their
combincd use bascd 0n pctlo|nrance-oricnted
tnclt'ics, plovided that such plans are approved
in advanoc by all involvcd Foderal awalding
agcncies. ln these instances, the non-Fedelal
entity nust subnrit a requcst lbr waiver of thc
requiremcnts based on docunentation that
desclibcs thc method ofcharging 0osts, relates
thc charging ofcosts to (hc spccilic activity
that is applicable to all l'und sources, and is
trased on quantifiablc mcasurcs ol'lhe activity
in relation to linre chargcd.

(8) |ol a non-l;cderal cnlity wherr: thc rccords
do not mcct the slandards describcd in this
scction, thc Federal Covernrnent may rcquire
personnel activity repolts, including prescribcd
cerlifications, or equivalcnt documcntation that
suppon thc rccords as rcquircd in this scction.

$200.43I Compensation-fringe benefi ts.

(a) I.'ringe benefits arr.r allowances and serviccs
provided by enrployers to their errployees as

conrpcnsation in addition to rcgular salarics
and wages, Fringc bcnclits includc, but arr: not
limitcd to, the costs olleave (vacation, fanrily-
rr:latod, siok or military), cnrployee insuranoe,
pcnsions, and unenrployment bencfit plans.
Hxccpt as provided elscwhcre in thcsc
principlcs, lhc costs t.rl liinge boncfits arc
allowablc providcd that the benefits are
loasonahlc and are requircd by law, non-
I.'cderal entity-cnrployce agrccment, or an
cstablisbcd policy ol'thc non-Fcderal cntily.

(b) Leave.'Ihe oost oftiinge bcnefits irr the
lorm ofregular compensation paid to
ernployccs during pcriods of authorizcd
absenocs {ioni thcjob, such as {'or annual
leave, lhmily-rolated lcave, sick loave,
holidays, court leave, nrilitary leave,
tdministrativc lcave, autl othsr sinrilar
bencljts, arc allorvablc ifall ofthc following
oritcria arc mct:

( I ) Thcy are providcti undcr established
written lcave policies;

(2)'l'he costs alc cquitably allocatcd 1o all
relatcd activities, including l'cderal awards;
and,

(3)'l'he accounting basis (cash ol ar:crual)
selectsd for costing each type ol'leavo is
corisistently lirllowcd by lhc non-Fedcral entity
or specified grouping olcmployees.

(i) When a non-Federal ontity uses the oash

basis ol accounling, thc cost o1' lcavc is
lccognized in thc periotl that thc lcave is takcn
and paid for. Paymcnts for unuscd lcavc whcn
an enrployee rctircs or lclnrinates employu)cnt
ale allowable in thc ycar ol'payment.

(ii)'l'hc accrual basis nray be only used for
thosc typcs ofleavc for vrhich a linhility as

dcfincd by GAAP cxists whsn the leave is
earnetl. Whcn a uon-l;'cderal entity uses thc
aocrual basis ofaccounting, allowablc leavc
costs atc thc lesscr ofthe amount acorusd or
tirnded,

(c) 'l'he cost of liinge beuellts in thc ibrm of
cmploycr contlibutions or expenscs lbr social
security; enrployee litb, health, unernploymcnt,
and wr.lrkcr's oornpcnsation insurancc (cxccpt
as indicated in $200.447 lnsurance and
irrdcrnnification); pension plan costs (see

paragraph (i) ol'this sootion); and othel similar
benefils are allowable, providcd such benelils
are grantcd undcl established writtcn policies.
Such benefits, must bo allocated to F'cderal

awards and all othel activitics in a manner
consistent with the pattern ol'benelits
attributable to thc individuals or group(s) of
employees whosc salarics and wagcs Brc
chargeablc to such l.cdclal awards and othor
activitios, and chargod as dircct or indirect
oosts in aocordancc rvith thc non-Fcdcral
entity's accoullting praclices.

(d) Irringe bcnefits may be assignod to oost
objectives by idcntitying specitic bene{its to
spcci{ic individual employees or by allooating
on thc basis olcntity-wide salaries and wagcs
of thc ornployces recciving thc bcnufits. Whcn
the allocation melhod is used, scparatc
allocations rnust be rnade to seleotivc
groupings ofcmployees, unless the non-
Federal entity demonstratcs that costs in
relationship to salaries and rvagcs do not dillbr
signiticantly lbr different groups olernployces.

(c) lnsurancc. Scc also $200.447 lnsurance and
indenrnification, paragraphs (dXl) and (2).

( I ) Provisions fot a tsscrve undcl a sclf-
insurance program fol unr:mploymcnl
conrpensation or wofk€rsr conlpsnsaliolt are
allowable to the extent that tho provisions
roprcscnl rcasonablc sstimates of ths liabilities
lor su<.:h c{Jrnpcnsation, and thc typcs ol'
covcragc, oxtent ofcovcragc, and rates and
premiunrs would have been allowable had
insurance bccn purchased to cover the risks.
llowcver, provisions for self-insurcd liabititics
which do nol bccome paytble lbr nrore than
one year aller the provision is made must not
sxceed thc prescnt value ofthe liability.
(2) Costs ofinsurancc on thc livcs ol'trustees,
officcrs, ol other cmployces holdirrg positions
ofsinrilal responsibility arc allowablc only k)
thc cxtcnt that thc insurancg represents
additional compcnsation. 'l'hc costs ofsuch
insurancc rvhon thc non-l;cderal cntity is
Iramcd as beneliciary are unallowablc.

(3) Actual clainrs paid to or on behalfol
cmployees rlr fbrmer employees lor rvorkcrs'
compcnsaliorr, unenrployment compensation,
scvcrancc pay, and similar ernployee bsnefits
(e.9., post-retiremcnt health bcnofils), are
allowable in the ycar ofpayrnent provided that
the non-Federal entity lbllows a consistent
costing policy.

(l) Autonrobiles, 'l'hat portion of automobile
cosls furnished by th$ erttity that relatos to
personal use by employees (inclueling
transpor&ltion to and from work) is

unallowable as lilnge bcncfit ol indirect (F&A)

costs regaltllcss ofrvhethor lhe cost is roportcd
as taxable incorne to the cmployccs.

(g) Pcnsion Plan Costs. Pcnsion plan costs

which are incuncd in accordancc with the
establishcd policies of thc non-h'odcral entity
are all0wablc, provided lhat:

(l) Such policics meet thc tcst ol
reasonablcness,

(2)'l'he methods of cost allocation arc not
discliminatory.

(3) l.'ol cntitics using aocrual based ar:counting,
the cost assigncd to each fiscal ycar is

deterniincd in accordancc with GAAP.

(4) 'l'hc costs assigned to a given liscal ycar ale
l'undcd for all plan participants within six
rnonths after the end ofthal ycar. Howcver,
incrcasss to nolmal and prsl scrvice pcnsion
costs causcd by a delay in lunding lhe actuarial
liability beyond 30 calendal days after erch
quartor o1'thc year to rvhich such oosts are

assignable arc unallowable. Non-Federal entity
rnay e lect to {bllow the "Cost Acoounting
Standard for Oomposition and Measuromsnt ol'
I'cnsion Costs" (48 CFR 9904.412).

(5) Pcnsiotr plan termination insuLance
prenriums paid pursuant to the lrrnploycc
Ilctircrncnt lnconre Security Aot (ERISA) of
1974 (29 U.S,C. l30l-1461) arc allowable.
Lats paynlont charges on such prcnriums are

unallolvablc. Flxcisc taxcs on accunrulated
funding deficiencics and olhcr pcnaltics
irnposed undcL ERISA are unallowabls.

(6) Pensiori plan costs may bc computed usitrg
a pay-as-you-go mcthod or an acccptablc
achrarial cost method in accordancc rvith
established writtcn policies of the non-Fcdcral
entity,

(i) Fol pension plans financcd on a pay-as-you-
go mcthod, alkrwable costs will be lirnitcd kr
those roprescnting actual payments to retircos
or their beneliciaries.

(ii) Pcnsion costs calculated using an actuarial
cost-bascd mclhod rccognized by CAAP are

allowable fbr a given fiscal ycar ifthey are

I'undcd for that year within six nronths alter the
cntl ol'that ycar. Costs fundcd aftsr thc six
rnonth pcriod (or a later period agreed to by th€
cognizant agency for indiroct oosts) arc
allowable in the year fundcd. 'l'hc cognizant
agcncy fbr inclircct costs may agrcc to a|r

extcnsion ofthc six month period ifan
appropriate adjustrncnt is madc to cornpensalc
lor thc timing ofthe chargcs to thc F'ederal

Covernment and related Federal
rcimbursenrent and the non-Federal cntity's
contribution to the pcnsion fund. Ad.iustmcnts
rnay be rnade by oash rclund or other cquitablc
prt.rcedures to cornpensatc the Federal
(iovcrnment tbr the timc valuo ol Federal
reimburscnrents in exccss ofcontributions to
the pension l'und.

(iii) Arnounts fundcd by thc non-Federal entity
in excess of thc actuarially dcterminetl amount
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lbl a fiscal year may bc usod as the non-
Federal entity's contlibution in futule periods.

(iv) Whon a notr-Federal entity convells to an
acccptablc actuarial cost method, as defincd by
GAAP, and lirnds pension costs in aocorclancc
rvith ihis rncthod, the unfunded liatrility at the
timc olcouversion is allowablc if arnortized
over a period ofycars in accordance with
GANP.

(v) 'l'hc Fedcral Government rnusI rcccive an
cquilablc share ofany previously allowed
pension costs (including earnings thereon)
whioh revcrt or inure to the non-Federal cntity
in thc fbrm of a rel'und, withdrawal, or other
crcdit.

(h) Post-Rctircnrcnt I lcalth. Post-rctircment
health plans (PRllP) rel'ers to costs of hoalth
insurance or heallh scrviccs not inoludgd in a
pension plan covcrcd by paragraplr (g) ofthis
scction lor rctirccs and thcit'spouscs,
depcndcnts, arld survivors. PRI IP sosts may bc
ot-rmputcd usirrg a pay-as-you-go rnclhod or an
acccptablc actuarial cost mcthod in accordancc
with cstablishcd writtcn policies ofthe non-
l cdcral entity,

( I ) For PRHP financed on a pay-as-you-go
mcthotl, allorvablc costs lvill bc lirnitcd to
those r€proscnting actual paymcnts lo rctirccs
or their beneficiarics.

(2) PRIIP costs calculated using an acnrarial
cost method recognizctl by (}AAP aro
allowable ifthey are funded for that ycar
within six months afler the end of that year.
Costs funded after the six month period (or a

latcr period agreed to by the cognizant agency)
arc allorvablc in thc ycar fundcd. l'hc !'cdcral
cognizant agoncy lbr indircct oosts may agrec
to an extension ofthe six rnonth period iIan
appropriate adjustment is made to contpensatc
lor the timing ol'lhc ohargcs to tho Fcderal
Governnrenl and relatcd l.'cdcral
rqimburscnrcnts and the non-licdelal entity's
contributions to thc PRIIP l'und, Adjustmcnts
nray bc made by cash retund, reduction in
curLent ycar's PRHP costs, or other cquitable
procedurcs to compensatc the Federal
Covcrnmcnt fbl thc tirno valuc olF'cdcral
reiutbursements in excess ofcontributions to
the PRIIP flnd.
(3) Anrounts l'undcd in exccss olthe
actuarially detcrmined amounl for a fisoal year
rnay be uscd as the l'cdcral Govcrnrnent's
conlribution in a l'uturc pcriod.

(4) Whcn a nou-Fedcral cntity convcrts to an
acceptable actuarial cost method and lunds
PRI IP costs in accortlauce with this ntethod,
the initial unfunded liability attributable to
prior years is allowable ifarnortized over a
pcrio(l ol'years in accordance with GAAP, or,
il'no such GAAP pcliod cxists, ovcr a peliod
negotiated with the cognizarrt agcnoy for
indirect cos(s,

(5)'l'o be allorvablc in thc curront ycar, the
I)RHP costs must be paid either to:

(i) An insurer or olher bcncfit pr'<lvider as

currcnt ycal costs or premitrms, or

(ii) An irrsurer or trustee to nrainlain a trust
lultd or rcserve for thc sole purpose of
providing post-relirerlrcnt bencfits to fetirees
and othcr benefi ciarics.

(6) The Federal Governrnsut must receive an
oquitablc share olany amounts ofpreviously
allowcd post-retirement benefi t costs
(iuclrrding earnings thereon) which revcrt or
inure to the non-l.cderal ontity in the lbrnr ola
rcfund, rvithdrarval, ot' othcr clcdit.

(i) Severance Pay, (l) Severance pay, also
conxuonly rcferlcd to as disnrissal wagcs, is a
payment in addition to legular salaries and
wagcs, by non-Federal cutities to workcrs
whosc crnploynrent is being terminatcd. Costs
ofscvcrancc pay arc allowable only to llrc
oxtent that in each casc, it is rcquired by (a)
law, (b) employer-enrployee agrcumcnt, (c)
established policy that constitutes, in cffcct, an

implicd agreenient on the nou-Fetleral cnlity's
paft, or (d) ciroumslanccs ofthc parlicular
enrployment.

(2) Costs of scvclailce paynlents are divided
into two categories as fbllows:

(i) Actual normal turnovcr scvcrance payments
must be allocatcd to all activitics; or, whcre the
non-Federal cntity providcs lbr a rcscrvc lbr
norntal severanocs, suoh mcthod will bc
acccptable il'thc charge to current operations is
rcasonablc in light ol paymcnts actually made
lor norntal scvcrances over a represcntative
past pcriod, and il'amounts chargcd are
allooated to all activitics ol'1hc non-Federal
entity.

(ii) Mcasurernent olcosls ol'abnornral or mass
scverance pay by means ofan accrual rvill not
achieve equity to both parties. 'l'hus, accruals
{'or this purposc are not allowable. Howevc,
thc F'odcral Govcrnmcnt rccognizes its
obligation to participatc, to thc cxtcnt ofits fair
sharc, in any spccific paynlcnt. I'rior approval
by thc Fcdcral arvarding agency or cognizant
agcncy lbl indirect cost, as appropr.iate, is
rcquircd.

(3) Costs incurred in certain severancc pay
paokages whioh arc in au amounl in exoess <lf
thc normal sevcraucrc pay paid by the non-
Federal entily to an cmployec upon tcrnrination
oflempklyment and are paid to thc crnployec
contingcnl upon a changc in managelnent
oontrol over, or ownorship of, thc non-Federal
entityrs assets, are unallowable.

(4) Sevcrancc payments to foreign nationals
employed by the non-Federal eutity orrtsidc thc
Unitcd States, !o the exteut that the amount
cxcccds thc cuslomary or prevailing pl actices
lbr thc non-Iredcral entity in the Unitcd Statcs,
are unallorvable, unlcss thcy are nccessary tbr
lhe performance o1'|odcral programs and
approved by thc Fedclal awarding agenoy.

(5) Scveranoe paymcnts to forcign nationals
cmploycd by tho non-[,'cdcral entity outside the
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United States due to the termination olthc
I'orcign national as a rcsult ofthe closing of, or
curlailnrent of activities by, the non-Fedcral
errtily in that counny, are unallowablo, unlcss
they arc nocossary for the pcrformance ol
Federal programs rnd approvcd by thc |cderal
awarding agency.

(Xl) For lllEs only. Fringe benelits in the
llorm of tuition or remission of tuition for
individual cnrployces are allowable, provided
such bcnelits arc granted in accordance with
establishcd non-F'ederal enlity policies, and are
distributed to ull non-Federal entity activities
on an equitable basis, 'l'uition benclirs f'or
farnily rncnrbcrs other than thc crnploycc arc
unallowablc.

(2) Fringe benelits in the lornr oftui(ion or
remission ol'tuitiou for individual employces
not cnlployed hy ll.ll")s ale linrited to ths tax-
frce amount allowed pcr scction 127 oflhe
lntcfnal Itevenue Code as arnended.

(3) lHEs may ol'fcr employees tuition waivcrs
or luition rcductions fbr undergraduatc
edur:ation under IRC Section I I 7(d) as

arnendsd, ptovided that thc bencfit docs not
discrirninato in favol ol'highly compcnsatcd
crnployccs. f ederal reintbursement of tuition
or rcmission of tuition is also lirnited to the
institution lbr which the ernployee wolks. See

$200.466 Scholarships and studcnt aid costs,
lbr trcatnlent oltuition renrissiori plovided to
students.

(k) For IH!)s wlrose costs are pairl by state or
local governmcnls, lringc bcncfit programs
(such as pension costs and t'lCA) and any
other bcncfits costs specif'ically incurred on
behalfof, and in direct benetitto, the uon-
Federal entity, arc allowable cosls ofsuch non-
Federal cntitics wlclier or not these oosts are
rccordcd in the aocounting rccords olthc non-
I.ederal cntitics, subjeot to the following:
(l) The cosls mcct thc rcquircments ol'Basic
Considerations in $$200.402 Composilion of
costs through 200,41 I Adjustmcnt of
pleviously ncgotiatcd indirect (I&A) cost rates
containing unallowablc costs ofthis subpart;

(2)'l'hc costs are properly supporlcd by
approved oost allooalion plans in accordance
rvith applicable Federal cost accounting
principles; and

(3) The costs are not olhcrwise borne direotly
or irrdircctly by the Federal (iovernmcnt.

$200.432 Confercnces.

A conlbrcncc is defined as a mocting, rctrcal,
seminar, synrposiurn, rvorkshop or evcnt
whosc primary purposc is thc dissernination ol'
technical inlbrnration beyond the non-Federal
cntity and is neocssary and rcasonable for
suecessful perlbrmance under the l.'ederal
award. Allowable contbrenge costs paid by the
non-Federal cntity as a sponsor or host of thc
conlcrcnce nlay include rcntal offhcilitics,
speakers' lbes, costs of meals and



tcfreshnlents, local transportation, and othcr'
itcnrs incidental to such conlblcnccs irnlcss
lurthcr rcstricte(l by the telms arxl conditions
ofthc Fcderal arvard. As nceded, the oosls of
identilying, but not providing, locally availahle
dependent-care resourccs arc allowablc,
Conferencc hosts/sponsors rnust exercise
discrelion andjudgmcnt in ensuring that
cont'elcnco costs ar(') appropriate, ncccssa|y and
managed in a manner that minimizes costs to
thc !ederal award.'l'he Fedcral awarding
agoncy may authorizc exccptions where
appropriate lbr prclgranls inoluding Indian
tribes, children, and the elderly. See also

${i200.438 Entertainnrcnl costs, 200.456
Participant support costs, 200.4'14 Travel costs,
and 200.475 Trustccs.

$200.434 Contributionsnnd donations.

(a) Costs ol'contributions and donations,
including cash. propclty, and scrvices, liom
the non-!'cdcral cntity to othu cntitics, arc
runallowablc.

(b) Thc value ol'scrviccs and proporly donated
to the non-Fcdcral cntity may not be chargcd to
the ]iedcral award either us a direct or indireot
(l:&A) cost, Thc valuc oldonatcd scrviccs antl
propeny may bc uscd 10 mcct cost sharing or
nratching rcquirements (scc $200.306 Cost
sharing or matching). I)oprociation on tlonated
asscts is perrnitted in accordanse ivith
$200.436 Deprccialion, as long as the donatcd
propsrty is not countcd towards cost sharing or
matching recluirenrcnts.

(c) Servioes donated or volunteered to the non-
Fodcral entity may bo hrrnished to a non-
l cdcral entity by profcssional and technical
pcrsonnel, consullants, and other skillcd and
unskillcd labor. The value olthese scrvices
rnay not bc chargcd lo thc Federal arvard oil.hcr
as a direot oI indircct cost. I lowgvcr, thc valuc
ofdonatcd servicss may bo uscd to mect oost
sharing or matr:hing rcquilcmcnts in
accordancc with the provisions ot'$200.306
Cost sharing or matching.

(d)'lb the extent feasible, services donated to
the non-Fedcral entity will be supported by thc
sanre methods uscd to support thc allocability
ol' rcgular personncl scrviccs.

(c) The ftillowing provisions apply to nonprofit
organizations. The valuo ofselvices donated to
the nonprolit organiz.ation utilized in lhc
perlormancc oia direcl cost activity rnust bc
considercd in the dctermination ofthe non-
F'ederal entity's indirect oost rate(s) and,
accordingly, nrust be allocatcd a proportionatc
share of'applicable indircct costs when thc
Ibllowing circurnstanccs cxist:

( I ) 'l'he aggregatc value of the scrvices is

rnaterial;

(2)'l he serviccs are supported by a significant
amount ol'thc indirect costs incuned by the
non-Fcderal cntity;

(i) In thosc instanccs rvhelc thclc is no basis
fbr detclrnining the t'air malkct value of tbc
scrvices renderetl, thc non-Federal cntity and
thc cognizant agcncy lb| indireot oosts must
ncgotiate an appropliate allocation ol' indireot
cost to the services,

(ii) WheLe donatcd services directly bcnclit a

projecl suppofted by thc Fedcral awald, thc
indirect costs allooated to thc serviccs will bc
considcred as a part ofthe tolal oosts 01'thc
project. Such indirect costs may bc reimbursed
under the !'cderal award or usecl lo mcgt cost
sharing or matching rcquiremcnts.

(f) Fair nrarkr:t value oldonated serviccs must
be cornputed as described in 6200.306 Cost
shaling or lnatching.

(g) Personal Property and IJse ofSpace.

(l) Donated pcrsonal property and usc ofspace
rnay be furnished to a non-Fcderal entity. Thc
value ofthe personal proporty and space may
not bc chargcd to thc Fcdcral award eithcr as a

dircct or indircct cost.

(2)'l'hc valuc of the donations may bo uscd to
nlcst cost sharing or matching sharc
rcquiremcnts under thc conditions describcd in

$200.300 Statutory and national policy
requirements through 200.309 Period of
pcrforrnancc o1'subparl l) ofthis part. 'fhc
value oflhc donations must bc detcnnined in
accordancc with $$200.300 Statutory and

nalional policy rcquirements through 200.309
Period of perfbrmance. Where donations are
treated as indircct costs, indirecl cost rates will
sbparatc thc valuc ofthc donations so that
rcinrbursenrcnt will not be made.

$200.438 Entertainment costs.

Costs oIcntertainrnent, including anruscn]ent,
divcrsion, and sosial activitics and any
associated cos{s alc unallowable, except where
specific costs lhat nright oiherwise be
considcrcd entgrtainmcnt have a programrnatic
purposc and arc authorizcd eithcr in the
approved budget for the Federal award or with
prior written approval ofthe Federal alvarding
aScncy.

$200.439 l)quipment and other capital
expenditures.

(a) See $$200.13 Capital cxpcnditures,200.33
Equipment, 200.89 Spccial purposc cquipment,
200.48 Ceneral purpose cquipment, 200,2
Acquisition cost, and 200. I 2 Capital asscts.

(b)'l'he lbllowing rules of allowability nrust
apply to equipnrent and other capital
expenditules:

(l) Capital oxpenditures fol gcncral purposc
equiprncnt, buildings, and land are unallowablc
as dircct charges, except with thc prior writlen
approval ofthe F'ederal awarding agcncy or
pass-through entity.

(2) Capital cxpenditures for spccial purpose
equipnrcnt arc allowable as dircct costs,
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providcd that itcnrs with a unit cost of $5,000
or morc have thc prior written apploval ofthc
Federal awarding agcncy or pass-through
entity.

(3) Capital cxpenditures lor implovements to
land, buildings, or equipmcnt which matcrially
increase their value or usclul lil'c alc
unallorvable as a di|ect cost exccpl with thc
prior written approval olthe [rederal awarding
agcncy, ol pass-through cntity. Sec $200.436
Depreciation, for rulcs on the allowability of
depreciation on buildings, capital
improvements, and equipnrent. Scc also

$200,465 Rental costs ofrcal propcrty antl
squipment.

(4) Whcn approved as a direct oharge pursuant
to paragraphs (bX I ) through (3 ) of this section,
oapital oxpcnditures will be charged in the
pcriod in which the expendilurc is incured, or
as othcrwise determined appropriate and
negotiatcd with the Fcderal awalding agenoy.

(5)'l'hc unanrortized portion of any cquipnrcnt
written off as a rcsult of a change in
capitalization levols rrray be rccovered by
continuing to olaim the othcrwise allowable
dcpreciation on the cquiprncnt, or by
anlortizing thc anrount to bc writtcn off over a
period ofyears ncgotiated with thc F'cdcral
oognizant agency for indircct cost,

(6) Cost ofcquiprnent disposal. Ifl.hc non-
Federal entity is instructed by thc Federal
awarding agenoy b othcrwise dispose ofor
(ransfer the ecluipment the costs ofsuch
disposal or translilr are allowable.

(7) Equipment and other capital expenditures
arc unallowablc as indirecl costs. See $200.436
l)eprcciation.

$200.441 Fines, penalties, damages and
other settlemenis.

Costs resulting from non-Federal entity
violations of, alleged violations of, or lailure to
comply with, Federal, statc, kibal, local or
lorcign laws and rcgulations are unallowablc,
cxccpt when incurrcd as a result ofcompliancc
rvith spccific provisions olthc Fcdcral award,
or with prior written approval ol'thc F'cderal

awartling agcncy. Sco also $200.435 Dcfcnsc
and prosecution ol'criminal and civil
proceedings, olaims, appcals and patent
inlringe menls.

S200.449 lntcrcst.
(a) General. Costs incurred for interost on
borrowcd capital, tcmporary use of entlowment
liuids, or the use ofthe non-Fedoral entity's
own funds, however rcprcsenled, are
unallowahle. Financing costs (inoluding
interest) to actluire, constluct, or replacc
capital asscts arc allowable, subjcct to the
conditions in this seclion.

(b)( I ) Capital assets is detjncd as notcd in

$200. I 2 Clapilal assets. An asset cost includes



(as applicable) actluisition costs, constructioll
costs, and othcr costs capitalizcd in acc0r'dancc
with GAAP.

(2) For nonJ:edcral entity fiscal ycars
bcginning on ol aflerJanuary l,2A16,
intangible ruscts include patents and con)putcr
soflwarc. lior softlvare dovckrprnent pro.j ects,
only intcrest attributable to the porlion ofthe
pt'<-rject costs capitalized in accordancc with
GAAP is allowable.

(c) Condilions lor all non'Fedcral cntitics. (l)
'l'hc non-Federal cnlity uses thc capital asscts
in support ofFcdcral alartls;

(2) The allowable assct oosts to acquirc
l'acilities and equipment are lirnited to a fair
malket valuc available to the non-Federal
ontity li'om arr unrelated (arnfs length) third
party.

(3) Thc non-Fcdcral cntity obtains thc
fiuancing via an arni's-lcnglh lransaction (that
is, a 1r'ansaction rvith an unrclate<l thirtt party);
or claims reimbursomont of aotual inlorcst cost
at a ratc availablc via such a tralisaction.

(4)'Ihe non-Fedelal entity limits clainis tirr
l:edcral leimbursement of intelest costs to thc
least expensive alternative. For cxanrple, a

capital lcasc nray bo dctcrmined loss costly
than purchasing through debt tinancing, in
rvhich casc reimtrursement must be lirnitcd tu
the amount of intelest determined il leasing
had bcen uscd.

(5) The non-Federal cntity exponscs or
oapitalizes allowablc intergst cost in
accordancc with GAAI'.
(6) Darnings generated by the investrnerrt of
borrowcd funds pending thcir disburscmcnt for
lhc assct cos(s arg used to oflsct thc cuncut
pcriod's allowablc intcrcst 0ost, rvhcthcr thal
cost is cxpcnscd or capitalizccl, I,)arnings

sub.fcot t0 being reported to the Fcdcral
Intcrnal Revenue Scrvicc under arbitlage
requilernents arc cxcludablc.

(7) Thc following conditions must apply tr.r

dcbl alrangcmeuts ovor $ I million to purchasc
or constnlct facilitics, unlcss {hc non-l'cdcral
entity nrakos an initial cquity contribution lo
the purchase of 25 pcrccnt or rrore. For this
purposc, "inilial cquity contiibution" mcans
the anrount or valuc ol'contributions rnadc by
thc non-F'edcral cntity for thc acquisition of
l'aoilitics prior to oocupanoy.

(i) The non-Federal entity rnust reduce claints
I'or reimbursement of interest cost by an

arnount equal to irnputed interest earnings on
exccss cash flow attributable to the portion ol
the fircility uscd lbr l"ederal awards.

(ii)'l'he non-Fcdcral entity must imputc
intcrcst on cxcess cash l'low as tbllows:

(A) Annually, the non-F'edcral cntity must
prcpare a cumulative (fiom the inception oflhc
projcct) rcport o1'nronlhly cash inflorvs and
outllows, rcgardless ofthe tunding soursc. lior
this purposc, inilows consist of Fedcral
reiurbursenrcnt lbr depreciation, amonizalion

of capitalized construction intcrest, and annual
itttercst cost. Outflows consist ol'irritial equity
cotrtributions, dcbt plinoipal payrnents (less thc
pto-rata sharc attributable to lhe cost ol land),
and intcrcst payrnents.

(l)) To cornpute uronthly cash inflows and
outtlows, the non-Federal entity rnust dividc
the annual arrrounts determined in srep (i) by
the nunrbcr ofmonths in thc ycar (usually 12)
lbat the building is in servics.

(C) For any month in which cumulative cash
inllows cxcccd cumulalive outflo\vs, intorest
rnust be calculatcd on lhe cxoess inflows l'or
that month and bc lreated as a reduotion to
allowablc inicrest cost. 'l'he rate of intorcst to
bc uscd must be thc thrcc-tnonth'li'casury bill
closing latc as ol'thc last busincss day oflhat
month.

(8) Inlerest attributable to n lully depreciated
assgt is unallowable.

(d) Additional condilions for states, local
governnrents and lndian tribes. For costs to bc
allowablc, thc non-I,'edelal cntity must have
inculrcd thc intcrcst costs for buildings altcr
Oclobcr I, 1980, or for land and cquipnrcnt
alier Septcmbcr l, 1995.

( t ) Thc rcquiremonl to olllel intorest earned orr

borrowcd funds against ounent allowable
interest cost (paraglaph (c)(5), above) also
applies lo earnings on debt scrvice reservc
lunds.

(2) The non-Federal entity will ncgotiate the
anrount ol'allowablc interest cost rclatcd 10 the
acquisition ollhcililies with asset costs ol'$l
ntillion or nroro, as outlincd in paragmph (c)(7)
ofthis section. For this purpose, a uon-Federal
entity must consider only cash inflorvs and
outflows attributable to that portbn o1'the real
propsrly used f'ur Fedcral arvards.

(e) Additional conditions fbr IHDs, I,'or costs to
be allowable, the IIIE nrust have incurred the
intcrest costs altcr Scptcmbcr 23, 1982, in
conncction rvith acquisilions of capilal asscts
that oocurred affer that date.

(f; Additional condition fol nonprolit
organizations. l.'or costs to bc allowable, thc
nonprofit organization incurrcd (he intercst
costs aftcr Septernbet 29,1995, in conncction
rvith aoquisitions ol'capital asscts that oocurrcd
aftcr that dato,

(g)'l'hc intercst allowability provisions of this
section do nor apply to a norrprolit
organization subjcct to "f'ull coveragc" under
lhc Cost Acoounting Standards (CAS), as

detlned at 48 CFR 9903.201-2(a).'l hc non-
Irederal critity's Fcderal awards alc instead
subject 1o CAS 414 (48 CIR 9904.414), "Cost
of Moncy as an lilcment of thc Cost of
Facililies Capital", and CAS 417 (4ll Cf R
9904.417), "(krst of Moncy as an l.llcrnent of
thc Cost olCapital Assets Under
(hnstruct ion".

$200.4?2 Training and educrtion costs.

The cost oftraining and education provided fbr
cmployec devclopmcnt is allorvable.

$200.473 Transportation costs,

Cosls iucurrcd lbl fieight, exprcss, carlagc,
postagc, and other transportation services
rclating either to goods purchascd, in proocss,

or delivcred, are allowable. Whcn such costs

can readily be identified with the items
involvcd, they may bc charged directly as

transpoltatioll costs or added to thc cost of
such itenrs, Where identilication with the
nratcrials reccivcd cannot readily be rnade,
inbound transportation cost rnay bc chargcrl to
thc appropriate indiLect ([&A) cost accounts if
thc non-Fedcral entity follows a consistent,
cquitablc proccdurc in this lcspccl. Outbound
freight. ifreimbursable under the tenns and
conditions ofthe Federal award, should bc
treatcd as a dircct cost.

$200.474 Travel costs.

(a) Gencral.'l'ravcl costs are thc expcnses for
transportation, lodging, subsistcncc, and
related ilenrs incurred by ctnployccs who are in
travel status on official business ofthc non-
l"cdoral ontily. Such cosls may bc chargccl on

ail actual cost basis, on a per dicm or milcago
basis in licu ofactual cosls incurrcrl, or trn a

combination o1'the two, provided the method
usod is applied to arr cntire tlip iurd not kr
sclectcd days ol'thc trip, and results in chargcs
corlsistcnt with thosc normally allorved in like
circumslanccs in thc norr-l)cdcral entity's non-
fcdcrally-funded activities and in accordance
tvith non-Federal entity's rvritten travel
rciniburscment policies, Notrvithstanding the
provisions of $200.444 General costs of
govcrnment, travcl costs ofolficials covcrcd
by that section ale allowable with the prior
written approval ofthe |edclal awarding
agency or pass-through entity whcn lhcy arc
specifically rclatsd to thc Federal award.

(b) Lodging and subsisteuce. Cos{s incurrcd by
cmployoes and offlcers lbr lravel, including
costs ol'lodging, other srrbsistence, and

incidental expenses, must be considcred
rcasonable and otherwise allowablc only to tlrc
extcnt such costs do not exceed cliargcs
nornally allorved by thc uon-[ederal cntity in
its regular oporatious as the resull ol'thc non-
Federal entity's lvritten travel policy. In
addition, ifthese costs are charged dircctly to
thc Federal award docunrerrtntion must justily
that:

(1) Panicipatiorr ol'the individual is neccssary
to thc Fcdclal award; and

(2) The oosts arc rcasonable and consisteut
with non-l cderal entity's sstablishod travcl
policy.

(cXl) Tsmporary dependcnt care costs (as

dopcndorrt is dcl'incd in 26 U,S.C. 152) above
and beyond regulal dependent care that
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directly results fronr travel lo oonferences is
allorvablo provided that:

(i) Thc costs arc a dircct lesult ofthe
individual's travel lor the Federal awartl;

(ii)'l'hc costs arc consistcnt rvith thc non-
Federal entity's dooumented travcl policy for
all entity tlavel; and

(iii) Arc only tenrporary during the tlavel
period.

(2)'liavcl oosts for dependenls arc

unallowablc, cxcept lor travcl ofduration of
six nronths or mure with priol approval ofthe
F'cdcral awarding agency. Scc also $200.432
Conferenccs.

(ct) In thc abscncc ofan acceptable, writtcn
non-Fcdcral eutily policy regarding travel
costs, the rates and amounts established undcr
5 U.S,C. 5701-l l, (" l'ravcl arrd Subsistencc
[xpenscs; Milcage Allowances"), or by thc
Administrator ol'Ccneral Services, or by thc
Presidcnt (or his ol licr dcsignee) pursuant !o
any provisions of such subchapter must apply
to travel undcr Federal arvards (48 Cl'R
3 1.205-46(a)).

e) Conrmercial air travcl. ( l) Airfarc costs in
exoess <lfthe basic least expensive unrestricted
accommodations class olllered by commcrcial
airlines arc unallowablc cxocpt when such

accommodations would:

(i) RequiLe circuitous routing;

(ii) l{equire travel during unreasonable hours;

(iii) Excessively prolong travcl;

(iv) Result in additional costs that would offsct
the transponation savings; or

tv) Otfer accornrnodations not reasonably
adequatc lor thc travclcr's msdical nceds, l'he
non-Fcdcral enlily mustjustify and document
thcse contlitions on a casc-by-casc basis in
order for thc usc of first-class or busincss-class
airlarc to be allowable in such cases.

(2) Unless a pattern ofavoidancc is detccted,
thc Federal Governnrent will gcncrally not
qucstion a non-Federal entity's doterminations
that oustonlary standald airl'arc or other
discount airfarc is unavailablc l'or spccilic trips
ifthe non-!'ederal entity can demonstrate that
such airfare was not available in thc spccifio
case.

(f1 Air travel by other than comnrercial carricr.
Costs oftravcl by non-F'cricral entity-owncd, -
lcased, or -chartered aircraft inolude the cost ol
lease, charter, operation (including personnel
costs), maiutcllanoe, depreciation, iusurance,
antl other relatcd costs. The portion ofsuch
costs lhat exceeds the cost of airfare as

provided for in paraglaph (d) olithis section, is

unallowablc.

$200.501 Audit rcquircmcnts.

(a) Audit required. A non-Fcderal entity that
expends $750,000 ot morc during thc non'
Ilederal entity's liscal ycar in F'ederal arvards

must have a singlc <lr progranr-specific audit
oonducted lor that ycar in accordance rvith thc
provisions ofthis pail.

(b) Singlc audit. A non-Federal entity thal
expcnds $750,000 or more during lhe non-
Federal entity's liscal year in Fedcral awards
must have a single audil conductcd in
accordance with $200.514 Scopc ofaudit
cxcept when it elects to havc a program-
spccific audit conducted in accordance with
paragraph (c) ofthis scction.

(c) Program-spccific audit election. When an

auditcc oxpcnds Fsderal awards undcr only onc
Federal proglam (cxcluding R&D) and lhc
Federal program's statutes, regulations, or the
ternrs and conditions ofthe Federal award do
not rcquire a linancial statenlent audit olthc
auditec, thc auditcc may elect to have a

prograrn-specifi c audit conduclcd in
accordance with $200.507 Program-specific
audits. A progranr-specific audit may no1 be

eleotcd for ll&l) unless all ofthe ltcdcral
awards expended woro receivcd frorn the same
l"cdclal agenr:y, or the samc F'cdcral agency
and the sarne pass-through ontity, and that
F'cdcral agcncy, or pasr--through cntity in the
case ofa subrecipicn(, approves in advanoe a

program-specifi o audit,

(d) L)xcnrption when Federal awards cxpcndcd
are less lhan $750,000. A non-Federal cnlily
thai cxpends less than $750,000 during the
non-Federal entity's fiscal ycar in F'cderal

awards is cxcnrpt fiom Fedsral audit
requircmcnts for that year', exccpt as nolcd in

$200.503 l{elation to other audi( requircmerrts,
but records rnust be available lbr review or
audit by appropriatc officials ofthe Federnl
agcncy, pass-through cntity, and Covernlnent
Accountability Olfi ce (GAO),

(c) I.'edernlly Funded lles{ralch and
Dcvclopnrent Centers (FFRDC). Management
olan auditcc that owns or opcratcs a FFRDC
ruray clect to treat the FFRDC as a separatc
cntity fbr purposes ofthis part.

il) Subrccipicnts and Contractors. An auditec
nray simuhancously bo a rccipient, a

subrecipient, and a contractor. Federal awards
cxpended as a rccipient or a subrccipiont are

subjcct to audit under this parl. 'l'hc payments
received for goods or scrvices providcd as a

contraotor aro not Fcdcral awards. Seotion

$200.330 Subrccipient Bnd contractor
detcrninations scts lbrth the considcrations in
deternrining whcther payments conslitute a

Federal arvard or a paymcnt for goods or
scrvices providcd as a oontractor.

(g) Courpliance responsibility for conlraotors.
ln rnost cases, the auditcc's compliaucc
rcsponsibility for contractors is only lo ensure

that thc ploourcmcnt, receipt, and paymcnt lirr
goods and serviccs comply with l"cderal
statutes, rcgulalions, and the tcrms and
conditions ofFederal awards. Federal award
cornpliauce requircmcnts normally do noi pass

through to conlraolors. Ilowevcr, the auditee is

responsible lbr ensuring compliance lbr
luocurerncnt transactions which arc structurcd
such that tho contractor is responsible for
prograln compliancc or the coutraotor's rccords
must be reviewed to detennine program
cornpliancc. Also, whcn lhesc proculclnent
transactions relate to a majot'prograrn, the
scope ol'the audit must includc determining
whether thcse transactiotts are iu conrpliance
with Federal statutes, regulations, and the
tcrms and conditions ofFcdcral awards,

(h) For'profit subrecipicnl. Since this part does

not apply to for-profit subrccipients, the pass-

through entity is responsiblc fbr establishing
requirements, as llgccssary, to ensure
cornpliancc by fbr-profit subrec\rients. l'he
agreenlent rvith the for-profit subreoipicnt mitst
dcscribe appl icable compliancc requirelnonts
and thc lbr-plofit subrccipicnt's compliance
responsibility. Methods to ensure cornpliance
fbr Federal awards made to for-profit
subrecipients may include prc-award audits,
rnonitoring during thc agrccnrcnt, and post-

award audits. See also $200.33 1 Requirements
fbr pass-through entitics.
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SECTION l: PROGRAMMATIC FISGAL REQUIREMENTS

1. Grant Budqet Development Procedures (FS-101

Process Owner(s): The Director of Student Services, or designee, in conjunction with the School
Business Administrator, or designee, are responsible for developing a compliant budget that utilizes
the full amount of the award allocation and ensuring submission by the due date,
Procedures:
. Annually in spring, the Director of Student Seryices assigned to IDEA, gathers information

regarding budget allocation, application submission instructions, and filing deadline from the
NYSED IDEA website. The Dlrector of Student Seryices then reviews all available information
focusing on any changes in filing, deadlines, cost allowability requirements, and/or cost allocation
requirements as well as the current application's appendix for IDEA Allowable Costs list.

. The District's funding allocation remains generally consistent year-to-year, As a result, the School
Business Administrator, budget development process for the next year's budget begins with a roll
forward of the current year's budget. To prepare a roll forward budget, School Business
Administrator obtains the following information:

o Salaries and Benefit Costs - obtains current position detail including salary and benefits
information for positions that are currently funded with IDEA grant funding from the
School Business Administrator. For positions that are filled at the time of budget
development, salary and benefits information is based on the actual salary and benefits
costs for the staff members in the positions. For the positions that are vacant at the time
of budget development, lhe salary and benefits information is based on of the last
incumbent who held the position, Code 15 is used for teacher and licensed professionals.
Code 16 is used for TAs, clerical, and any other employees that provide ancillary/support
services, not direct, special education services. Allowable benefits include FICA,
ERS/TRS, Workers' Compensation, Unemployment, Medical and Dental.

o Contracts, Supplies, Travel - estimated based on current year's use in these areas

o ASEPS - obtains from the Office of Shared Accountability (OSA), the October BEDS
numbers for students at Approved Special Education Providers (ASEPS). Calculates the
estimated ASEPS allocation by multiplying the BEDS number by the required minimum
per pupil allocation, The Diskict provides funding to ASEPs under Education Law Section
4410-b through vendor contracts with the ASEPs for those students with disabilities ages
3:21 (Preschool, Kindergarten, and/or School-age $tudents) attending non-district special
education programs using IDEA Section 61 1 andlor Section 619 funds,

o CEIS - The District allocates up to 15% of the available Part B Section 611 IDEA funds
for Coordinated Early lntervening Services (CEIS) during the budget development
process for providing services to students that are not currently identified as needing
special education or related services, but who need additional academic and behavioral
supports to succeed in a general education environment. Services funded are based on
the allowable options provided for in 20 USC Section 1413(0(2) and 34 CFR Section
300.226(b).

. These services include deployment of the following positions: Behavior
Specialist, Behavior Support Specialist, RTI Liaison. The salaries and benefits for
these positions are recorded in the CEIS section of the application.

. The School Business Administrator verifies that the estimated totalcost of
salaries and benefits for these positions do not exceed the 15% maximum
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allocation. lf this amount is exceeded, the School Buslness Administrator
flags these items for discussion with the Director of Special Education and
Director of Student Services to determine whether staffing will be reduced or
funded through an alternate source to maintain the currently staffing levels for
these services.

o CCEIS - The District does not eleet to fund CCEIS using Section 611 or 619 funds.

o Parentally Placed - The District plans annually to fund 0,5 FTE Education Specialist's
salary and benefits tor parentally placed services from Section 611 funds annually.

o lndirect Costs - indirect costs calculated on the Modified Direct Cost Base (excludes
ASEP funding and proposed contract expenditures more than $25,000) multiplied by the
maximum NYSED allowabte restricted indirect cost rate,

o The District has made the financial decision not to utilize IDEA funds for BOCES
Services, Minor Remodeling, and Equipment.

The School Business Administrator then meets with the Director of Special Education to discuss
the roll forward budget, any modifications/additionslreductions to the program's needs in
relationship to the roll fonrard budget and the current year's allocation amount (new staffing,
supplies, contracts, travel for conferences). A listing of necessary supplies and contracts is
compiled based on current student IEP needs and an evaluation of the effectiveness of the
current programs and programmatic tools for continuation or modification for inclusion in the line
item budget as well as necessary travel for professional development. The Director of Human
Resources evaluates any newly proposed inclusions to ensure the expenditure and purpose meet
the funding source guidelines for reasonableness, necessity and allowability. Any questions
regarding allowability are referred to the School Business Administrator.

The Director of Student Services then constructs the FS-'|0 budgets based on the agreed upon
program needs that are allowable costs to fully utilize the maximum allocation amount,

The School Business Administrator then reviews the proposed budgetary allocations, specifically
any newly proposed cost allocations, FS-10 budget and application with the Director of Student
Services. This also includes a discussion of any modifications to the allowable costs or guidelines
for the program.

The School Business Administrator, or designee, then prepared a Resolution for Submission of
Grant Proposal(s) for this grant for consideration by the Board of Education including the:

o Name of Grant

o Funding Source

o Schools/Locations

o Description of Grant's Purpose

o Line ltem Budget by FS-10 Budget Cost Category

o Positions/FTEs to be Funded

Upon receipt of Board of Education approval, the School Business Administrator reviews and
submits the application to the Superintendent for approval and responds to any follow-up
questions from the Superintendent. Once approved by the Superintendent, the application is
mailed via certified mailto NYSED,

Once the approved FS-10 is received, the District Treasurer prepares:

a

a

a
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o the Grant Set-Up Form {Attachment #'l) and submits this to the Accounting Department
to assign and activate the projecUgrant number for this year's grant in the NVision
accounting system and grant attributes (budget by FS-10 code, revenue function code(s)
to be used, expenditure function code{s) to be used, reporting method and deadline,
drawdown method and schedule, SED pass-through number, CFDA number, funding
source, MWBE spending requirements, MWBE reporting requirements).

o The Grant Risk Assessment Form (Attachment #2) which is a self-assessment of risks
associated with the grant for the current year.

o The District Treasurer also prepares a Budget Journal/Transfer Form (Attachment #3)
with the grant's line items budget by budget code. The Budget Journal/Transfer Form is
reviewed and approved by the School Business Administrator and submitted to the
Budget Department for review budget code, dollar amounts agree to budget) and set-up
in the NVision accounting system. The budget is not set-up in NVision accounting system
until the approved budget is received.

Finally, the School Business Administrator also communicates any changes from the budget
submitted to the approved budget to the Director of Special Education as necessary to ensure
correct program implementation.

All workpapers and reports are maintained for a minimum of seven years.

2. Grant Amendment Procedures (FS-l0Al

Procsss Owner(Sl: The School Business Administrator is responsible for identifying the need for a
grant budget amendment prior to the occurrence of overspending and/or when carryover funds are
available and preparing the budget amendment form/carry over amendmenf form. The School
Business Administrator, or designee, is responsible for monitoring the due date for submissions of
budget amendments and carryover fund budget amendment and ensuring submission by the due
date(s).

Procedures:

. The Diskict Treasurer reviews the spending on the grant in Budget Overview in NVision
Accounting system and discussions with the School Business Administrator about unanticipated /
changing needs. The District Treasurer prepares a budget amendment to transfer funds from cost
functions or object codes to other cost functions or object codes when:

o There is a variance in any major category of expenditure that exceeds 10 percent of the
category amount in the approved budget, and that variance exceeds $10,000; or

o A transfer of funds is to be made to a previously unbudgeted category.

o The current yeais award amount is increased by the amount of the prior year's unspent
carryover funds.

. The Amendment is prepared based on quotes for goods/services and/or estimated salary and
benefits costs and reviewed and approved by the School Business Administrator before
submission to the Superintendent for approval and mailing,

o When the approved Amendment is received, the District Treasurer prepares a Budget Transfer
Form for the grant's amended line item budget by budget code with the Amendment atiached,
The Budget Journal/Transfer Form is reviewed and approved by the Director of Student Services
and submitted to the School Business Administrator for review (budget code accuracy, dollar
amounts agree to budget) and set-up in the NVision accounting sytem. The budget is not set-up

a
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in NVision accounting system until the approved budget amendment is received. After the budget
has been adjusted in NVision accounting system, the financialgrant attributes for FS-10 codes
used for Final Claims are adjusted by the District Treasurer.

The School Business Administrator communicates approval of the amendment and/or any
changes from the original submission to the Director of Student Services as necessary to ensure
correct program implementation.

All workpapers and reports are maintained for a minimum of 7 years.a

3. Grant Final Claim Procedures (FS-10F1

Process Owner(s): Director of Student Services is responsible for overseeing the preparation of
accurate, complete and timely FS-1OFs. The School Business Administrator is responsible for
monitoring the due date for submission of the Final Claims and ensuring submission by the due
date(s).

Procedures:

. Beginning in the Spring, the District Treasurer investigates any unfilled purchase orders and
ensure delivery and payment within the allowable grant period and prior to completion of the final
claim.

o At the beginning of each month, the District Treasurer runs the NVision financiallmgmt.
system report for grant filing deadlines to determine which grants have reporting requires due in
the next 30 days. This list is compared to the NYSED grant listing to ensure completeness and
then assigned to the secretary to the Director of Student Services to prepare final claims.

r Final Claims are prepared by on the Final Claims Preparation Checklist (Attachment ll4).

. Final Claims are then reviewed by the District Treasurer before submission to the CFO for
approval.

. After approval by the CFO, the FS-10F is submitted to the Superintendent for signature and
mailing.

r All workpapers and reports are maintained for a minimum of 7 years.

SECTION ll: PROGRAMMATIC REQUIREMENTS

1, Voluntarv Coordinated Earlv lntervenino Services (CElSl

The District has elected to use up to 150/o of IDEA federal funds to provide CEIS. Only school-age
students without disabilities may benefit from CEIS. Policy information on CEIS is available at:
http://www. pl 2. nysed.qovlspecia led/publicationslpolicv/ceis90B. htm

The District is required to review and certify the CEIS data displayed in VR16 by logging into the
State's PD Data System at: http://pd,nvged.qov. The VR16 report will be under the 2018-19
school year, under End-of-Year reports.

a

a
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The District maintains all required data in the District's student information system and student
records to complete the required verification.

The Director and Assistant Directors for Special Education are responsible to complete the "End
of Year Verification Reports" as necessary. The Director of Special Education monitors the filing
deadlines for reporting.

All workpapers and reports are maintained for a minimum of 7 years.

2. Child Find - Timelv Evaluations and Elioibilitv - State Performance Plan - School
District Data Submission for Federal lndicators

. The District is required to collect and report data through SIRS based on New York State's 6 year
rotating cycle for Federal lndicators 7,8, 11,12, 13 and 14. All Special Education Administrators
are required to be familiar with these Federal lndicators (available at:
http://www.p12.nvsed.qov/specialed/soo/plan/contents.htmt. lz'r2l}'lil$l

. TheDistrictisscheduletor12-FY17118,13&14-FY18/19,none-FY19/20,7-FY20121,8-
FY 21122, 1 1 - FY 22t23, 12 - FY 23t24, 1 3& 14 - Fy 24t25.

r The Diskict maintains all required data in the District's student information system and student
records.

o The Director and Assistant Direciors for Special Education are responsible to complete the
"October Verification Reports" and "End of Year Verification Reports" as necessary. The Director
of Special Education monitors the filing deadlines for reporting.

. Required data maintained by the District includes:

o date of referral

o date of written parent consent for an initial individual evalualion

o date of the Committee on Preschool Special Education (CPSE) or Committee on Special
Education (CSE) meeting to discuss evaluation results

o number of days from receipt of parent consent to evaluate the child and the date of the
CPSE or CSE meeting to discuss evaluation results

o reasons for delays causing the 60-day timeline to not be met

r ln accordance with NYS law and regulations, the evaluation and eligibility determination of a
preschool or school age student must be made within 60 school or calendar days of receipt of the
parent's consent to evaluation.

. The District recognizes the following as compliant r€asons for delays:

o Parents withdrew consent to evaluate

o StudenVparent moved out of school district before the determination of eligibility

o Parents refused or repeatedly did not make the child available for the evaluation

o Parents cancelled the evaluation/selected another evaluator

o Child transferred to a new district after the evaluation period began and parents and new
district agreed to an extended time period.

o The CPSE / CSE provides the parent with a list of approved programs that have a
multidisciplinary evaluation component. The parent selects the approved evaluation program to
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conduct the individual evaluation of his or her child and the board of education arranges for the
evaluation by the service provider selected by the parent. ln addition, with the consent of the
parents, approved evaluators and CPSEs / CSEs must be provided with the most recent
evaluation report for a child in transition from programs and services provided pursuant to title
two-a of article 25 of the Public Health Law.

The CPSE / CSE provides the student's parenUguardian with the procedural safeguards notice
annually and:

o upon initial referral or parent's request for an evaluation

o upon request by a parent

o upon receipt of the first due process complaint in a school year requesting mediation or
an impartialhearing

o the first time in a school year when the school district receives a copy of a State
coirplaint submitted to the New York State Education Depaftment {NYSED)

o when a decision is made to suspend or remove a child for discipline reasons that would
result in a disciplinary change in placement

ln accordance with Part 200.2(c) of the Regulations of the Commissioner of Education, the
District maintains and make available it's Speclal Education District Plan lhal includes:

o a description of the nature and scope of special education programs and services
currently available to students and preschool students residing in the district, including
but not limited to descriptions of the district's resource room programs and each special
class program provided by the district in terms of group size and composition;

o identification of the number and age span of students and preschool students to be
served by type of disability, and recommended setting;

o the method to be used to evaluate the extent to which the objectives of the program have
been achieved;

o a description of the policies and practices of the board of education to ensure the
continual allocation of appropriate space within the district for special education programs
that meet the needs of students and preschool students with disabilities;

o a description of the policies and practices of the board of education to ensure that
appropriate space will be continually available to meet the needs of resident students and
preschool students with disabilities who attend special education programs provided by
boards of cooperative educational services;

o a description of how the district intends to ensure that all instructional materials to be
used in the schools of the district will be made available in a usable alternative format for
each student with a disability at the same time as such instructional materials are
available to nondisabled students;

o the estimated budget to support such plan;

o the date on which such plan was adopted by the board of education.

All workpapers and reports are maintained for a minimum of 7 years.

3. Maintenance of Effort (MOE) Calculator Procedures

a

a
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Definitions;
r Malntenance of Effort (MOE): Generally, an District may not reduce the amount of local, or

State and local, funds that it spends for the education of children wlth disabilities below the
amount it spent for the preceding fiscal year. There are two components to the District MOE
requirement - the eligibility standard (5300.203(a)) and the compliance standard (5300.203(b)),

MOE Methods: A District may use any one of the following four methods to meet both the
eligibility and compliance standards:

o Localfunds only
o The combination of State and local funds
o Local funds only on a per capita basis or
o The combination of State and local funds on a per capita basis

Eliglblllty Standard: The eligibility standard in $300.203(a) requires that, in order to find a
District eligible for an IDEA Part B subgrant for the upcoming fiscal year, the State must
determine that the District has budgeted for the education of children with disabilities at least the
same amount of local, or State and local, funds, as it actually spent for the education of children
with disabilities during the most recent fiscal year for which information is available.

Compliance Standard: The compliance standard in $300.203(b) prohibits a District from
reducing the level of expenditures for the education of children with disabilities made by the
District from local, or State and local, funds below the level of those expenditures from the same
source for the preceding fiscal year. ln other words, a District must maintain (or increase) the
amount of local, or State and local, funds it spends for the education of children with disabilities
when compared to the preceding fiscal year,

a

a

a Per Gapita: Per capita, in the context of the District's MOE regulations, refers to the total amount
of local, or State and local, funds either budgeted or expended by a District for the education of
children with disabilities, divided by the number of children with disabilities served by the Diskict.

Comparlson Year: The "comparison yea/' refers to the fiscal year that a District uses to
determine the amount of local, or State and local, funds it must budget or spend, in order to meet
both the District's MOE eligibility and compliance standards.

Allowable Exceptions to the LEA MOE Requlrement: Under $300.204, there are 5 instances
where an LEA may reduce the level of expenditures for the education of children with disabilities
made by the LEA below the level of those expenditures for the preceding fiscal year (for the
compliance standard), and below the level of those expenditures for the most recent fiscal year
for which information is available (for the eligibilily standard). They are:

1. The voluntary departure, by retirement or otherwise, or departure for just cause, of
special education or related services personnel (e.9,, special education teachers, speech
pathologists, paraprofessionals assigned to work with children with disabilities)

2. A decrease in the enrollment of children with disabilities
3. The termination of the obligation of the agency, consistent with IDEA Part B, to provide a

program of special education to a particular child with a disability that is an exceptionally
costly program, as determined by the SEA, because the child-
, a. Has left the jurisdiction of the agency

b. Has reached lhe age at which the obligation of the agency to provide FAPE to
the child has terminated; or

c. No longer needs the program of special education;

a
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4. The termination of costly expenditures for long-term purchases, such as the acquisition of
equipment or tlte construction of school facilities; and

5. The assumption of cost by the high cost fund operated by the SEA under $300.704(c).

General Considerations:

o The District MUST meet MOE annually to be eligible for the subsequent year's IDEA
Allocation.

o The District MUST NOT submit their LEA MOE Calculator for current year's Eligibility
Standard until the previous year's Calculator has been approved. The reason for this
requirement is that the determination regarding whether or not the Diskict meets the
current yea/s Eligibility Standard is based on their previous years Calculator
requirements. The Dishict is notified by e-mailonce the MOE Calculator submission is

approved.

o NYSED recommends that District that need assistance to complete the expenditure
information on the MOE Calculator should contact Questar lll BOCES - State Aid and
Financial Planning. Questar lll has an Excel worksheet and guidance information that
will help Districts complete the expenditure information,

o While the Allowable Exception(s) and/or Adjustments tab is optional, this should be

completed annually to ensure that the expenditure amount required for future year's MOE

is as low as possible. This may not be needed in the current year to meet MOE but may
be needed to meet MOE in future years.

o Title 34 of the Code of Federal Regulations (CFR) 5300.600 requires each state to make
determinations annually about the performance of each public school district based on its
annual performance relating to State Performance Plan (SPP) indicators. The Dislrict has
been identified as "Needs lntervention" in the "Performance" category based on
performance of students with disabilities at the elementary/middle and/or high school
levels on the ESSA accountability indicators andlor the district has one or more schools
identified as TSI or CSI for the performance of students with disabilities. Any school
district that has been determined to be a district needing assistance, intervention or
substantial intervention for not meeting the requirements of Part B of IDEA, including the
targets in the State Performance Plan, is prohibited from reducing its maintenance of
effort under 34 CFR 5300.203 for any fiscal year in which it is identified [34 CFR

s300.6081.

Process Owner(s): The School Buelnese Adminlstrator is responsible for the annual preparation of
accurate, complete and timely budget and actuals MOE calculator. The School Business
Administrator is responsible for reviewing the MOE calculators prepared and monitoring the due
date for submission of the Final Claims and ensuring submission by the due date(s).

Procedures:

r The School Buslness Administrator assigned to MOE is responsible gathering information
regarding MOE requirements, submission instructions, and filing deadlines from the NYSED IDEA
website. The School Business Adminlstrator reviews all available information focusing on any

changes in filing, deadlines, cost allowability requirernents, and/or cost allocation requirements
and prepared the MOE submissions.

r Maintenance of Effort Calculator for the Ellgibility Standard
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o

The current year's eligibility calculator cannot be submitted until the District's prior year

eligibility calculator and two year's prior compliance calculator have been approved.

The School Business Administrator reviews the current MOE calculator instructions
and uses the most current version of the eligibility calculator provided by NYSED

available at http://www.p12,nysed,sov/specialed/finance/idea-orant-application'
quidance.html

o To complete the MOE Eligibility calculator:

r On the current year's MOE tab, select "Eligibility"

. On the current year's Amount tab, enter the District's Projected Child Count,

r This is the number of students with disabilities the District plans to
provide special education and relates services to according to an IEP or
service plan in place.

. This estimate is based on the prior year's students with disabilities
counts from the VR 1-6 & VR I Reports modified lor any known changes
that the Assistant Director of Special Education is aware of.

On the current year's Amount tab, enter the District's General Fund Adopted
Budget Amounts for the current year and any q-Section 611 and 619 special
education budgeted expenditures such as budgeted special education summer
school programs and transportation:

Possible Account Codes for inclusion in the MOE Expenditure Calculation:

General Fund

o A 2020 Supervision - Regular School (Special education supervision
only)

o A 2250 Programs for Students with Disabilities School Age- School
Year

o A 2810 Health Services (special ed. services only)

o A2820 Psychological Services (special ed. services only)

o A2825 Social Work Services (special ed. services only)

o A 2830 Pupil Personnel Services (special ed. services only)

o A 9098.0 Employee Benefits - (proportionate share based on
applicable special ed. and related services salaries as a percentage
of total salaries paid or actual costs for special ed. employees, if
available)

SpecialAid Fund

o F 2253 Programs for Students with Disabilities School Age-
July/August (Section 4408 Education Law)

o F 2251 Program for Students with Disabilities - DOH - Chapter 428

- Early lntervention Program

o F 5511 Summer Transportation Services Students with Disabilities
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. To allocate projected expenditures between state and local categories
for expenditures where the funding source is not specifically identifiable,

o Calculate the state share of revenue

r + A3101 Basic Formula Aid Excess Cost Aid from Line
127 Tolal Excess Cost Aids from the GEN report

. + A3104 Tuition for Students with Disabilities (Chapter
47 ,66 and 721)

. + F3289 Section 4408 SchoolAge July/August Program
(Tuition and Other)

. + F277Q DOH Ch, 428 Early lntervention Program

Divide Total State Aid by Total Expenditure to determine the
overall percentage that State Aid funds and apply this
percentage to each category of expenses reported.

On the current year's Exc & Adj tab, enter the District's projected exceptions and
adjustments:

. Exception (a) Based on payroll system and general ledger, enter the actual
amount paid for salary and benefits for any known
terminations/resignations/retirements for any special education or related
services personnel that were paid in the prior year with state and/or local funds
that will not be paid in the current year and the projected costs of the
replacement staff member(s). This does not need to be a 1:1 ratio.

. Exception (c) Based on the ledger and STAC information, and discussion with
the Assistant Director of Special Education, enter the cost reduction associated
with the termination of the obligation of the Diskict to provide special education to
a particular student with a disability that is an exceptionally costly program due to

. any of the following reasons: left the jurisdiction, aged out, or no longer needs the
program of special education that was paid previously but is not projected to be
paid in the current year.

. Exception (d) Based on the ledger and adopted budget, enter the reduction in
cost for any long-term purchases, such as the acquisition of equipment or
construction of school facilities that was paid previously but is not projected to be
paid in the current year. (THIS lS NORMALLY NOT USED)

Once the MOE Eligibility Calculator is complete, the School Business Admlnlstrator
reviews Tab 4 "Multi-Year MOE Summary" to ensure that at least one of the four criteria
have been met showing that the District has met the Eligibility Method for LEA MOE.

The School Business Administrator then reviews the results of the calculator with the
Superintendent and then submits the MOE Calculator via emailto idea@nysed,qsY with
a subject line of "FY MOE Eligibility - Syracuse CSD" with the Director, Comptroller and
CFO cc'd.

o

o

a Maintenance of Effort Calculator for the Compliance Standard

o The current year's compliance calculator cannot be submitted until the District's current
year eligibility calculator and prior year's compliance calculator have been approved.
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o The School Business Administrator reviews the current MOE calculator instructions
and uses the most current version of the compliance calculator provided by NYSED
available at: http:/lwww.o12.nvsed.oov/soecialed/finance/idea"qrant-aoplication-
quidance.html

To complete the MOE Compliance calculator:

. On the current year's MOE tab, select "Compliance"

. On the current year's Amount tab, enter the District's Actual Child Counts from
the VR 1-6 & VR 8 Reports obtained the Assistant Director of Special Education,

. On the current year's Amount tab, enter the District's actual General Fund
expenditures for the current year and actual expenditures for any non-Section
611 and 619 special education services such as special education summer
school programs and transportation:

Possible Account Codes for inclusion in the MOE Expenditure Calculation:

General Fund

. A2A2A Supervision - Regular School (Special education supervision
only)

. A2280 Programs for Students with Disabilities School Age- School Year

r A 2810 Health Services (special ed. services only)

t A2820 Psychological Services (special ed. services only)

: A2825 Social Work Services (special ed. services only)

o A 2830 Pupil Personnel Services (special ed. services only)

r A 9098,0 Employee Benefits - (proportionate share based on applicable
special ed. and related services salaries as a percentage of total salaries
paid or actual costs for special ed, employees, if available)

SpecialAid Fund

o F 2253 Programs for Students with Disabilities School Age-July/August
(Section 4408 Education Law)

t F 2251 Program for Students with Disabilities - DOH - Chapter 428 -
Early lntervention Program

r F 5511 Summer Transportation Services Students with Disabilities

To allocate actual expenditures between state and local categories for
expenditures where the funding source is not specifically identifiable,

r Calculate the actual state share of revenue

o + A3101 Basic Formula Aid Excess Cost Aid from Line 127 Total
Excess Cost Aids from the GEN report

o + A3104 Tuition for Students with Disabilities (Chaptet 47,66
and 7211

o + F3289 Section 4408 SchoolAge July/August Program (Tuition
and Other)

o

I
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o + F277A DOH Ch. 428 Early lntervention Program

r Divide Total State Aid by Total Expenditure to determine the overall
percentage that State Aid funds and apply this percentage to each
category of expenses reported.

Verify actual expenditures report to the ST-3 (Schedule 44 and Schedule 83)
available through SAMS - these amounts must agree.

On the current year's Exc & Adj tab, enter the District's actual expenditure exceptions
and adjustments:

' Exception (a) Based on payroll system and general ledger, enter the actual
amount of salary and benefits for any known
terminations/resignations/retirements (staff are coded as terminated in the HR
system) for any special education or related services personnel that were paid in
the prior year with state and/or local funds that will not be paid in the current year
in the Departing Personnel Section and the actual costs of the replacement staff
member(s) in the Replacement Personnel Section, This does not need to be a
1:1 ratio.

' Exception (c) Based on the ledger and STAC information, and discussion with
the Assistant Director of Special Education, enter the actual cost reduction
associated with the termination of the obligation of the District to provide special
education to a particular student with a disability that is an exceptionally costly
program due to any of the following reasons: left the jurisdiction, aged out, or no
longer needs the program of special education that was paid previously but is not
projected to be paid in the current year.

. Exception (d) Based on the ledger and adopted budget, enter the reduction in
cost for any long-term purchases, such as the acquisition of equipment or
construction of school facilities that was paid previously but is not projected to be
paid in the current year. (THIS lS NORMALLY NOT USED)

Once the MOE Compliance Calculator is complete, the School Business Administrator
reviews Tab 4 "Multi-Year MOE Summary" to ensure that at least one of the four criteria
have been met showing that the District has met the Compliance Method for LEA MOE.

The School Business Administrator then reviews the results of the calculator with the
Superintendent and then submits the MOE Calculator via email to idea@nvsed.qov with
a subject line of "FY MoE compliance - syracuse csD" with the Director, comptroller
and CFO cc'd.

Allworkpapers and reports used to prepare the calculator are maintained for a minimum
of seven years.

o

o

O

sEGTloN lll: GRANT GOMPLIANCE SELF-ASSESSMENT,AND MoNtroRtNG

1. Grant Risk Assessment and Monitorino Process

Process Owner(s): Director of Student Services

Procedures:
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a The Self-Assessment of Risk Form is completed by the School Buslness Administrator for the
grant for each Federal and State funded grant and submitted with the Grant Set-Up form to the
Accounting Department after approval has been received for the grant and prior to
commencement of spending of funds.

The Self-Assessment of Risk Form is reviewed by the School Business Admlnistrator, or
designee. lf a grant is identified as high risk, the assessment is reviewed and approved by the
Director of Human Resources, Comptroller and CFO. All parties then place extra scrutiny on any
transactions relating to the grant conducted throughout the year.

The grant Self-Assessment of Risk Form is then reviewed at the quarterly meetings between the
Accounting Team and the Program Supervisor to determine whether there have been any
changes that would require a re-evaluation of the grant's risk level with follow-up as necessary if
the level of risk has changed since the original assessment.

All workpapers and reports are maintained for a minimum of 7 years,

a

a

a
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2. Grant Prooram Compliance Monitorino

Process Owner(s): Director of Student Services

Procedures:

. The Assistant Directors of Special Education are responsible for the compliant, etficient, effective
program implementation. The Director of Special Education monitors the delivery and quality of
programmatic services provided.

r The Special Education Administrative team monitors student progress toward mastery of the
learning standards as well as a student's IEP goals. Student progress is monitored through a
variety of data points. These include, but are not limited to: performance on district-wide
benchmark assessments, report card grades, data from progress monitoring IEP goals, NYS

assessments in ELA and Math, NYS Alternative Assessment performance, data collected while
tracking progression toward earning a C-DOS credential, and also Regents exam performance,

r The Special Education Department provides cyclical professional development to all applicable
staff regarding best practices and use of the intervention tools (i.e. Wilson Learning) and has
developed a Coaching Team of turnkey trainers for all program used to allow for trainings to be
provided on an immediate as needed basis and to provide in-class coaching.

r The Assistant Director of Special Education and the Coaching Team receiving rnonitoring reports
for all staff and students that show progress and use of the tools monthly. The teaching staff have
access to student progress reports through the learning tools and are expected to monitor student
growth,

r The Assistant Director and the Coaching Team then evaluates the staff usage and student
progress to provide feedback and re-training as needed to the staff.

r A monthly compliance report is prepared for each Principal including staff usage of the available
supports allowing the Principal to take the necessary action steps at the building level to ensure
appropriate use of the available tools.

r All workpapers and reports are maintained for a minimum of 7 years.

3. Grant Budqet and Exoenditure Monltorlnq

Proeess Owner(s): School Business Administrator

Procedures:

The School Buslness Administrator monitors spending of funds in accordance with budgeted
amounts, facilitating spending and/or repurposing of funds and preparation of an amendment if
expenditures are anticipated to exceed the allowable threshold.

All program expenditures for goods and services are reviewed for allowability, reasonableness
and necessity, inclusion in the budget and encumbrance during the grant period in advance by

the School Business Administrator, through the use of a grant pre-authorization form and then by
the Director of Special Education on the Purchase Order in NVision accounting system, The
School Business Administrator monitors expenditure compliance with all applicable grant funding
guidelines in conjunctlon with the approval process.

a
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a Quarterly, the District Treasurer, or designee prepares a summary of current ipending by FS-10
code, detail of salary expenditures by position, and projected spending for the remainder of the
fiscal year. This is then reviewed with the Program Supervisor and any potential miscoding,
under-spendinglover-spending and/or amendment needs are discussed and the teams work
together to resolve any issues identified.

All workpapers and reports are maintained for a minimum of 7 years,

4. Grant Accountino and Reporting Monitoring

Process Owner(s): District Treasurer

Procedures:

o The District Treasurer, or designee is responsible for the accurate and completeness of
recording all revenues and expenditure for the grant including using the appropriate grant budget
code and ST-3 code. Ledger reconciliations are completed monthly to monitor and corect any
miscoding during the year. Reconciliations are signed by the preparer and the reviewer.

r The District Treasurer monitors the accuracy and timely completion of these tasks,

r The District Treasurer, or designee is responsible for timely reporting expenditures in the
appropriate categories on the FS-10F, ST-3, monthly Board Report, annual Financial Statements
and Schedule of FederalAward Expenditures (SEFA).

e The School Business Administrator reviews the accuracy of and monitors the timely submission
of all documents by the applicable filing deadlines.

5. Maintenance of Effort Monitorins

Process Owner(s): School Buginess Adminietrator

Procedures:

r Budget Development Monitoring

o The School Business Administrator assigned to the MOE is responsible for ensuring
that MOE is maintained during the General Fund budgeting process. Any potential issues
identified with proposed reductions to any of the associated MOE budget codes are
discussed and resolved with the School Business Administrator.

o The School Buslness Administrator reviews MOE compliance in conjunction with the
final review of the General Fund Budget.

r ExpenditureMonitoring

o Quarterly during the year, the School Business Adminletrator completes expenditure
projections for the MOE budget codes to determine whether the District is on-track to
maintain the required MOE compliance for the year based on current spending,
encumbrances and projected salaries and benefits.

o The School Business Adminietrator reviews these projections with the Director of
Student Services and any potential underspending issues are addressed with the
appropriate functional area staff to ensure sufficient spending occurs by yearend.
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a Reporting Deadline Monitoring

o The School Business Admlnistrator assigned to MOE is responsible gathering
information regarding MOE requirements, submission instructions, and filing deadlines
from the NYSED IDEA website. The School Business Administrator reviews all
available information focusing on any changes in filing, deadlines, cost allowability
requirements, and/or cost allocation requirements and prepared the MOE submissions,

o The School Business Admlnistrator is responsible for monitoring the due date for
submission of the MOE Calculator for budget and for actuals and ensuring the accuracy
and timeliness of the submissions by the applicable due dates.

I nternal Audit Monitoring

o Annually beginning in FY 18/19, the District's lnternal Audit firm is responsible to
complete a review of the MOE Calculator (child count, account expenditures and MOE
reduction adjustments/exceptions) and ST-3 IDEA Special Aid Fund (account
expenditures) for compliant, accurate, and properly categorized reporting as part of the
District's annual risk assessment process.

o The School Business Administrator is responsible for ensuring that this review is
included in the scope of the lnternal Audit Firm's risk assessment and is included in the
Risk Assessment provided to the Audit Committee. The School Buslness
Administrator is also responsible for ensuring that corrective action is taken for any
findings related to the MOE calculator or IDEA program as identified during internal,
external and funding source audits and reviews.
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