AmeriCorps
Washington

Reimbursable Invoice Process

July 7—-1:30pm

Please sign-in via the chat box:
*  Program
*  Name(s)




Resources...reminder...

Serve WA Online Subgrantee Resources

* Additional Resources

* AmeriCorps Program Handbook



https://servewashington.wa.gov/programs/americorps/subgrantee-resources/additional-resources
https://servewashington.wa.gov/programs/americorps/subgrantee-resources/americorps-program-handbook

OMB Omni Circular 2 CFR 200

The Omni Circular (aka Uniform Guidance) provides
guidance and requirements relevant to Federal grants in
three major areas:

* Administrative Requirements
* Accounting system
* Documentation requirements
* Cost Principles
* Allowable & Unallowable Costs
* Indirect Costs

* Single Audit Requirements




Financial Management
2 CFR 200.302

eCFR



https://www.ecfr.gov/cgi-bin/text-idx?SID=152c7cb71f572d2792751f35cee54481&mc=true&tpl=/ecfrbrowse/Title02/2cfr200_main_02.tpl

Elements of Grants Management

at’l & Community Svec. Act of 199
ServeAmerteaAe:
Code of Federal Regulations (CFR

OMB OmniCircular 2 CFR § 200 /

State & Local Regulations

rant Provisions
Certifications and Assurances

Notice of Grant Award

Proposal & Budget
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Cost Sharing/Matching
2 CFR 200.306

eCFR



https://www.ecfr.gov/cgi-bin/text-idx?SID=152c7cb71f572d2792751f35cee54481&mc=true&tpl=/ecfrbrowse/Title02/2cfr200_main_02.tpl

Acceptable Match

Cash & In-kind contributions are accepted as part of the
grantee share/match when ALL the following are met:

* Are verifiable from your organizations records

* Are not included as contributions for any other Federal award

* Are necessary and reasonable for accomplishment of project
or program objectives

* Are allowable under Subpart E-Cost Principles

* Are not paid by the Federal Government under another
award, except where authorized

* Are provided for in the approved budget

* Conform to other provisions of the Omni Circular (Uniform
Guidance)




Documentation




Supporting Documentation

Documentation Basics

Why Retain Documentation?

* To track incoming information

* To review information

* To provide historical evidence (data)

* To provide evidence of accomplishments
* To prepare for an audit




Drawing Funds via
Invoice Packages




Terms and Conditions

Special Terms and Conditions (Exhibit C of Contract):

Reimbursement Requests: Subgrantees are required to submit
requests for reimbursement on a monthly basis unless an alternative
frequency has been approved by Serve Washington.

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) a Periodic Expense Report (leave and submit in original Excel
format)

3) a Program Income Report, even in a month when reporting SO
(PDF)

4) a current Member Roster from the My AmeriCorps Portal (PDF).
Submit the entire invoice package by email to your Program Officer
and Fiscal Grants Officer.

August Billing due September 15 (and so on)




Invoice Package - PER

* Periodic Expense Reports (PER) by Month in Fiscal Workbook

* Fill out current monthly expenditures

Serve Washington Periodic Expense Repo
nization Name - Program Name & Award # Kxxxx 8/L

‘ 24 y Sub G
—
Column 1 Colvmn 2
Ii| Budget Total Current Monthly Expenditures
idget Item . Graniee : Grantee ,
CNCS CNCS CN
Cash | In-kind Cash |  In-kind

{OGRAM OPERATING COSTS

sonnel Exp § 288505 14400
nge Benefits 5 7732
ff Travel 5 573
mber Travel
Lpment
wplies

nsultants

ff Training

mber Training

iluation

er Op. 5 280

thtotal 1 % 36,862 | % 14,973 | §
EMBER COSTS

rng Allow ance | | | | | | I




Invoice Package - PER

* Periodic Expense Reports (PER) by Month in Fiscal Workbook
* Fill out indirect costs

Health Care
Other:MbrOvlpmnt
Subtotal II $ 1% -
ADMINISTRATIVE FEE ~ INDIRECT COSTS
Fixed AdminFee | § 1,938 | § 5,183 200.00 - 2|
Indirect 5 . - i
Subtotal 1T $ 1,938 | $ 5183 | $ - 200.00 - - 21
TOTAL $ 38800|% 20156] % - 200.00 - - 21
TOTAL PROGRAM 5 58,056 5 200

[ TR RS Py TUEA.

3 Index August18 September1s Adjustment18 October18 Movi8 Decld




Invoice Package - PER

* Periodic Expense Reports (PER) by Month in Fiscal Workbook
* The form will track Year-To-Date and Budget vs YTD (auto calc)

L™ J.\.LI.IUI. Lo B TNl 'kJ' J_AJ.\.} | |

8/1/18 7/31/19 8118 33118
Sub Grantee's Prosram Year Perind of Claim
Column 3 Column 4
] Year-To-Date Expenditures FE Budget versus YTD Actual
Grantee Grantee
] CNCS Cash | In-kind CNCS Cash [ In-kind
| | 28,850.00 14,400.00
] T.732.00 -
| 573.00
| | 280.00
| 36,862.00 14,973.00




Invoice Package - PER

* Periodic Expense Reports (PER) by Month in Fiscal Workbook
* The form will also track if match percentage meets requirements

YTD SINGLE
MATCH
== 2404
0% | MO

¥TO CHCS Admin
=3 0%

100.00% [0

CNCS Admin Fee
Awarded =5.00%

499% |oK
Caleulation for

Current CNCS
Admin Fee =5.26%

#DIV/0! | #DIV/0!




Invoice Package - PER

* Periodic Expense Reports (PER) by Month in Fiscal Workbook
* Total request for reimbursement located in bottom right

AmeriCorps Funds Grantee Funds
rant Amount {linked to budget above) 1 38.800.00 1. 20,156.00 Comments: \
ipenditures Year to Date 2 200.00 2. 0.00
rant Balance Available (line 1 less line 2) 3. 38.600.00 3. 20,136.00
nrrent Period Expenditures (linked above) 4 200.00 4. 0.00
-ant Balance Remaining 3 38.600.00 5 20,156.00
yment to Subgrantee (current expenses) 6 200.00

Serve WA Staff will review appropriate single match depending on vour funding vear

n: By submitting this Periodic Expense Report the sender certify that the amounts shown above are accurate and do not exceed the grant award. All grant expenditures

recorded and reported according to generally accepted accounting principles, OMB Circulars, & CNCS grant guidelines. ¥
Budget Modificati Check Total
r completed Serve Washington (PEE) to vour Commission Program Officer and Fiscal Grant Officer by b pathcation
-
f each month. Approved By: 200.00
Dat=

‘TIONS




Invoice Package - Voucher

* Invoice Voucher located in Fiscal Workbook
* Fill out request corresponding to PER each month

rurm SIMIEUR WRSHING N HOLCHLT U0 UNLT

A-18-14 "f&\' INVOICE VOUCHER AGENCY NO. LOCATION CODE P.R. DR AUTH. NO.
(Rev. 6/35)
PY: 2018 - 2019

AGENCY NAME

INFTRUCTIONS T8 VERDOR GF C2AMART - Submit this form to claim payment for materials or

Serve WaShingtOn services. Shaw complete detail For cach item.
c/o Office of Financial Management

Yendor's Certificate. | hereby cortify under penalty of perjury that the items and tatals listed hersin ars

P.O.Box 43113 proper charges for materialz, merchandize or services Furnished to the State of Washington, and that all goods
Furnizhed andtar services rendered have been provided without dizcrimination becauze of 2ge, sex, marital
Olympia, WA 98504 3113

status, race, creed, calor, natianal origin, handicap, religion, or Wictnam era or dizabled veterans statuz.
VENDOR OR CLAIMANT (Warrant is to be payable to)

Your Organization Name -

(SIGH IN BLUE INK})

216 E 4th St. 8M10/2018

(TITLE) (DATE)
Yelm, WA 98597-3023
FEDERAL 1O NO. OF $0CIAL SECURITY M. [For Reporting Personal Services Contrack Papments be LRLE, RECEIVED EY DATE RECEIVED
DATE DESCRIPTION QUANTITY| UNIT UNIT PRICE AMOUNT FOR AGENCY USE

snoze1s  |CNCS Grant # 17AFHWAOQ1
Serve Washington Grant # K3211

Time Period: August 1 - 31, 2018 $0.00




Terms and Conditions

Special Terms and Conditions (Exhibit C of Contract):

* Federal Financial Reports: Subgrantees shall complete a
Federal Financial Report (FFR) and Other Federal Funds Report
(OFFR) using the reporting tool provided by Serve Washington.
Submit the FFR and OFFR by email to your Program Officer
and Fiscal Grants Officer. Serve Washington must receive a
scanned signed copy on or before the dates noted below:

* April 15, 2022 for the period starting on the first day of the
grant through March 31

* October 14, 2022 for the period starting April 1 through
September 30 or the end date of the grant, whichever is
earlier.




FFR

* Federal Financial Report located in Fiscal Workbook
* Fill out green areas

FEDERAL FINANCIAL REPORT

(Foilow form instructions)
1. State Agency and Organizational Element 2. Federal Grant or Other ldentifying Mumber Assigned by Federal |Page _ 1_ of _1__ pages
to Which the Report iz Submitted Agency (To report multiple grants use FFR Attachment)

Serve Washington 17TAFHWAOO1 - K2211

3. Recipient Organization (Name and compiste address and zip cods)

4a. DUNS Number 4b. EIN 5. Recipient Account or identifying Number (0|8, Final Report 7. Basis
report multiple grants use FFR attachment)

ves[] Mo [ cash [ Accrual[]

8. Project Grant Period 9. Reporting Period End Date
From: (Month, Day, and Year) To: (Month, Day, and Year) (Month, Day, Year)
10. Transactions: Cumulative

{U=se linez a-c for single or multiple grant reporting)

Federal Cash

a. Cash Receipts (Equals amount "you have" received from Serve Washington) 5 2,300.00
b. Cash Disbursements (lz the amount you have invoiced Serve Washington ) 3 3,200.00
c. Cash on Hand (line a minus k) (Eguals the amount owed, normally the most recent invoice) 5 (900.00)

(Use lines d-g for single grant reporting)
Federal Expenditures and Unliquidated Balance:

d. Total Federal funds authorized 5 33 200.00
e. Federal share of expenditures 5 -

f. Federal share of unliguidated obligations ] -
g. Total federal share (sum of lines e and f} -] -
h. Unobligated balance of Federal fundz (line d minus g} 3 38,800.00
Recipient Share:

i. Total Recipient Share reguired 5 20,156.00
|. Recipient share of expenditures ] -

k. Recipient share of unliguidated obligations ¥ -

|. Total recipient share (gum of lines j and kj 3 -




Closing

Questions?

FISCAL NEXTS STEPS:
1) Review Fiscal WkBk Upon Receipt (by end of July)
2) Submit 15t Invoice Package by Sept 15 for Aug Billing

A
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