RCO Grant Monitoring Program

new documentation requirements



RCO - Improving Accountability

e As a first step in a process to increase
accountability and better ensure that grants

are being spent wisely RCO is asking for more
documentation.

 Without copies of documents submitted with
invoices how do we prove what

we reimburse
— A new approach was needed by RCO




New Documentation Requirements

Three categories
— One — submit billings fo

— Two — submit copies of
invoices (the billings inc
March) for each project

RCO has completed sponsor assessment

lowing current practice
oackup documents for two

uding December and

— Three — Submit copies of backup documents for

every billing




All impacted sponsors have been
notified

e Letters sent out March 17, 2010
 Email follow up late March

e Some letters resent to other contacts late
March




See full Question/Answer

e On RCO News You Can Use (NYCU) includes
full RCO Q/A for the changes to RCO
reimbursement backup required.

 NYCU helpful link:

— http://www.rco.wa.gov/grants/grant_news.shtml




General Idea

 One approach to this new process is to make
an extra copy for each bill paid. Note the
check number that paid the invoice.

 Keep a file for each grant.

 When it comes time to bill, most of the copies
will be there. /




For sponsors submitting all back up

e Examples of documentation include:

— Copies of paid invoices and receipts

* Invoices are generally paid through the mail

e Receipts are generally paid in person
It is helpful to add check #




For sponsors submitting all back up

e Examples of documentation include:

— |t may be helpful to include a check register
showing check numbers, payment dates by
source, which should coincide with a grant.




For sponsors submitting all back up

e Examples of documentation include:

— Internal journal vouchers

e Generally this documents internal transfers
— May include copier machine use
— Stamps
— Vehicles (evidenced by mileage log)
— Others




For sponsors submitting all back up

* Examples of documentation include: i’

)

— Timesheets with required signatures
e\

e Five requirements (from Manual 8) 0
— After the fact

g 9
— Account for total activity ‘ ‘

— Signed by employee or supervisor

. N\

— Prepared at least monthly and coincide with one or more pay
periods

— Budget estimates or other distributions do not qualify

v

ry e
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Timesheet Period
Example

Employee: Grant 1 Grant 2 General Total
Joe Blow Office Worked

Mar 1
Mar 2
Mar 3
Mar 4

Mar 30
Mar 31 8
Total 92 75

Emp Signed: Joe Blow 03/31/2010
Super Signed: Tony Snow 04/02/2010




For sponsors submitting all back up

e Examples of documentation include:

— Payroll composite rate worksheets

e This is a sheet that outlines the rate charged by the
organization.

e Medicare, Industrial Insurance, Medical aid
e This will show rates for hourly pay
e Benefits, health insurance

e Social Security

e Others




For sponsors submitting all back up

 Examples of documentation include:

— Mileage Logs - example

02/28/10  Joe 08-1010 100,000 100,020 20

Bazooka site inspec.




For sponsors submitting all back up

e Examples of documentation include:

— Travel expense backup

— Mileage, lodging, meals, per diem =

DATES:
: 1




For sponsors submitting all back up

Examples of documentation include:

— Volunteer Contribution Logs
e Backup for volunteer hours claimed
e Log showing volunteers signing in, out




For sponsors submitting all back up

e Examples of documentation include:
— Documentation to establish equipment value
— Equipment replacement value, rental value

— This backup is not part of normal accounting
systems, but needs to be in grant reimbursement




For sponsors submitting all back up

e Examples of documentation include:

— Copies of what you used to establish professional
and skilled labor rates charged

e For unskilled volunteers, this is not required, standard
rate S14/hour starting 1/1/2010.




When does this start?

e This will begin for all billings submitted April 1,
2010 forward.




RCO may visit sponsors

* RCO Fiscal staff may visit sponsors to review
fiscal records.




	RCO Grant Monitoring Program�new documentation requirements�
	RCO - Improving Accountability
	New Documentation Requirements
	All impacted sponsors have been notified
	See full Question/Answer
	General Idea
	For sponsors submitting all back up
	For sponsors submitting all back up
	For sponsors submitting all back up
	For sponsors submitting all back up
	Slide Number 11
	For sponsors submitting all back up
	For sponsors submitting all back up
	For sponsors submitting all back up
	For sponsors submitting all back up
	For sponsors submitting all back up
	For sponsors submitting all back up
	When does this start?
	RCO may visit sponsors

