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*  Program
*  Name(s)




Fixed Cost Grants:
Hourly Invoice

You need to know...

* The information in this session is based on CNCS Fixed
Amount Grant Financial and Administrative Process
Guide dated September 13, 2018.

* https://americorps.gov/sites/default/files/documents/Fixed%
20Grant%20Financial%20Process%20Guide Edition2.10 2018
09013%20PUBLISHED%20v1.11.pdf

* Reminder...As a state commission, we may impose additional
requirements.



https://americorps.gov/sites/default/files/documents/Fixed%20Grant%20Financial%20Process%20Guide_Edition2.10_201809013%20PUBLISHED%20v1.11.pdfReminder
https://americorps.gov/sites/default/files/documents/Fixed%20Grant%20Financial%20Process%20Guide_Edition2.10_201809013%20PUBLISHED%20v1.11.pdfReminder

Fixed Cost Grants:

Learning Objectives

* Review and boost knowledge of fixed cost grants
management; specifically,
* Fixed Cost Grants invoicing procedure

* Supporting Documentation
Serve Washington Invoice & Invoice Tracking
eGrants Member Roster
Sub-grantee relevant timekeeping report
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* Earning Fixed Cost Grant Funds: page 5
 All fixed amount grant types, earn grant funds
* Depend grant program’s enroliment of members into the portal
* And other factors that vary by fixed amount grant type.

* For the purposes of this Guide, an “enrolled member” is one
whose name is listed on a roster in the portal and that, once
exited from the program, has at least one (1) hour of national
service recorded on the roster associated with their service in a
grant program year.
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Page 6, para 1: Generally, grantees may only draw funds if and when the
funds have been earned, and may only draw amounts up to the

earned total to-date. in other words, fixed amount grant funds are only earned as a
program enrolls members into the portal and those enrolled members have served one or more
hours in a grant-funded program year

A grant recipient’s calculation of its earned fixed amount grant should be based on the
member records maintained by the program, which generally will
be more current than program rosters in the portal.

Grantees can either use these day-to-day member enrollment, timekeeping, and associated
records to establish the quantities, counts, and figures to calculate their earned grant amounts or
grantees may use the information extracted from the portal.

While the roster in the portal usually offers the most convenient
source of quantities, counts, and figures to calculate the earned
grant amount, using portal data that are significantly out-of-sync
with the actual program performance risks inaccurate calculations of
amounts earned, which can lead to overdrawing or underdrawing
grant funds.

A
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* Grant programs must make an informed decisions on when either of the two
approaches is the most appropriate to use and establish policies, procedures, and
internal controls to ensure with reasonable accuracy its calculation of earned fixed
amount grant funds

* Page 9: However, the ultimate amount drawn by a
grantee upon completion of its grant must be based
upon actual hours served, not estimates of yet-to-be-
reported hours.

* In contrast to using an hours-served estimation, enrollment counts used should
always be the actual number of members enrolled and recorded in the portal.
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* Drawing Fixed Cost Grant Funds page 10

* Fixed amount grants are paid on a reimbursement basis, and
consistent with government-wide grants management
regulations, drawing any amount greater than the calculated
earned-to-date amount is not permitted. (footnotes7,8)

* All sub-recipients must follow the drawdown procedures
established by the prime grantee from which they accepted their
pass-through sub-grant.
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* Grantees (subs) should draw their total earned to-date fixed
amount grant funds from PMS (ServeWa) incrementally on

any cycle they wish to follow as long as all of the following is
true:

* The organization has policies, procedures, and internal controls governing the steps
necessary to drawdown federal grant funds along with identification of positions authorized
to request, approve, and conduct drawdowns.

* The organization has policies, procedures, and internal controls ensuring the integrity of the
drawdown process and protecting federal funds from waste, fraud, and abuse.

* The amount drawn is based on an accurate calculation of the earned
grant amount using member enrollment and service hour records as-of
or on-or-about the date the drawdown will be conducted.

* If estimations are used when establishing interim amounts to drawdown, the estimation
method is documented within internal controls and the estimates used for each draw are
retained in grant records.
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* Each individual member has a service hour target,
1700 for Full Time

* This is the minimum that member must serve to complete their
year

* This is also the MAXIMUM that we can be
invoiced for from that member’s service

* A good hour tracking tool will not calculate money for
hours beyond 1700

* If you overcharge ServeWashington, we will fix this in our
reconciliation and you will have to repay the difference, which
may be substantial in some cases

* Itis best to keep a realistic tally of what you are owed in the grant




Serve Washington 2021-22
Special Terms and Conditions

Accessing Grant Funds under Fixed Amount Grants:

For full-cost fixed amount grants, you must ensure that you do not
request more funds from Serve Washington than you are entitled to
draw based on members enrolled.

You may request funds on a monthly basis throughout the year.
Reconciliation will occur in the final month to ensure the subgrantee
does not draw funds in excess of member hours served.

The schedule to request funds from Serve Washington is based on a
monthly report of hours served by members. An invoice package is due
on or before the 15th of the month for the previous month’s reporting
period and must include:

1) a Washington state A-19 Invoice Voucher (signed PDF)

2) Invoice Tracking Sheet (leave and submit in original Excel format)

3) a current Member Roster from the My AmeriCorps Portal (PDF)

4) a relevant timekeeping report from a timekeeping system (any format).

Submit the entire invoice package by email to your Program Officer and Fiscal
Grants Officer
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FORM STATE OF WASHINGTOM AGENCY USE OMLY
A-18-14 |N‘|UFD|GE %’OUCHER AGENCY NO. LOCATION CODE P_R. OR AUTH. NO.
S PY20/21
AGENCY NAME
. IASTRECTIONS T8 VENEGHR GR CLAMPANT @ Submit thiz farm to claim papment
S ane wa S h| N gtﬂ n far materialz or servicez, Show complete detail For each item.

c/o Office of Finanical Management

Yendor's Certificate. |hercby cortify under penalty of perjury that the items and tatalz
lizted herein are proper charges For materialz, merchandize or services Furnizhed o the State of
P O BCIK 43 1 1 3 ‘wazhington, and that all geads Furnished andlar services rendered have been provided without

B dizcriminakion because of age, sex, marital status, race, creed, color, national origin, handicap,
religion, or Yietnam cra or disabled veterans skatus,

Olympia, WA 98504-3113

VENDOR OR CLAIMANT (Warrant is to be payable to)

BY
(SIGN IN BLUE INK) |

02020
(TITLE) {DATE)

By submission of this invoice, | certify that eligibility and

national service criminal history checks were timely and

compliant for staff and AmeriCorps members.
FEDERAL LD, MO, OF 2OCIAL SECURITY NO. [For Reporting Personal Services Contrack Pagments to LR.2. | RECEIVED BY OATE RECEINVED

Lehman, Bruce (OFM):

DATE DESCRIPTION MUEI manually input Yellow AMOUNT FOR AGENCY USE
Cells.
Tab 1 - Invoice | Tab 2 - Invoice Tracking Sheet2 | Sheet3 * q

R T BB =
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Serve Washington
Training, & July 2020

# Member Hours |Allowable Requested
Your Program Name - 2020-2021 Invoice Period |Served* Inwice Amount |Payment Amt.  |Inwoice #
CMNCS Grant # 31-Jul 242200 $21.644.13 $21.644.13 1
ServeWA Agreement # 31-Aug 3299.00 $29.481.42 $29.481.42 2
$0.00 3
Total Grant Award: $288.648 $0.00 4
Total Hours to Be Served: 32,300 $0.00 b
$0.00 G
Average Hours Per Month: 2692 $0.00 7
Actual Average Per Month: 28605 $0.00 8
$0.00 g
$0.00 10
$0.00 11
Final Invoice®* $0.00 12
Total Invoiced 5721.00 $51,125.55 $51,12555
Total MSYs Awarded 19 YTD MSYs Enroll 19
Cost Per MSY $15.192 Cost Per MSY %2 69082

* - Programs may invoice up to the maximum hours limit per slottype as specific in the Fixed Amount Grant Financial and Administrative Process
Guide. Programs that have members serving in less-than-full-time slots should have a conversation with their Program Officer to discuss how those
smaller slots are to be handled. Hours reported for a given invoice period do not have to be served in the same invoice period, however "hours
cannot be previously reported/counted for payment” from Serve Washington.

™ - Final Invoice Payment should be scheduled with your Program Officer to ensure accurate final payment.

Forthe Final Invoice, the total # of Member Hours Served must match the Total Number of Approved Hours minus any hours served over the
maximum hours limit per slottype as specific in the Fixed Amount Grant Financial and Administrative Process Guide
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Lenman, BLruce {urr )
Must manually input Yellow
DATE DESCRIPTION Cells. AMOUNT FOR AGENCY USE
CMCS Grant # 19ESHWADDT Fixed Amount,
91012020 Serve Washington Agreement # K1234 —
Invoice Period: 8/1/2020 to 8/31/2020
Hours Completed by Members for Current 3299 00
Invoice Period*
Total Hours Completed to Date® 5721.00
Amount Invoiced to Date: 521,644 13
Allowable Amount for Current Invoice: § 2948142
INVOICE PAYMENT REQUESTED: $29,481.42

*MNote: There is an assumption that hours being included in this invoice do not include hours served by members served over the maximum hours limit per
slot as specified in the Fixed Amount Grant Financial and Administrative Process Guide.

Invoice Calculation Formula:

# hours completed by members to date x Total grant = Allowable amount for
Sum of hours to be served for all awarded slots award Current inwoice

Have you included the following with your invoice?
v A relevant timekeeping report from a timekeeping system
v Member roster
+ Signature and date on invoice

PREFPARED BY TELEPHOMNE NUMBER DATE AGENCY APPROVAL DATE

DOC. DATE PFMT DUE DATE CURRENT DOC. NO. REF. DOC NO. | YENDOR NUMBER YENDOR MESSAGE UEE TAX UEBI NUMEBER
REF | TRaMs | M | FunD | APPH | MasTERIMDER| sue | sue ORiG WORK COUNTY Ty sue | FROJ AMOLUNT IHWOICE HUMEER:
poc | copeE | @ IMDEX | PROGRAM oBd | sue | MDEx | cLAss EUDGET TowH | PROVEST| PROJ | PHASE
SUF D INDEH DEJ ALLOG UHIT MOS

ACCOUNTIMG AFFROYAL FOR PAYMENT OATE WARRAMT TOTAL WARRANT MUMEER




Closing

Questions?
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