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INTRODUCTION 
 
This resource has been developed to assist partners with the management of their contracts with 
Opportunities for Ohioans with Disabilities (OOD).  Partners are expected to comply with the terms of 
their contract as well as the guidelines described in this Contract Management Handbook. 
 
Included in this Handbook are important guidelines and tips regarding key sections of the contracts; the 
budget documents that accompany the contracts, and how and when they can be revised; the kind of 
supporting documentation required under federal law to justify expenditures; invoicing procedures; 
record keeping requirements; and fiscal monitoring and auditing activities. 
 
Throughout the Handbook are various tips designed to assist partners in their understanding of certain 
aspects of contract management and how to adhere to or apply relevant laws and guidelines. 
 

 
 
The Appendix offers samples of the documents, forms and reports discussed throughout the Handbook. 
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CHAPTER 1: CONTRACTS AND AGREEMENTS – KEY SECTIONS 
 

This chapter highlights important sections of OOD’s standard Contract and Agreement document and 
the Inter-Agency Cash Transfer Agreement (ICTA).  This discussion will begin by describing the 
Contract and Agreement template used by the OOD Vocational Rehabilitation (VR) program including 
Exhibit [A], will conclude with an examination of the ICTA.   
 
OOD engages partners via contractual arrangements in the VR, Independent Living (IL), Independent 
Living/Older Blind (ILOB), Community Centers for the Deaf (CCD), and Personal Care Assistance 
(PCA) programs.  Each of these programs focuses on a different segment of the population of 
individuals with disabilities in Ohio, but they are all governed by a common set of terms and conditions 
that apply regardless of the purpose for which the contract was created. 
 
For all programs, the introductory paragraph on the first page of the Contract and Agreement will 
always identify the partner entity being engaged, referred to as the “Contractor” throughout the 
document.  The first page also identifies the length of time during which the engagement will be in 
effect – known as the Contract Period – and the maximum amount of compensation the partner will 
receive for services provided. 
 
CONTRACT PERIOD:  The first sentence of the third paragraph on the cover page (Page 1) of the 
agreement defines the beginning and ending dates of the agreement.  The time from the beginning to the 
end of the agreement is called the “contract period”.  Partners should pay attention to the dates entered 
in this sentence as they describe when the partner is able to begin to charge the contract for relevant 
costs incurred.  Partners are not to charge OOD for any costs incurred prior to the beginning of the 
contract period or after the end of the contract period. 
 

 
 
COMPENSATION FOR SERVICES:  The cover page (Page 1) of the agreement includes 
COMPENSATION FOR SERVICES information.   
 
Item I of this section describes the maximum amount that OOD will pay to the partner in exchange for 
services under the agreement: 
 

“I.    OOD shall pay Contractor for services rendered not to exceed a total amount of $_____ .” 
 
Item II of this section indicates that the costs to be charged to the contract are defined on a budget 
document that is attached to the agreement.  Contractors will have the opportunity to request revisions to 
this budget but all changes must be approved by OOD.  Most changes to the budget will not create the 
need to amend the agreement itself.  However, in the event that a budget revision alters the total 
compensation amount due to the partner, an amendment will be required. 
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The budget document is described in greater detail in Chapter 2 of this Handbook. 

 

Item III of this section describes three important aspects of the agreement related to expenditures.  First, 
this item indicates that partners are expected to submit invoices in monthly increments but within 30 
days following the completion of services for that billing period.  Secondly, contained in Item III is 
another reference to the budget document that will describe the goods and services on which the partner 
is allowed to spend contract funds: 
 
“�compensation shall only be paid for actual services and/or expenses incurred, as 
authorized and described in the attached Exhibit [A] and/or attached cost schedule or 
budget�” 
 
The third aspect of this section informs the partner that they are to keep records of their expenditures 
under the agreement and must present those records to OOD when asked to do so: 
 
“Receipts may be required for reimbursement; however, original receipts shall be retained by 
the Contractor for audit purposes and provided to OOD upon request.” 
 
Item IV of this section describes OOD’s role in providing payment to partners when invoices are 
submitted.  This item includes a citation of Rule 3304-1-13 of the Ohio Administrative Code, which 
states that partners must submit invoices to OOD within ninety (90) days of OOD’s acceptance of the 
good or service, or OOD shall not pay the invoice. 
 
Finally, Item V of this section stipulates that the funding for the agreement is dependent upon OOD 
having received sufficient allocations from the State of Ohio and from the Federal government.  Should 
funding for the agreement become insufficient at any time, the agreement will be terminated as of the 
date on which that circumstance occurs. 
 
While it is not specifically mentioned in this section, there is an important element of federal law that is 
directly impacted by the compensation received by the partner.  The funding awarded to the partner 
consists of federal dollars.  The U.S. Office of Management and Budget Circular 2 CFR Part 200, 
Subpart F – Audit Requirements requires OOD, as the recipient of federal funds, to ensure that sub-
recipients or sub-contractors complete an audit on an annual basis for each agency fiscal year if the sub-
recipient or sub-contractor expends $750,000 or more in federal funds in that year.  If this is applicable 
to the partner, then the partner is required to adhere to the mandate.  Partners are also required to provide 
a copy of the Single Audit Report to OOD for review.  If any audit findings are seen to impact OOD, 
OOD will request a corrective action plan from the partner to address those findings. 
 
STANDARD TERMS AND CONDITIONS:  Pages 2 through 8 contain information collectively 
referred to as Standard Terms and Conditions.  These statements are the same for all agreements and are 
not specific to the particular partner or project involved.  They discuss topics such as Confidentiality, 
Termination of Services, Conflicts of Interest and Ethics, Liability, Nondiscrimination, and other topics 
that do not typically include deliverables or are not typically impacted by activities under the contract. 
 
There is, however, one section of the Standard Terms and Conditions that warrants specific attention.  
Section 19. RELATED AGREEMENTS addresses the possibility that OOD’s primary partners will 
subcontract service delivery work to other providers.  This is an allowable arrangement, but by engaging 
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a subcontractor to provide services under the agreement, the primary partner assumes responsibility for 
ensuring that the subcontractor expends funds on items that are allowable, necessary and reasonable for 
the purposes of the agreement.  This section also requires primary partners to provide OOD with a list of 
all subcontractors engaged under the agreement. 
 

 
 
Partners should read the contract in its entirety so that they become familiar with the Standard Terms 
and Conditions and any obligations described therein.  A signed agreement indicates the partner’s ability 
and/or willingness to comply with all terms and conditions contained in that agreement. 
 
SIGNATURE PAGE:  Page 9 of the contract contains lines describing the name, title, business name, 
mailing address, and OAKS Vendor Identification Number of the partner engaged in the contract, and 
lines where signatures should be written.  Typically, the party who signs on behalf of the contractor is 
the highest-ranking individual in the contractor’s organization, such as the Executive Director or 
Superintendent.  For OOD, the contract is always signed by the Executive Director or his/her designee. 
 
EXHIBIT [A] – SCOPE OF SERVICES AND ADDITIONAL TERMS:  Following the signature 
page, Exhibit [A] proceeds to define in detail the service(s) OOD seeks to purchase under the contract, 
the manner in which they are to be provided, and documentation requirements related thereto.  Though 
the major Sections of Exhibit [A] are consistent across all OOD programs, the details within each 
Section vary from program to program.  The following pages include discussion of each section as they 
pertain to the VR program. 
 
Section 1. Statement of Needs describes the overarching purpose of the agreement, placing it in the 
context of OOD’s mission to serve individuals with disabilities.  Section 1. consists of three subsections 
(A to C) that inform the partner of OOD’s role in administrative oversight of activities conducted under 
the agreement, including the non-delegable functions that OOD is required to perform (as opposed to 
asking the partner to do so).  This section also reinforces the impact of Order of Selection requirements 
in determining which consumers will be served first. 
 
Section 2. Statement of Services consists of five subsections (A to E) that define the parameters of the 
service OOD wishes to purchase.  Subsection A. describes the target population to be served under the 
agreement, the target geographic area in which services will be provided, and the specific services to be 
offered to potential consumers. 
 
Subsection B discusses procedures related to case management functions, including OOD’s right to 
observe contractor and consumer interactions and counseling sessions. 
 
Subsection C provides a guide for determining appropriate staffing levels for a given set of service 
deliverables.  These staffing levels reflect the combination of staff positions that OOD has historically 
found to be the most successful in creating desired consumer outcomes. 
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Subsection D describes the case management goals and deliverables specific to that particular partner, 
and partners will be expected to achieve the outcomes described in this part of Exhibit [A]. This 
subsection also requires partners to use the AWARE case management system to document all activities 
related to consumer cases under the agreement. 
 
Finally, Subsection E. describes any sub-contractor relationships that will be involved in the execution 
of the agreement. 
 
Section 3. Additional Fiscal and/or Budget Requirements describes the fiscal components of the 
agreement in more specific terms than are found under the Compensation for Services section.   
 
Subsection A states the contractor shall cooperate with all billing and budget requirements outlined in 
the Agreement as well as additional fiscal requirements and documentation that is mutually agreed to by 
the parties and specifically authorized by OOD. 
 
Subsection B states the contractor is required to repay funds expended under the Agreement in the event 
that OOD determines such costs to be unallowable. 
 
Subsection C conveys the requirement that the partner must submit the final fiscal report (e.g., invoice) 
to OOD no later than 90 days following the end of the contract period.  For contracts ending on 
September 30, the final report/invoice must be submitted by December 31. 
 
Subsection D indicates that partners are to submit invoices to OOD on a monthly basis. 
 
Subsection E states OOD reserves the right to adjust budgeted amounts and funding categories in the 
event contract deliverables are not being met. 
 
Subsection F describes budget requirements that affect the use of funds under the agreement.  This 
subsection informs partners that expenditures under the agreement will be allowed insofar as they 
comply with the cost principles described in the relevant section of the Code of Federal Regulations 
(CFR).  Also, the agreement stipulates the following requirements: 
 

1. Contractor shall notify OOD in all circumstances where its staff utilizes more than two 
consecutive weeks (80 hours) of leave. 

2. Contractor shall not invoice, nor shall OOD reimburse Contractor, for any supplemental wage 
payments, including but not limited to merit pay, severances, accrued leave payout, gifts, 
bonuses. 

3. Lodging and per diem costs shall only be reimbursed if incurred during travel for OOD-
mandated or sponsored training events and must be within amounts allowed pursuant to the 
Office of Budget and Management (OBM) State of Ohio Travel Rule. 

4. Out-of-State Travel is prohibited unless specifically requested by OOD. 
5. Staff Development is restricted only for OOD-mandated training or events sponsored by OOD. 
6. Contractor shall not invoice, nor shall OOD reimburse Contractor, for any accreditation and/or 

licensure costs (e.g., CARF accreditation). 
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Section 4. Education/Training, Licensure/Certification and Experience presents the minimum 
education requirements for partner staff members who are to be assigned to work under the agreement.  
This section also describes the requirement regarding professional accreditation or certification that must 
be maintained in order to deliver services to OOD consumers.  Additionally, this section indicates that 
partner staff members are required to participate in all OOD mandatory training. 
 
Section 5. Monitoring, Evaluation and Reporting describes OOD’s expectation that the partner will 
cooperate with and participate in programmatic and fiscal monitoring activities initiated by OOD.  OOD 
will conduct quality assurance evaluations and periodic programmatic and fiscal reviews to assess the 
partner’s progress and achievements under the agreement.  Among other participation requirements, the 
partner is expected to coordinate and prepare information for fiscal and programmatic reviews upon 
request from OOD.  Fiscal reviews will be based on the cost principles described in the relevant section 
of the Code of Federal Regulations. 
 

 
 
 
Section 6. Additional Terms includes other requirements that are not described in previous sections of 
the agreement or elsewhere in Exhibit [A].  Subsection A provides the opportunity for partners to cure 
any breach of contract that may cause OOD to initiate termination procedures.  The partner will have 
fifteen (15) days following written notice of the opportunity to cure. 
 
Subsection B requires partners to follow OOD’s Visual Identity Guidelines and approved OOD logo on 
all official project-related correspondence, including brochures, business cards, media releases, and 
newspaper articles. 
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INTERAGENCY CASH TRANSFER AGREEMENT – KEY SECTIONS 
 

This following discussion highlights important sections of OOD’s standard Interagency Cash Transfer 
Agreement (ICTA) document. 
 
Part I Introduction includes an introductory paragraph that identifies the agency being engaged by 
OOD and to place the agreement in the context of Vocational Rehabilitation programs and goals. 
 
Part II Purpose describes the underlying purpose of the agreement, specifically to facilitate the transfer 
of cash from the partner agency to OOD for the purpose of matching federal VR dollars used to support 
the statewide VR program. 
 
Part III Mutual  Understanding of the Parties describes the understanding that OOD will use the cash 
provided by the partner agency to draw down federal funds and that OOD will focus, where appropriate, 
on using those funds to provide VR services in the local areas served by the partner agency. 
 
Part IV General Agreement Provisions mostly consists of “boiler plate” information called General 
Agreement Provisions.  These provisions are the same for all agreements and are not specific to the 
particular partner or project involved.  They discuss topics such as Fiscal Responsibilities; Certification 
of Funds; Confidentiality; Termination; Renewal; Breach and Default; Compliance with Federal and 
State Laws, Rules and Regulations; and other topics that do not typically include deliverables or are not 
typically impacted by activities under the contract.  There are some sections, however, that do change 
depending on the partner or project supported by the ICTA. 

 
Section A. Term defines the beginning and ending dates of the agreement. Parties may agree to 
renewals with written modifications, additions, or deletions based upon mutual agreement. 
 
Section B. Fiscal Responsibilities includes six (6) statements describing the amount and nature of the 
funds being transferred. 

#1 states the agency shall forward cash funds via check or Intra-State Transfer Voucher (ISTV) 
semi-annually or as otherwise agreed between the parties. 

 

#2 states the agency shall cooperate regarding adjustments of amounts outlined in the agreement.  
 

#3 acknowledges and certifies that funds provided to OOD as state match are non-Federal 
dollars. 
 
#4 states the agency understands that funds provided to OOD as match are non-refundable. 
 
#5 states the agency agrees to maintain receipts and records of costs and expenditures for audit 
purposes for a period of five (5) years and will comply with the fiscal guidelines of the OBM as 
it relates to state agencies, as well as any applicable Federal fiscal and audit guidelines.  
 
#6 indicates that all financial obligations under the agreement are subject to the appropriation of 
funds by the Ohio General Assembly and/or the U.S. Congress. 
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Section F. Termination states either party has the right to terminate the agreement, with or without 
cause, by giving notice of the party’s intention to terminate thirty (30) calendar days prior to the 
intended date of termination.   

 

Section P. Debarment states the parties represent and warrant that they are not debarred from 
consideration from contract awards by the Director of the Department of Administrative Services.  

 

Section S. Interagency Disputes states the parties agree that the Executive Director of OOD and the 
agency shall resolve any disputes between the parties concerning responsibilities under, or performance 
of, any of the terms of the Agreement.  
 
This chapter discussed certain key sections of the VR Contract and Agreement and the Interagency Cash 
Transfer Agreement, but partners are strongly encouraged to read and understand all sections, or to seek 
clarification from OOD if the meaning is unclear. 
 
A copy of the VR Contract and Agreement template has been placed in the Appendix as Attachment A.  
 
A copy of the Interagency Cash Transfer Agreement template has been placed in the appendix as 
Attachment B. 
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CHAPTER 2: BUDGET 
 
While the contract is the primary document that defines the relationship between OOD and its partners, 
the second-most important document with regard to contract management is the budget.  The budget 
identifies how the award amount for the contract is calculated and how those dollars are to be spent.  
The budget also assists in the ongoing management of contract expenditures, helping contract managers 
to control spending in each budget category.  Finally, the budget serves as a guide during monitoring 
and auditing activities, helping monitors and auditors identify the types of testing needed to validate 
expenditures. 
 
Budget proposals are submitted by partners during contract negotiations and should be prepared using 
the Budget Proposal Template.  Budget proposals will be reviewed by OOD Fiscal Management and 
Program staff and any issues will be resolved before the budget is approved and the contract is signed.   
 
 

 
 
 
BUDGET PROPOSAL TEMPLATE:  OOD has prepared a template to help partners develop their 
budget proposals.  The template is a MS Excel workbook that includes an instruction worksheet, seven 
worksheets on which partners can list details of planned expenditures, and a summary worksheet 
offering budget totals and a breakdown of Operating and Case Service costs. 
 
Each worksheet is color coded to assist the partner in identifying which fields need to be completed and 
which are automatically filled in.  The fields highlighted in yellow should be filled in by the partner.  
The fields highlighted in pink and green are automatically filled in by the worksheet based on entries in 
the yellow fields. 
 
A discussion of each worksheet follows. 
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Budget Proposal Instructions 

Instructions have been provided with the Budget Proposal Template to help partners complete the 
worksheets in an appropriate manner.  A more detailed discussion of each worksheet is offered on the 
following pages. 
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Budget Summary Worksheet 
The Budget Summary Worksheet offers an overview of the major components of the budget proposal.  
A picture of the worksheet is offered below.   A description of each lettered item (A to O) is provided on 
the following page. 
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A 
Contractor Name – This field is where the primary partner (contractor) lists their business name.  
This should match the name used on the contract. 

B 
Project Name – This field is where partners should enter the name of the project, if applicable.  
This name should match the project name used on the contract. 

C 
Budget Period – This field indicates the beginning and ending dates of the budget.  This should 
match the date range in the contract. 

D 
Date Budget Submitted – This field indicates the date on which the budget was submitted to 
OOD for approval. 

E 

Direct Costs – These fields reflect the totals of the entries made on the Staffing, Travel, 
Equipment, Staff Development & Resources, and Occupancy Worksheets.  These fields are 
automatically filled in when the other worksheets are completed. 

F 
Indirect Costs – This field shows the total indirect cost amount budgeted for the contract.  This 
field is automatically filled in when the Indirect Cost Worksheet is completed. 

G 
Total Operating Budget – This field is calculated to show the total of Direct and Indirect 
Operating costs.  It is filled in automatically by the worksheet. 

H 

Total Case Services – This field indicates the dollar amount the partner wishes to allot to direct 
case services.  The amount in this field will be loaded into AWARE to permit case service 
authorizations under the contract.  This amount should include the planned case service 
expenditures of the primary contractor as well as any subcontractors involved. 

I 

Budget Total and Proposed Contract Amount – These fields show the total dollar amount to be 
awarded to the partner, including Direct and Indirect Operating Costs plus Case Services.  The 
amount shown in these fields is calculated automatically and should match the total written in the 
contract under Article VII: Compensation. 

J 

Previous Year TLF (Time Limited Funds) – This field shows any dollar amount remaining on 
the partner’s contract from the prior fiscal year that they wish to incorporate into the new contract.  
This field is initially completed using an estimate of carry over dollars.  Once the prior fiscal year’s 
billings have been completed, the carry over amount is recalculated and the budget template is 
updated accordingly. 
 

 
 

K 

Net New Funds – This field is calculated automatically and reflects the difference between the 
Proposed Contract Amount and the Previous Year Carry Over.  This field is calculated by 
subtracting the Previous Year Carry Over amount from the Proposed Contract Amount. 

L 

Contractor Match Contribution – This field shows the dollar amount needed from the partner to 
match the federal funds that will be drawn to support the contract.  This field is calculated 
automatically by the worksheet, which divides the Net New Funds amount by 80% to get the total 
new funds needed to support the contract, then multiplies the total by 21.3%. 

M 

Vocational Rehabilitation Programming (20%) – This field shows the amount retained by OOD 
to support the statewide VR program.  This field is calculated automatically by the worksheet, 
which divides the Contractor Contribution (Match) amount by 21.3%, then multiplies the quotient 
by 20%. 
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N 

Federal Match Dollars Received – This field is automatically calculated and shows the federal 
dollars drawn by the matching funds provided by the partner.  This amount is calculated by 
dividing the Contractor Match Contribution by 21.3%, then multiplying by 78.7%. 

O 

Total Award Amount – This field is automatically calculated and shows the total amount of 
funding to be applied in support of the contract (i.e., the total amount awarded to the partner plus 
OOD’s 20% of new funds).  It is calculated by dividing the Net New Funds amount by 80%. 
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Staffing Worksheet 
The Staffing Worksheet provides the opportunity for partners to identify staff who will be compensated 
for work under the contract.  A picture of the worksheet and description of each lettered item (A to P) is 
offered below. 
 

 
 

A 

Individual’s Name – This field is where partners should enter the names of the staff assigned to a 
given position.  If the position is not currently filled (i.e., someone is to be hired for the position) 
enter “Vacant” in this field. 

B 
Position/Title – This field is where the position title of staff is listed.  The title should reflect in 
some way the role staff will fulfill under the contract. 

C 

Indicate “C” for Contractor OR if Subcontractor, indicate the Sub’s initials – This field is 
where partners should indicate whether the position belongs to the primary partner (contractor) or 
the subcontractor.  If the position is part of the contractor’s staff, enter the letter “C” in this field.  
If the position is part of the subcontractor’s staff, the initials of the subcontractor’s business name 
should be entered in this field. 

D 

Existing (E) or New (N) – This field identifies whether the staff listed are existing members of the 
partner’s organization or whether they are newly hired for the purpose of the contract.  If newly 
hired or if the position is newly created, enter “N” in this field.  If the position existed prior to the 
start of the contract, enter “E” in this field. 

E 
FFY – This field indicates the federal fiscal year (FFY) to which the staffing costs for each 
position apply. 

F 

Start Date – This field is where partners should enter the start date for each position as it pertains 
to work to be performed under the contract.  Each budget could potentially be prepared for up to 
two years, and it is possible that certain staff members only work for a portion of the time period.  
The State Date field helps to define that more precisely. 

G 

End Date – This field is where partners should enter the end date for each position as it pertains to 
work to be performed under the contract.  Each budget could potentially be prepared for up to two 
years, and it is possible that certain staff members only work for a portion of the time period.  The 
End Date field helps to define that more precisely. 

H 

Hours per Week – This field is where partners should enter the number of hours for which each 
staff member is customarily scheduled.  For example, a typical full-time schedule consists of 40 
hours per week. 
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I 

FTE – This field indicates whether the person is a full-time equivalent (FTE) at the partner’s 
organization or not.  If the person is an FTE, then “1.0” should be entered into this field.  If the 
person works less than a full-time schedule, this field should reflect an amount less than “1.0” 
depending on the number of hours worked in a year. Note: Coordinator positions must be 

budgeted in full 1.0 FTE increments; no partial FTEs will be accepted for this position. 
 

 

J 
Base Salary – This field shows the annual base salary for the staff person, not including fringe 
benefits. 

K Fringe Amount – This field shows the annual fringe cost for the staff person. 

L 
Fringe % – This field shows the fringe cost as a percentage of base salary and is automatically 
calculated by the worksheet. 

M 
Total Payroll – This field is automatically calculated and shows the total annual payroll costs for 
the staff person.  It is calculated by adding the Base Salary amount plus the Fringe Amount. 

N 

% of Time FTE to Spend on Award – This field shows the amount of the person’s work time 
that is allotted to the contract.  If the person is fully dedicated to the contract, then “100%” should 
be entered into this field.  Otherwise, this field should show the percent of total work time that the 
staff person is working on the contract.  For example, if the person is equally split between work 
on the contract and work for some other purpose, then the entry in this field would be “50%”. 

O 

FTE Charged to Award – This field is automatically calculated by the worksheet and reflects the 
FTE total to be charged to the contract.  It is calculated by multiplying the value in the FTE field 
by the % Time FTE to Spend on Award.  For example, if the FTE is 1.00 and the % Time FTE to 
Spend on Award is 75%, the FTE Charged to Award will be 0.75. 

P 

Cost to Award – This field is automatically calculated and shows the total cost to the contract for 
the staff person.  It is calculated by multiplying the Total Payroll amount by the FTE Charged to 
Award.  For example, if the person’s Total Payroll is $50,000 and the FTE Charged to Award is 
0.75, the Cost to Award will be $37,500.  The total amount shown in the green field in this column 
will be automatically copied onto the Budget Summary Worksheet. 
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Travel Worksheet 
The Travel Worksheet provides the opportunity for partners to include travel-related costs in the 
proposed budget.  There are two parts to the Travel Worksheet: Mileage Reimbursement; and Meals and 
Lodging.  A picture of the worksheet and description of each lettered item (A to S) can be found below. 
 

 
 

A 
Individual’s Name - This field is automatically filled in based on entries made on the Staffing 
worksheet.  Individuals entered on the staffing worksheet will be copied onto the Travel worksheet. 

B 
Position/Title – This field is automatically filled in based on entries made on the Staffing 
worksheet.  Individuals entered on the staffing worksheet will be copied onto the Travel worksheet. 

C 

Indicate “C” for Contractor OR if Subcontractor, indicate the Sub’s initials – This field is 
automatically filled in based on entries made on the Staffing worksheet.  Individuals entered on the 
staffing worksheet will be copied onto the Travel worksheet. 

D 
FFY – This field is where partners should enter the federal fiscal year (FFY) during which travel 
will take place. 

E 
Notes – This field is where partners can enter any notes that may be relevant to or provide clarity 
regarding the mileage budget request. 

F 
Estimated Miles to be Driven – This field is where partners can enter the estimated number of 
miles to be driven by project staff to conduct work under the contract. 

G 

Mileage Reimb. Rate – This field shows the amount to be reimbursed per mile travelled.  This 
field should show the lesser of the partner’s internal reimbursement rate or the State of Ohio rate, 
which is currently $0.52 per mile.  (This rate is based on the Ohio Office of Budget and 
Management Travel Rule – OAC 126-1-02.  Partners will be notified if this rule changes in the 
future.) 

H 

Total – This field is automatically calculated and reflects the total mileage reimbursement amount 
for each staff person.  It is calculated by multiplying the Estimated Miles to be Driven by the 
Mileage Reimb. Rate. 
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I 
Individual’s Name - This field is automatically filled in based on entries made on the Staffing 
worksheet.  Individuals entered on the staffing worksheet will be copied onto the Travel worksheet. 

J 
Position/Title – This field is automatically filled in based on entries made on the Staffing 
worksheet.  Individuals entered on the staffing worksheet will be copied onto the Travel worksheet. 

K 

Indicate “C” for Contractor OR if Subcontractor, indicate the Sub’s initials – This field is 
automatically filled in based on entries made on the Staffing worksheet.  Individuals entered on the 
staffing worksheet will be copied onto the Travel worksheet. 

L 
FFY – This field is where partners should enter the federal fiscal year (FFY) during which travel 
will take place. 

M Locations for Overnight Stays – This field shows the locations of any planned overnight stays. 

N 
Estimated # of Nights – This field is where partners can indicate the number of overnight stays 
required to deliver services under the contract, if any. 

O 

Estimated Cost Per Night – This field shows the estimated lodging cost of each overnight stay.  
Lodging cost reimbursement rates can be found on the U.S. General Services Administration 
website at www.gsa.com. 

P 

Estimated # of Days – This field is where partners should enter the number of days for which the 
Meals/Incidentals Per Diem will be requested (the per diem amount can only be claimed when the 
traveler is in overnight travel status, except for parking costs.  Parking costs are reimbursable for 
day travel, as well. 

Q 

Estimated Cost Per Day – This field shows the estimated cost of meals and incidentals incurred 
during overnight travel.  Meal and incidental cost reimbursement rates can be found on the U.S. 
General Services Administration website at www.gsa.com. 
 

 

R 

Total – This field is calculated automatically and shows the total meal and lodging costs for 
overnight stays.  It is calculated by adding Estimated Lodging Costs plus Estimated Meal & 
Incidental Costs. 

S 

Total Travel Costs – This field is automatically calculated and shows the total mileage and 
lodging costs being requested.  This amount will be automatically copied onto the Budget 
Summary Worksheet. 
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Equipment Worksheet 
The Equipment Worksheet offers partners the opportunity to include in their budget proposal the cost of 
equipment needed to fulfill obligations under the contract.  Equipment costs should be reasonable and 
should directly relate to the work required.  The cost threshold for the Equipment category in the budget 
is $300.00 per unit.  If the item costs $300.00 or more per unit it should be included on the Equipment 
Worksheet and assigned an appropriate useful life (a discussion of useful life is given in the table below 
– see letter F).  If the item costs less than $300.00 per unit it is considered a supply item and should be 
incorporated into the indirect cost budget.  A picture of the worksheet and description of each lettered 
item (A to I) can be found below. 
 

 
 

A 
Contractor or Subcontractor Name – This field is where the partner should enter their business 
name or the business name of the subcontractor for whom the supply item is being requested. 

B 
Description – Partners should enter a description of the equipment item in this field.  Brand names 
are not necessary; just a general description of the item (i.e., laptop computer, chair, etc.). 

C 
Quantity – This field is where partners can indicate the number needed for any particular 
equipment item. 

D 

Unit Price – This field is where the unit cost of each equipment item is listed.  The minimum unit 
cost on the Equipment Worksheet should be $300.00; anything with a lower unit cost should be 
entered on the Supply Worksheet.  If the actual cost of the equipment item is known, it should be 
filled in here; otherwise a reasonable estimate is acceptable. 

E 
FFY Purchased – This field is where partners should enter the federal fiscal year (FFY) in which 
the item was originally purchased. 

F 

Years Depreciated in FFY 2015 & FFY 2016 – This field is used to indicate the number of years 
of useful life that will be depreciated during the current contract period.  The entries will be 1 year 
or 2 years depending on the remaining useful life of the item.  For example, if the item was 
purchased in FFY 2014 and has a useful life of 3 years, the entry in this field would be “2” since 
there are two years of useful life remaining and both years will be used during FFY 2015 and FFY 
2016. 

G 
Total Cost – This field is automatically calculated and shows the total cost of each equipment item 
request.  It is calculated by multiplying the Quantity by the Unit Price. 
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H 

Estimated Useful Life (yrs.) – This field shows the estimated useful life of a particular equipment 
item and should be expressed as a number of years.  “Useful life” is a term used to describe the 
length of time during which an item can be reasonably expected to serve its intended purpose before 
it breaks down or needs to be replaced.  The significance of including useful life as part of the 
equipment budget request relates to the agreement period.  Most agreement periods last 1 year.  
Since the vast majority of equipment items last longer than 1 year, it is only appropriate to charge a 
1-year agreement for a pro-rated portion of the total equipment cost.  If the equipment item has a 
useful life of more than 1 year and is to be used for work under an agreement the following year, 
the 1-year cost of the equipment item should be included in the subsequent agreement’s budget 
without the partner having to purchase a new one. 
 
The Useful Life of the most commonly budgeted equipment items is given below.  The complete 
list of equipment can be found on the Ohio Department of Administrative Services website at 
http://das.ohio.gov/LinkClick.aspx?fileticket=mZYVsKeaiSQ%3d&tabid=312. 

    Ohio Department of Administrative Services Useful Life Retirement Table Ohio Department of Administrative Services Useful Life Retirement Table Ohio Department of Administrative Services Useful Life Retirement Table Ohio Department of Administrative Services Useful Life Retirement Table     

DescriptionDescriptionDescriptionDescription    Life (Months)Life (Months)Life (Months)Life (Months)    Life (Years)Life (Years)Life (Years)Life (Years)    CategoryCategoryCategoryCategory    

FURNITURE/FURNISHINGS-MISC. 180 15 EQUIP 

PORTABLE CELLULAR PHONES 60 5 EQUIP 

LAPTOP PERSONAL COMPUTER 36 3 EQUIP 

I 

Allowable Cost – This field is automatically calculated and shows the cost to the contract for a 
particular equipment item.  It is calculated by dividing the Total Cost by the Estimated Useful Life 
(yrs.).  The total amount shown in the green field in this column will be automatically copied onto 
the Budget Summary Worksheet. 
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Staff Development & Resources Worksheet 
The Staff Development & Resources Worksheet is where partners can include in the budget the cost of 
training or professional development needed to support the delivery of services under the contract.  
Training must be directly related to the VR process or the disability population served by the contract, 
and a discussion of the planned training should be held with OOD Program staff at the time of contract 
negotiation or whenever the training need arises.  This worksheet also provides a place to enter other 
resources needed to carry out activities under the contract that can be directly allocated to the agreement.  
The term “directly allocated” means that the cost of the resource can be easily linked to staff providing 
direct services to consumers, or those positions that support or supervise staff providing direct services. 
A common example of this type of cost would be monthly cell phone plan charges for coordinator 
positions.  A picture of the worksheet and description of each lettered item (A to G) can be found below. 
 

 
 

A 

Individual’s Name - This field is automatically filled in based on entries made on the Staffing 
worksheet.  Individuals entered on the staffing worksheet will be copied onto the Staff 
Development & Resources worksheet. 

B 

Position/Title – This field is automatically filled in based on entries made on the Staffing 
worksheet.  Individuals entered on the staffing worksheet will be copied onto the Staff 
Development & Resources worksheet. 

C 

Indicate “C” for Contractor OR if Subcontractor, indicate the Sub’s initials – This field is 
automatically filled in based on entries made on the Staffing worksheet.  Individuals entered on the 
staffing worksheet will be copied onto the Staff Development & Resources worksheet. 

D 
FFY – This field is where partners should indicate to which federal fiscal year (FFY) the training or 
resource cost applies. 

E 
Type of Training or Resource – This field is where partners should enter a brief description of the 
topic(s) that might be covered during the training or the resource they intend to purchase. 

F 

Trainer (Indicate “TBD if Trainer is unknown) – If the partner has a specific training event in 
mind and knows who will be providing the training, that information should be entered here.  If the 
specific trainer is not known, enter “TBD” in this field. 

G 

Total – This field is where partners should enter the annual cost of the training or resource to be 
purchased.  The total amount shown in the green field in this column will be automatically copied 
onto the Budget Summary Worksheet. 
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Occupancy Worksheet 
The budget template contains two Occupancy Worksheets – one for the Contractor and another for all 
Subcontractors.  The fields to be completed on both worksheets are the same.  The discussion below will 
focus on completing the Contractor worksheet, but in all cases the same instructions should be followed 
when completing the Subcontractor worksheet. 
 
The Occupancy Worksheet provides the opportunity for partners to include in the budget the cost of 
housing for staff assigned to the contract.  In order to complete the worksheet, partners will need to 
know the square footage of the space occupied by each staff person assigned to the contract as well as 
the total square footage of the partner’s entire facility.  Partners will also need to know the total 
occupancy costs (rent, utilities, insurance, etc.) for the entire facility.  The staff listed on the Occupancy 
Worksheet must align with the staff listed on the Staffing Worksheet. 
 
The Contractor Occupancy Worksheet is divided into two parts: one part for the first year of the 
agreement and another part for the second year of the agreement, if applicable.  The components of each 
part (year) on the worksheet are identical.  A picture of the first year worksheet and description of each 
lettered item (A to M) can be found below. 
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A 

Individual’s Name – This field is where partners should enter the names of the staff assigned to a 
given position.  If the position is not currently filled (i.e., someone is to be hired for the position) 
enter “Vacant” in this field. 

B 

Position/Title – This field is automatically filled in based on entries made on the Staffing 
worksheet.  Entries in the Individual’s Name column will prompt the worksheet to look up the 
Position/Title for that individual from the Staffing worksheet. 

C 
FFY – This field is where partners should indicate to which federal fiscal year (FFY) the 
occupancy cost applies. 

D 
Square Feet Allocated to FTE at Facility – This field is where partners should enter the square 
footage occupied by each staff member for whom occupancy costs are being requested. 

E 

% of Time FTE Allocated to Agreement/Contract – This field is automatically filled in based on 
entries made on the Staffing worksheet.  Entries in the Individual’s Name column will prompt the 
worksheet to look up the “% of Time FTE to Spend on Award” for that individual from the Staffing 
worksheet. 

F 

Square Feet Allocated to Agreement/Contract – This field is automatically calculated and shows 
the total square footage to be charged to the contract.  This is calculated by multiplying the total 
square feet occupied by each staff member by the percentage of time spent on the award. 

G 
Total Square Footage Allocated to Contractor – This field is automatically calculated and 
reflects the total square footage being charged to the contract for all staff listed. 

H 

FACILITY Total Square Footage (Contractor’s Entire Facility) – This field should show the 
total square feet of the entire facility where the partner’s staff is housed.  In most cases, only part 
of the facility is being used for the purposes of the contract, but this field should show all of the 
space whether it is being used for the contract or not. 

I 

Percentage of Square Footage Assigned to Contract (or Subcontractor) (A) – This field is 
automatically calculated and shows the percentage of the partner’s entire facility that has been 
assigned to the contract.  It is calculated by dividing the Total Square Footage Allotted to Contract 
by the FACILITY Total Square Footage. 

J 

Estimated Annual Occupancy Costs – These fields are where the partner can list the total annual 
costs of rent, utilities, insurance, and other costs for their entire facility.  The amounts entered into 
these fields should reflect the total annual cost incurred by the partner, not just for the space 
occupied by staff assigned to the contract, but for all of their space in the building. 

K 

Total FACILITY Occupancy Costs (B) – This field is automatically calculated and reflects the 
total annual cost of rent, utilities, insurance, and other costs for the partner’s facility.  It is 
calculated by summing the Estimated Annual Occupancy Costs. 

L 

Direct Occupancy Costs Assigned to Contractor (A × B) – This field is automatically calculated 
and shows the occupancy costs budgeted for the contract.  It is calculated by multiplying Total 
FACILITY Occupancy Costs by the Percentage of Square Footage Assigned to Contract. 

M 

Grand Total Occupancy Costs – Contractor & Subcontractor(s) – This green field is 
automatically calculated and shows the total costs of occupancy for the contractor and all 
subcontractors involved in the agreement.  It is calculated by summing the Direct Occupancy Costs 
Assigned to Contract for each partner and will be automatically copied onto the Budget Summary 
Worksheet.  If partners have used the additional worksheets provided to record occupancy budgets 
for multiple subcontractors, those amounts will be automatically included in this total. 
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Indirect Cost Worksheet 
The Indirect Cost Worksheet allows partners to include in the budget the cost of business activities that 
are not directly allocable to services or positions under the contract.  Indirect costs are those operating 
costs that are exceedingly difficult to allocate to a particular project or cost center.  These costs typically 
consist of things like payroll and associated costs (like occupancy) for executives, such as the Director 
of HR or the Chief Financial Officer, that cannot be tied directly to any project or program but are 
necessary for the operation of the business.  Also included in this category are consumable supplies, 
such as pens or paper, which may be used as contract activity is carried out.  Consumable supplies are 
not often directly allocable without extensive or burdensome tracking.  Therefore, such supply costs 
should be included in the indirect cost category on the budget. 
 
As noted in Chapter 1, the portion of the Code of Federal Regulations (CFR) that governs the use of 
federal funds has been updated, including the sections that describe how indirect cost rates should be 
determined.  The Rehabilitation Services Administration, OOD’s federal oversight agency, has decided 
to implement the CFR changes at the beginning of FFY 2016 (on October 1, 2015) to allow time for 
state VR agencies to make program adjustments in response to the CFR changes.  As a result, OOD will 
be changing the way that indirect cost rates are determined for contract partners when agreements are 
established or renewed for FFY 2016.   
 

OOD will provide additional guidance to partners regarding indirect cost rate determination in 

preparation for the FFY 2016 agreement period.  Partners are strongly encouraged to read 2 CFR 

§200.414 for additional information on the upcoming changes. 

 
Once the indirect cost amount has been determined, the partner is ready to complete the Indirect Cost 
Worksheet.  A picture of the worksheet and description of each lettered item (A to F) can be found 
below. 
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A 

Contractor Approved Indirect Cost Rate – This field is where the partner should enter their 
approved indirect cost rate (either from a federally-approved indirect cost rate agreement or the rate 
approved by OOD). 

B 
Contractor Indirect Cost – This field is where the partner should enter the indirect cost amount 
they have calculated for the Contractor. 

C 
Subcontractor Name – This field is where partners should identify the subcontractor for whom 
indirect costs are being requested. 

D 

Subcontractor Approved Indirect Cost Rate – This field is where the partner should enter their 
approved indirect cost rate (either from a federally-approved indirect cost rate agreement or the rate 
approved by OOD). 

E 
Subcontractor Indirect Cost – This field is where the partner should enter the indirect cost 
amount they have calculated for the Subcontractor. 

F 

Total Indirect Costs – This green field is automatically calculated and shows the total indirect 
cost budget for the contract.  It is calculated by summing the Contractor and Subcontractor(s) 
indirect cost budgets and will be automatically copied onto the Budget Summary Worksheet. 

 

Budget Revisions 
As a contract is carried out over the agreement period, it may become necessary to make revisions to the 
budget in order to adapt to unforeseen expenditures or changes in the program.  Partners have the option 
to request approval of a budget revision from OOD if such challenges arise.  Budget revisions should be 
initiated by the primary contract partner (not subcontractors) when needed and discussion should be held 
with the Rehabilitation Program Specialist (RPS).  The RPS will seek input from OOD Fiscal 
Management before approving any budget revisions.  Once the budget revision is approved, the partner 
may expend budget balances accordingly. 
 
Partners have some flexibility in the management of their budget in that OOD approval is not required 
when funds are transferred among certain budget line items.  Partners do not need to seek OOD 

approval if they are moving funds among the following four line items: 

 

• Travel 

• Equipment 

• Staff Development & Resources 

• Occupancy 
 
Any budget changes that impact the Staffing, Indirect Cost, or Case Services line items must be 
reviewed and approved by OOD.  Additionally, any revision that impacts the total amount of the budget 
must be reviewed and approved by OOD. 
 
There are some general guidelines to keep in mind when discussing budget revisions: 
 
No change in total contract amount… 

1. As a general rule, a typical budget revision must not result in an increase in the total value of the 
contract.  Funds can be transferred from one budget line to another but the total budget should 
stay the same.  (This is true except in the case where the partner is increasing their total match 
contribution.  See #3 below.) 
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2. A budget revision may result in an increase in staffing costs.  This should only be done after 
extensive discussion with the RPS regarding the impact on the consumers to be served under the 
contract, as the increase in staffing costs would have to be offset by a reduction elsewhere in the 
budget. 
 

Change in total contract amount… 

3. The partner may wish to contribute additional match funds to the contract.  If additional match is 
accepted by OOD, a budget revision will be needed to identify in which budget categories the 
additional dollars will be placed.  Also, an Amendment will be required to update the contract 
under the COMPENSATION FOR SERVICES section.  The Amendment must be signed by 
both parties and in effect before additional costs are incurred.  The additional match funds must 
be received prior to the effective date of the budget increase. 

 
All changes to the budget… 

4. OOD is likely to give greater scrutiny to a budget revision that reduces the balance of case 
service dollars.  The purpose of these contracts is to expand the availability and provision of VR 
services to consumers, and reducing case service budgets would seem to be in direct conflict 
with this purpose. 
 

5. Except in very rare and extenuating circumstances, the last opportunity for partners to request a 
budget revision is 45 days before the end of the agreement period.  After this day, no further 
changes to the budget will be approved by OOD.  For example, if the agreement period ends on 
September 30, the last date a budget revision could be requested would be August 15. 

 
This chapter discussed the Budget Proposal Template and how to complete the various worksheets to 
develop a budget for the contract.  Tips were offered to help partners work through some of the issues 
that can cause confusion or that require specific information.  Now that the process for entering costs 
onto the various worksheets has been explained, the discussion in Chapter 3 will focus on what kinds of 
costs are allowable in the budget and what supporting documentation is required to justify those costs. 
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CHAPTER 3 – ALLOWABLE COSTS 

 
This chapter discusses the rules about which costs are and are not allowed in the budget.  The federal 
government has established rules to help control how federal dollars are spent with the aim of ensuring 
that federal funds are actually used for their intended purpose and are not wasted.  No costs that 
contradict or are in conflict with these rules will be approved as part of the contract budget. 
 
The rules are known as “cost principles” and are organized in the Code of Federal Regulations (CFR).  
The cost principles described in the CFR pertain to specific types of organizations, and it is important to 
know which principles should apply to the contract.  In Chapter 1: Contract – Key Articles, a tip bubble 
was included in the discussion regarding record keeping (page 7) and it bears repeating here: 
 

 
 
All of the citations are available online. The vast majority of partners are going to fall under the cost 
principles described in 2 CFR Part 225 and 2 CFR Part 230.  In 2001, the federal government 
established a task force to review the cost principles described in the various Parts in an effort to create 
more consistency in the way that certain costs were treated.  As a result, the principles in each of the 
Parts are nearly identical for a given type of cost.  The cost principles for For-Profit Organizations are an 
exception, as they include some provisions that are not applicable to Non-Profit Organizations or to 
governments. In 2014, a new CFR (2 CFR Part 200) was created and is applicable to all organization 
types except for-profit organizations. 2 CRF Part 200 is not required to be implemented until December 
2014 for new contracts.  
 

Partners are strongly encouraged to read the CFR Parts that are applicable to their type of 

organization in order to better understand what costs can and cannot be included in the budget, as 

well as what type of supporting documentation is required to justify expenditures.  If the proper 
supporting documentation is not maintained, the validity of the expenditures may be questioned during 
monitoring and auditing activities; these are called questioned cost findings.  Questioned cost findings 
can result in the partner having to pay money back to OOD, so maintaining proper documentation is an 
important part of protecting the financial well-being of the partner’s organization. 
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While this chapter will not enumerate the principles for every possible item of cost, the following pages 
discuss certain costs that commonly appear in contract budgets and that often cause partners some 
difficulty, either in arriving at a budget amount or in maintaining proper documentation.  Attention will 
also be given to types of costs that are never allowed under federal cost principles, regardless of the 
partner’s type of organization. 
 

Staff Salaries, Wages and Fringe Costs 
Each of the CFR Parts referenced above specifically allows the use of federal funds to pay salaries, 
wages and fringe costs.  These costs often make up the vast majority of the administrative budget for a 
contract.  This emphasizes the need to properly document expenditures in this category so that none of 
the costs incurred are questioned during monitoring or auditing activities. 
 
In order to adequately support salary, wage and fringe costs, partners must maintain two types of 
documentation: 

1. Documentation of time and effort.  Time and effort documentation consists of certifications of 
time under the contract, or personnel activity reports.  
 

2. Documentation of the costs incurred.  Cost documentation consists of ledger entries, payroll 
reports, and other accounting records showing the distribution of funds to employees for salary, 
wage and fringe costs. 

 
For documentation of time and effort, there are different documentation standards for salary, wage and 
fringe costs depending on whether the staff person is fully dedicated to the contract or if they are also 
assigned to projects and activities at their organization that are outside of the contract: 
 

1. Where the partner’s employees are expected to work solely on a single Federal award or cost 
objective (i.e., 100% of the employee’s time is dedicated only to work under the contract), 
charges for their salaries, wages and fringe costs will be supported by periodic certifications that 
the  employees worked solely on that program for the period covered by the certification.  These 
certifications will be prepared at least semi-annually and will be signed by the employee and 
supervisory official having first-hand knowledge of the work performed by the employee. A 
sample semi-annual certification form is included in the Appendix of this Handbook (Attachment 
C). 

 
2. Where employees work on multiple activities or cost objectives, a distribution of their salaries, 

wages and fringe costs will be supported by personnel activity reports (PARs) or equivalent 
documentation.  PARs or equivalent documentation must meet the following standards: 
 

a. They must reflect an after-the-fact distribution of the actual activity of each employee; 
b. They must account for the total activity for which each employee is compensated; 
c. They must be prepared at least monthly and must coincide with one or more pay periods; 
d. They must be signed by the employee. 
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While OOD will not prescribe a specific PAR form or format that should be used by partners, the 
documentation used by the partner will be evaluated according to the standards described above.  
Sample PARs are included in the Appendix of this Handbook (Attachment D) to help partners determine 
how they might set up a PAR for use in their organization.  Examples can also be found on the internet.  
If the partner is unsure whether the PAR they have developed (or borrowed or downloaded) will meet 
the standards, partners are encouraged to discuss the PAR with OOD before implementing its use. 
 

Staff Travel Costs 
Travel expenses in the form of mileage, meal and lodging costs are allowable according to federal cost 
principles and many partners include travel costs in their budgets.  Travel must be reasonable and 
necessary to satisfy the deliverables in the contract.  Most partners do not have difficulty applying the 
travel cost principles but questions often arise regarding how the reimbursement rates are determined. 
 
For mileage reimbursement, the rate is expressed as a cost per mile traveled.  The cost per mile included 
in the budget is determined by comparing three possible rates and selecting the option that produces the 
least cost to the contract.  The three options are: 
 

1. The partner’s internal reimbursement rate as defined by their fiscal policies and procedures; or 
2. The approved State of Ohio reimbursement rate as defined by the OBM Travel Rule; or 
3. The approved federal reimbursement rate as defined by the U.S. General Service Administration 

(rates can be found at http://www.gsa.gov). 
 
For example, the partner’s policies and procedures indicate that staff members are reimbursed for travel 
at a rate of $0.40 per mile, the federal reimbursement rate is $0.51 per mile, and the approved State of 
Ohio rate is $0.52 per mile.  In this scenario, the partner must use their internal rate of $0.40 per mile on 
the travel budget request as that would produce the least cost to the contract. 
 
Meal and lodging reimbursement is slightly more complex than mileage reimbursement because the 
rates change depending on the destination.  Rather than having a single rate that is applied statewide or 
nationally, the federal government has determined that different rates are needed to more accurately 
reflect the actual costs of staying in one location versus another.  This addresses the idea that it typically 
costs more to stay in a hotel and to eat in a large city than it does in a smaller city or a more rural 
location.  The federal government sets the reimbursement rates by geographic areas that correspond to 
zip codes, and the rates for each zip code are available via the U.S. General Service Administration 
website at http://www.gsa.gov. 
 
For example, at the time this Handbook was last updated, the lodging rate in the 43230 zip code 
(Columbus, OH) was $106 per night and the meal and incidental per diem rate was $56.  In the 43812 
zip code (Coshocton, OH – a smaller city than Columbus), the lodging rate was $83 per night and the 
meal and incidental per diem rate was $46. 
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Note: Meal and incidental costs are only allowable when incurred during an overnight stay.  If the 

partner’s travel does not involve overnight lodging, the partner cannot claim reimbursement for 

meals or incidental costs. 
 
Partners are expected to maintain documentation (hotel folios, restaurant receipts, etc.) to support travel 
costs charged to the contract.  The partner’s invoice to OOD should reflect the actual cost based on the 
applicable reimbursement rate for the area in which travel occurred.  Reimbursement requests should not 
be based on a budgeted amount (i.e., 1/12th of the travel budget).  Any amount above the appropriate 
reimbursement rate will not be approved for payment. 
 

Other Costs Within the Agreement Period 

If an item of cost is not prohibited by federal cost principles and is included in the approved budget, that 
cost is allowable as long as it is incurred within the agreement period.  On the surface this appears to be 
a relatively simple idea, but it has come up frequently during monitoring and auditing activities, and has 
caused some costs to be questioned and subsequently paid back to OOD. 
 
Essentially, costs must be incurred between the dates specified on the cover page of the contract in order 
for the partner to receive reimbursement.  A tip bubble about the agreement period was included in the 
discussion of key contract sections (page 3 of this Handbook) and bears repeating here: 
 

 
 
This emphasizes the difference between cash basis and accrual basis accounting.  Per federal 

guidelines, for FFY 2015 contracts, these agreements are managed using accrual basis accounting. 

For FFY 2016 contracts, partners may use either cash or accrual basis accounting, as long as the 

methodology is disclosed and consistently applied.  Accrual basis accounting focuses on the date 
when the service took place or when the product was delivered – these activities must occur within the 
agreement period in order to be considered allowable costs.  Cash basis accounting focuses on the date 
when the bill for the service or product was actually paid.  If a bill is paid during the agreement period 
but the service or product was delivered prior to the start date of the agreement period, that cost would 
be unallowable and should not be billed under the current agreement (it may be appropriate to include 
this cost on the last invoice submitted for the prior year’s agreement, if there was one). 
 
Whether either accounting method is used, OOD advises its contractors to give special attention to 
goods and services transactions occurring at the end (August and September) of the contract period so as 
to ensure these expenses are not charged to the following contract year. If an expense covers the end of 
one contract period and the beginning of the next (ex. a phone bill covering billing period 9/15/14 to 
10/15/14), the expense must be allocated proportionately across both contract years and billed 
accordingly. 
 
In case services, the date of service must fall within the agreement period in order to qualify for 
reimbursement under the contract.  For example, an authorization for service is created on September 
25th and the authorized service isn’t actually provided to the consumer until October 2nd, but the contract 
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terminated on September 30th.  The fee for that service cannot be billed to the contract because the actual 
service occurred outside of the agreement period.  This is true even though the service was authorized 
(but not delivered) during the agreement period. 
 
The same principle is used with respect to administrative costs.  Salary and travel expenses must have 
been incurred during the agreement period in order to be reimbursable under the contract.  For tangible 
goods, the date of purchase must be within the agreement period as supported by expenditure records 
and/or receipts.  In the case of something like a utility bill that crosses over the beginning date of the 
contract, partners should pro-rate the amount billed to coincide with the number of days applicable to 
the contract.  For example, if the partner pays a utility bill that covers September 15 through October 15, 
the partner should only include on the invoice the pro-rated amount that would apply from the beginning 
of the contract period on October 1 through October 15. Also, the last monthly invoice submitted to 
OOD for the prior contract period should include a pro-rated amount of the utility bill so that only costs 
from September 15 to September 30 are included. 
 
Costs that cross over months that are entirely within the contract period do not need to be pro-rated from 
one month to the next.  Following the utility bill example above, the second monthly utility payment 
would cover October 16 to November 15.  Since both months are entirely within the contract period, the 
entire amount of the utility bill (or the percentage allocated to the contract) could be included on the next 
invoice submitted to OOD. 
 
Additionally, any goods or equipment purchased must serve some use in meeting the deliverables of the 
contract.  This falls under the principle of costs being reasonable and necessary for the purposes of the 
agreement.  So in addition to having to ensure that the purchase date of goods or equipment falls within 
the agreement period, partners must ensure that those goods or equipment are actually used during the 
agreement period for their intended purpose under the contract. 
 
For example, large equipment or supply purchases occurring near the end of an agreement period may 
not be considered reasonable or necessary if significant use of the equipment or supplies cannot be 
realized before the agreement ends.  Such purchases invite greater scrutiny during auditing and 
monitoring activities and the costs may be questioned as a result.  Any concern regarding equipment 
purchases late in the agreement period should be discussed with OOD before the purchase is made. 
 
Costs that are Never Allowed 
There are a few items of cost that are never allowed under contracts supported by federal funding.  
Though some of these items may seem obvious, they have appeared on invoices presented to OOD.  
Any expenditure on the items included in the list below will be questioned during monitoring and 
auditing reviews, and the partner will be asked to repay OOD for those costs.  This is not an exhaustive 

list; again, partners are strongly encouraged to read and understand the CFR sections applicable to 

their organization. 

 

• Alcoholic beverages – Federal funds can never be used to purchase alcoholic beverages under 
any circumstance. 
 

• Bad debts – Bad debts, including losses arising from uncollectable accounts and other claims, 
related collection costs, and related legal costs are unallowable. 
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• Contingency provisions – Contributions to a contingency reserve or any similar provision made 
for events the occurrence of which cannot be foretold with certainty as to time, intensity, or 
with an assurance of their happening, are unallowable. 

 

• Defense and prosecution of criminal and civil proceedings – Costs incurred by a contractor in 
connection with any criminal, civil or administrative proceedings are unallowable (unless 
required under the terms of the federal award). 

 

• Entertainment – Cost of entertainment, including amusement, diversion, and social activities 
and any costs directly associated with such costs (such as tickets to shows or events, meals, 
lodging, rentals, transportation, and gratuities) are unallowable. 

 

• Fines and penalties – Fines, penalties, damages, and other settlements resulting from violations 
of Federal, State, or local laws and regulations are unallowable. 

 

• Fund raising – Costs of organized fund raising, including financial campaigns, solicitation of 
gifts and bequests, and similar expenses incurred to raise capital or obtain contributions are 
unallowable, regardless of the purpose for which the funds will be used. 

 

• Lobbying – The cost of influencing activities associated with obtaining grants, contracts, 
cooperative agreements, or loans is an unallowable cost. 

 
As noted above, this list is not exhaustive.  There are other potential items of cost that could be 
considered unallowable under federal funding.  Partners are encouraged to contact OOD for discussion 
regarding the purchase of any item they feel may potentially be questioned during monitoring or 
auditing activities. 
 
Chapter 3 discussed information related to what kinds of cost are allowable under federal principles, and 
what kinds of cost are unallowable.  In the next chapter, attention will be given to the invoice process, 
including the information required on an invoice and a walk-through of the new Invoice Template. 
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CHAPTER 4 – INVOICES 
 
The preceding chapters offered information about how to construct a budget and what kinds of costs are 
allowable under federal cost principles.  The Handbook will next describe how partners can recover 
those costs by submitting a proper invoice to OOD. 
 
CONTRACTUAL REQUIREMENTS:  In the contract, the COMPENSATION FOR SERVICES 
section describes how much funding will be provided to the partner.  This contract section, discussed in 
Chapter 1 of this Handbook, also provides information regarding how partners are to invoice OOD in 
order to receive reimbursement for costs incurred.  This chapter of the Handbook will focus on the steps 
partners should follow in order to properly complete the invoice template. 
 
INVOICE TEMPLATE: OOD has prepared a template that partners are to use when seeking 
reimbursement from OOD for costs under the contract.  The template is a MS Excel workbook that 
includes one worksheet with instructions for completing the template, a separate worksheet for each line 
item on which partners can enter detailed administrative expenditure information, and a summary 
worksheet offering invoice totals by category. 
 
The Invoice Summary worksheet and line item worksheets are color coded to assist the partner in 
identifying which fields need to be completed by hand and which are automatically filled in.  The fields 
highlighted in yellow should be filled in by the partner.  The fields highlighted in pink and green are 
automatically filled in by the worksheet based on entries in the yellow fields. 
 
A discussion of each worksheet follows. 
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Instruction Worksheet 
The Instruction Worksheet provides instructions regarding how to interpret the color coding used 
throughout the template, as well as tips about how to complete the detail worksheets.  A picture of the 
Instruction Worksheet is offered below: 
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Invoice Summary Worksheet 
The Invoice Summary worksheet provides a summary of all of the direct and indirect costs included on 
the invoice.  A picture of the worksheet and description of each lettered item (A to K) is offered below. 
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A 

Contact Information – These fields are where the partner fills in the primary Contractor Name, 
City, State, Zip code, Phone number and Fax number.  The Contractor Name and Project Name 
should be selected from the drop-down menu.  No manual entries will be accepted by the 
worksheet. 

B 

P.O. Number – This field is where the partner should enter the purchase order number provided to 
them by OOD.  The P.O. number is a way for the OAKS accounting system to know which 
contract should be charged for the costs on the invoice. 
 

 
 

C 

Invoice No. and Invoice Date – These fields are where the partner can enter a unique invoice 
number (for tracking and reconciliation purposes) and the date on which the invoice was submitted 
to OOD. 

D 

OAKS Vendor Identification Number – This field is automatically filled in when the partner fills 
in the Contractor Name field on the invoice.  The OAKS ID number is looked up by Excel and 
populated into the Invoice Summary worksheet. 

E 

Billing Period – This field indicates the date range covered by the invoice.  The date range on the 
invoice will be referred to during auditing and monitoring activities when supporting 
documentation for expenditures is reviewed. 

F 

Contact Name and Email – These fields should reflect the name and e-mail address of someone 
on the partner’s staff with knowledge of the invoice.  This person will be contacted if there is an 
issue with the invoice or if OOD wishes to request supporting documentation for expenditures. 

G 
OOD Contact Information – This item shows the e-mail address to which invoices are to be 
submitted. 

H 

Contractor’s Certification – This statement indicates the partner’s assertion, by submitting the 
invoice for payment, that all of the information contained on the invoice is true and accurate.  This 
statement is specifically directed toward the FTE and cost information entered on the Staffing 
worksheet but also applies to all other sections of the invoice.  

I 

Operating Expenses – Direct Costs – These fields are automatically filled in based on entries in 
each of the line item worksheets.  They indicate invoiced amounts by line item, including a 
subtotal of direct costs. 

J 

Operating Expenses – Indirect Costs – This field is automatically filled in based on entries on 
the Indirect Cost worksheet.  Indirect costs, like all other costs, should be billed based on actual 
costs, not based on a budgeted amount.  Partners who do not have an approved indirect cost rate 
from a federal cognizant agency will be required to provide audited financial statements as 
supporting documentation for indirect cost expenditures. 

K 
Total Billed – This field shows the total direct and indirect cost amount for which the partner is 
seeking reimbursement. 

 



 
VR Contract Management Handbook 

 

30-QA-03 H                                                              April 10, 2015 Page 38 
  

Staffing Worksheet 
This worksheet provides the opportunity for partners to enter the staffing costs incurred for work 
performed under the contract.  A picture of this worksheet and a description of each lettered item (A to 
H) is offered below. 
 

 
 

A 
Contractor Name – This field will be automatically filled in when the partner selects their 
name on the Invoice Summary Worksheet. 

B 
Billing Period – This field will be automatically filled in when the billing period dates are 
entered on the Invoice Summary Worksheet. 

C 
Individual’s Name – This field is where the name of the employee should be entered for every 
individual included in the Salary/Fringes amount being billed. 

D 
Position/Title – This field is where the position or job titles of the staff should be listed for 
every individual included in the Salary/Fringes amount being billed. 

E 

Contractor or Subcontractor indicator – This field is where partners should indicate whether 
the person listed in the Position/Title column is a member of the contractor’s staff or the 
subcontractor’s staff.  If the person is a member of the contractor’s staff, the letter “P” should 
be entered (meaning “Partner”).  If the person is a member of the subcontractor’s staff, enter the 
initials of the name of the subcontractor’s business (e.g., Rehab Services would be entered as 
“RS”). 

F 

FTE(s) Billed – This field is where partners should enter the FTE calculation for each staff 
person included on the invoice.  1 FTE would indicate that the person worked full-time under 
the contract for the entire month.  If this is not the case, the FTE should be calculated by 
dividing the number of hours spent working under the contract by the total hours available that 
month.  For example, if there are exactly 4 weeks in the month being billed, there are 160 hours 
available for work (40 hours X 4 weeks).  If the person worked 32 hours under the contract that 
month, then the FTE calculation would be 32/160 = 0.20 FTE. 
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G 

Amount – This field is where partners should enter the salary and fringe cost for each person 
for the month being billed.  The amount should be based on actual costs incurred by the partner 
and should reasonably align with the salary established in the budget. 

H 

Subtotal Staffing – This field is automatically calculated and shows the subtotal of the salary 
and fringe costs billed for that month.  This amount is automatically copied onto the Invoice 
Summary Worksheet. 

 
Travel Worksheet 
The Travel worksheet provides the opportunity for partners to enter travel costs incurred for work 
performed under the contract.  A picture of this worksheet and a description of each lettered item (A to 
M) is offered below. 
 

 
 

A 
Contractor Name – This field will be automatically filled in when the partner selects their 
name on the Invoice Summary Worksheet. 

B 
Billing Period – This field will be automatically filled in when the billing period dates are 
entered on the Invoice Summary Worksheet. 

C 
Individual’s Name – This field is where the name of the employee should be entered for every 
individual included in the Travel amount being billed. 

D 
Position/Title – This field is where the position or job title of the staff should be listed for every 
individual included in the Travel amount being billed. 

E # of Miles – This field is where partners should enter the number of miles travelled. 

F 

Per Mile Rate – This field is where partners should enter the mileage reimbursement rate to 
apply to the miles traveled.  The maximum allowable rate is $0.52 per mile.  However, partners 
should enter their actual reimbursement rate if their rate is less than the maximum. 

G 

Mileage Amount – This field is automatically calculated and will show the amount of mileage 
reimbursement claimed for a given staff member.  The amount is calculated by multiplying the 
# of Miles travelled by the Per Mile Rate. 

H 

Overnight Stay Indicator – This indicator will notify OOD if there was an overnight stay 
involved in the accrual of travel costs.  If an overnight stay was involved, partners should click 
the ‘YES’ radio button.  If no overnight stay was not involved, partners should click the ‘NO’ 
radio button. 

I 
Overnight Location – If an overnight stay was involved, this field is where partners should 
enter the location (city) of the overnight stay. 
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J 

Lodging Amount – If an overnight stay was involved, this field is where partners should enter 
the cost for the hotel room, including applicable taxes.  OOD will only reimburse an amount 
less than or equal to the lodging rate shown on the GSA.gov website, plus taxes.  Partners are 
responsible for paying any amount above the maximum lodging rate. 

K 

Meals Amount – This field is where partners should enter the cost of meals purchased while in 
overnight travel status.  OOD will only reimburse a total meal and incidental amount that is less 
than or equal to the per diem reimbursement rate shown on the GSA.gov website. 

L 

Incidentals Amount – This field is where partners should enter the amount of incidental costs 
incurred while travelling.  Parking costs should be entered in this field.  When the partner is 
in overnight travel status, OOD will only reimburse a total meal and incidental amount that is 
less than or equal to the per diem reimbursement rate shown on the GSA.gov website. 

M 

Total – This field is automatically calculated and will show the total travel cost requested for a 
given staff member.  This amount is calculated by adding the Mileage Amount + Lodging 
Amount + Meals Amount + Incidentals Amount.  The total amount shown in the green field in 
this column will be automatically copied onto the Invoice Summary Worksheet. 

 
Equipment Worksheet 
The Equipment worksheet provides the opportunity for partners to enter equipment costs incurred in 
support of activity under the contract.  Note: OOD requires that a receipt of purchase be submitted 

with any invoice that includes equipment costs. A copy of the receipt should be submitted each 

year if the item of equipment has a multi-year useful life.  A picture of the Equipment worksheet and 
a description of each lettered item (A to F) is offered below. 
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A 
Contractor Name – This field will be automatically filled in when the partner selects their 
name on the Invoice Summary Worksheet. 

B 
Billing Period – This field will be automatically filled in when the billing period dates are 
entered on the Invoice Summary Worksheet. 

C 
Equipment Description – This field is where partners should enter a brief description of the 
equipment item purchased. 

D 

Contractor or Subcontractor indicator – This field is where partners should indicate whether 
the person listed in the Position/Title column is a member of the contractor’s staff or the 
subcontractor’s staff.  If the person is a member of the contractor’s staff, the letter “P” should 
be entered (meaning “Partner”).  If the person is a member of the subcontractor’s staff, enter the 
initials of the name of the subcontractor’s business (e.g., Rehab Services would be entered as 
“RS”). 

E Amount – This field is where partners should enter the cost of the equipment purchased. 

F 

Subtotal Equipment – This field is automatically calculated and shows the total equipment 
amount being billed for that month.  This amount is automatically copied onto the Invoice 
Summary Worksheet. 

 
Staff Development & Resources Worksheet 
The Staff Development & Resources worksheet provides the opportunity for partners to enter training 
and resource costs incurred in support of activity under the contract.  A picture of the Staff Development 
& Resources worksheet and a description of each item (A to I) is offered below. 
 

 
 

A 
Contractor Name – This field will be automatically filled in when the partner selects their name 
on the Invoice Summary Worksheet. 

B 
Billing Period – This field will be automatically filled in when the billing period dates are entered 
on the Invoice Summary Worksheet. 

C 
Individual’s Name – This field is where the name of the employee should be entered for every 
individual for whom staff development and resource costs are being billed. 

D 
Position/Title – This field is where the position or job titles of the staff should be listed for every 
individual included in the staff development and resource amount being billed. 
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E 

Contractor or Subcontractor indicator – This field is where partners should indicate whether the 
person listed in the Position/Title column is a member of the contractor’s staff or the 
subcontractor’s staff.  If the person is a member of the contractor’s staff, the letter “P” should be 
entered (meaning “Partner”).  If the person is a member of the subcontractor’s staff, enter the 
initials of the name of the subcontractor’s business (e.g., Rehab Services would be entered as 
“RS”). 

F 
Type of Training or Resource – This field is where partners should enter a brief description or 
subject of the staff development event or the type of resource purchased. 

G 
Trainer – This field is where partners should identify the provider of the training or staff 
development event being billed. 

H 
Total Cost – This field is where partners should enter the cost of the training or staff development 
event for each individual. 

I 

Subtotal Staff Development & Resources – This field is automatically calculated and shows the 
total staff development and resource amount being billed for that month.  This amount is 
automatically copied onto the Invoice Summary Worksheet. 

 
Occupancy Worksheet 
The Occupancy worksheet provides the opportunity for partners to enter occupancy costs incurred in 
support of activity under the contract.  Separate sections are provided for the primary partner 
(contractor) and each subcontractor.  The contractor and subcontractor sections are identical in format 
and function.  A picture of the contractor part of the worksheet and a description of each lettered item (A 
to H) is offered below, but the same instructions should be followed when completing the subcontractor 
section. 
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A 
Contractor Name – This field will be automatically filled in when the partner selects their name 
on the Invoice Summary Worksheet. 

B 
Billing Period – This field will be automatically filled in when the billing period dates are entered 
on the Invoice Summary Worksheet. 

C 

Contractor or Subcontractor Name – This field is where the business name of the primary 
partner (contractor) or subcontractor should be entered, depending on which entity incurred the 
occupancy costs being billed. 

D 
Percentage of Square Footage Assigned to Agreement/Contract – This field is where partners 
should enter the percentage indicated on the approved Occupancy Budget. 

E 

Monthly ACTUAL Allowable Costs – These fields are where partners should enter the actual 
occupancy costs incurred during the billing period.  The costs entered in these fields should reflect 
the costs incurred by the contractor or subcontractor for their entire facility.  The percentage 
entered (letter E above) will be multiplied by these costs to determine the amount to be charged to 
the contract. 

F 
Subtotal Monthly Allowable Costs – This field is automatically calculated and shows the subtotal 
of the monthly occupancy costs billed that month before the percentage allocation is applied. 

G 

Subtotal Occupancy Costs – This field is automatically calculated and shows the subtotal of the 
occupancy costs being billed that month based on the allocated percentage.  This amount is 
calculated by multiplying the Percentage of Square Footage Assigned to Agreement/Contract by 
the Subtotal Monthly Allowable Costs. 

H 

Grand Total Occupancy Costs – This field is automatically calculated and shows the total 
occupancy cost to be billed for that month.  This amount is calculated by summing the Subtotal 
Occupancy Costs for the primary partner (contractor) and all subcontractors. This amount is 
automatically copied onto the Invoice Summary Worksheet. 
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Indirect Cost Worksheet 
The Indirect Cost worksheet provides the opportunity for partners to enter the indirect costs incurred in 
support of direct activity under the contract.  If indirect costs are to be charged to the contract according 
to a federally-approved indirect cost rate agreement or according to a rate determined by OOD, the top 
section of the worksheet should be completed.  If indirect costs are to be charged to the contract 
according to an itemization of actual costs incurred (rather than according to a rate), the bottom section 
of the worksheet should be completed.  Please refer to the indirect cost discussion in Chapter 2 for 

information about indirect costs and how indirect cost rates are determined.  A picture of the Indirect 
Cost worksheet and each lettered item (A to Q) is offered below. 
 

 
 

A 
Contractor Name – This field will be automatically filled in when the partner selects their name 
on the Invoice Summary Worksheet. 

B 
Billing Period – This field will be automatically filled in when the billing period dates are entered 
on the Invoice Summary Worksheet. 

C 

Contractor or Subcontractor indicator – This field is where partners should indicate whether 
the person listed in the Position/Title column is a member of the contractor’s staff or the 
subcontractor’s staff.  If the person is a member of the contractor’s staff, the letter “P” should be 
entered (meaning “Partner”).  If the person is a member of the subcontractor’s staff, enter the 
initials of the name of the subcontractor’s business (e.g., Rehab Services would be entered as 
“RS”). 

D 

Staffing from Worksheet (1) – When billing indirect costs according to an approved rate, this 
field is where partners should enter the direct staffing cost incurred for employees working under 
the contract.  The amount entered in this field should equal the total cost for all contractor or 
subcontractor staff during the billing period.  A separate line should be completed for the 
contractor and each subcontractor. 
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E 

Travel from Worksheet (2) - When billing indirect costs according to an approved rate, this field 
is where partners should enter the direct travel cost incurred for employees working under the 
contract.  The amount entered in this field should equal the total cost for all contractor or 
subcontractor travel during the billing period.  A separate line should be completed for the 
contractor and each subcontractor. 

F 

Equipment from Worksheet (3) - When billing indirect costs according to an approved rate, this 
field is where partners should enter the direct equipment cost incurred for items purchased in 
support of the contract.  The amount entered in this field should equal the total cost for all 
contractor or subcontractor equipment purchased during the billing period.  A separate line should 
be completed for the contractor and each subcontractor. 

G 

Staff Devt. & Resources from Worksheet (4) - When billing indirect costs according to an 
approved rate, this field is where partners should enter the direct staff development and resource 
costs incurred for employees working under the contract.  The amount entered in this field should 
equal the total cost for all contractor or subcontractor staff development and resource expenses 
during the billing period.  A separate line should be completed for the contractor and each 
subcontractor. 

H 

Occupancy from Worksheet (5) - When billing indirect costs according to an approved rate, this 
field is where partners should enter the direct occupancy cost incurred for employees working 
under the contract.  The amount entered in this field should equal the total cost for all contractor or 
subcontractor occupancy during the billing period.  A separate line should be completed for the 
contractor and each subcontractor. 

I 

Total Direct Costs – This field is automatically calculated and shows the total direct cost for the 
billing period for the contractor and each subcontractor, respectively.  This is calculated by 
summing the amounts in the preceding line item fields (D through H above). 

J 
Approved Indirect Cost Rate – When billing indirect costs according to an approved rate, this 
field is where partners should enter the indirect cost rate approved in their budget. 

K 

Total Indirect Cost Charged to Grant – When billing indirect costs according to an approved 
rate, this field is where the total indirect cost amount for the contractor and each subcontractor will 
be displayed.  This field is automatically calculated by multiplying Total Direct Costs (item I) by 
the Approved Indirect Cost Rate (item J). 

L 

Subtotal Indirect Costs Based on Approved Rate – This field is automatically calculated and 
shows the combined total indirect cost to be charged to the contract for the contractor and all 
subcontractors when billing according to an approved rate. 

M 

Contractor or Subcontractor indicator – This field is where partners should indicate whether 
the person listed in the Position/Title column is a member of the contractor’s staff or the 
subcontractor’s staff.  If the person is a member of the contractor’s staff, the letter “P” should be 
entered (meaning “Partner”).  If the person is a member of the subcontractor’s staff, enter the 
initials of the name of the subcontractor’s business (e.g., Rehab Services would be entered as 
“RS”). 

N 

Itemization of Expenses – When billing indirect costs by itemizing actual expenses, this field is 
where partners should enter a brief description of the expense (for example, Executive Director 
salary and fringe costs, Accounting staff costs, or indirect supply costs). 

O 
Total Indirect Cost Charged to Grant – When billing indirect costs by itemizing actual 
expenses, this field is where partners should enter the actual cost amounts incurred by line item. 

P 

Subtotal Indirect Costs Based on Actual Expenses – This field is automatically calculated and 
shows the combined total indirect cost to be charged to the contract for the contractor and all 
subcontractors when billing according to itemized actual expenses. 
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Q 

Grand Total of All Indirect Costs – This field is automatically calculated by summing the 
indirect cost amount to be billed according to an approved rate (item L) and the indirect cost 
amount to be billed based on itemized actual expenses (item P).  This amount is automatically 
copied onto the Invoice Summary worksheet. 

 
Invoice Submission and Payment Process 
The beginning of this chapter provided guidance about how to fill out the invoice template 
appropriately.  The next part of this chapter will focus on invoice submission and payment, and the roles 
and responsibilities of OOD and its partners in that process. 
 
The invoice payment process begins when the partner submits to OOD a completed invoice template.  
The invoice is directed to the RPS or other designated OOD staff person who will review the submission 
for completeness.  The RPS or other designated OOD staff person will make a determination regarding 
whether appropriate progress was made toward the contract deliverables to justify the costs on the 
invoice.  Once the RPS or other designated OOD staff person is satisfied that the template was 
completed appropriately and contractual obligations have been met by the partner, the invoice is 
approved internally for payment and submitted to OOD Accounts Payable.  (If the invoice is found to be 
lacking information or if contractual obligations related to costs on that invoice have not been met, the 
invoice will be returned to the partner with a request for more information or justification of costs.) 
 
When OOD Accounts Payable receives the approved invoice, a fiscal evaluation is conducted to ensure 
that there are funds available on the purchase order supporting the contract and that the approval process 
was properly followed.  OOD Accounts Payable then completes a Pre-Processing Form to assign 
relevant accounting information to the invoice. 
 
The Pre-Processing Form and approved invoice are then submitted to Ohio Shared Services (OSS), a 
division of the Ohio Office of Budget and Management.  OSS passes the documents through its internal 
processes, enters payment information into the state accounting system, and issues the payment to the 
partner in the form of a paper check or electronic funds transfer.  (If there is an issue with the documents 
submitted to OSS, OSS will contact OOD to resolve the issue and process the payment.) 
 
OOD’s goal is to pay properly completed invoices within 30 days of the date of submission to OOD.  It 
is important to note, though, that this timeline does not start until OOD has received a “proper” invoice, 
including all requested supporting documentation (including a completed Consumer Activity Report, 
when applicable).  If OOD requests more information before approving the invoice, the 30-day timeline 
does not start until OOD has received the requested information and is satisfied with its content. 
 
Chapter 4 discussed the invoice template and process partners should follow to obtain reimbursement for 
costs under the contract.  The next chapter will focus on the activities OOD will conduct to monitor the 
expenditure of funds over time and ensure that partners are maintaining proper documentation of those 
expenditures. 
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CHAPTER 5 – MONITORING AND AUDITING 

 
To this point the Handbook has addressed the requirements contained in third party cooperative 
arrangements and has offered guidance about how to complete the forms and follow the procedures 
needed to appropriately use and document contract funds.  However, the work does not end with the 
expenditure of funds. 
 
OOD has a legal obligation to examine program activities and expenditures in order to ensure that all 
processes and documentation requirements have been followed.  As noted in Chapter 1 of this 
Handbook, Item number III of the COMPENSATION FOR SERVICES section on Page 1 of the contract 
establishes OOD’s authority to evaluate expenditures under the contract.  To this end, OOD will conduct 
monitoring and auditing activities to evaluate the degree to which appropriate case management 
procedures are followed, allowability of costs incurred under the contract, and adherence to 
documentation requirements from both a program and fiscal perspective.  Partners play an important 
role in the monitoring and auditing processes in that partners are responsible for producing the requested 
documentation and for addressing any procedural questions OOD may have. 
 
MONITORING: OOD has developed a process to evaluate program activity prior to the ending date of 
the contract.  This process provides the opportunity to make mid-stream corrections to documentation 
procedures and to address any other issues of noncompliance that are uncovered during the evaluation 
without the finality of a formal audit.  There are two methods that will be used to conduct monitoring 
activities: onsite monitoring visits and desk reviews. 
 
Onsite Monitoring Visits 
Onsite monitoring consists of a visit by OOD’s Monitoring and Compliance Unit (MCU) staff to the 
partner’s facility.  During the visit, MCU staff will seek explanation and documentation of the 
programmatic processes and procedures used by the partner in performance of case management duties.  
Supporting documentation related to those activities will be requested.  Documentation of the activities 
will then be evaluated according to standards established in the Code of Federal Regulations, the VR 
Monitoring and Technical Assistance Guide (MTAG), and other guidance documents. 
 
The results of the onsite monitoring visit are recorded in the Quality Assurance Management 
Application (QAMA) on the Program Monitoring Form (see Attachment E in the Appendix to this 
Handbook).  The form consists of 34 points of review organized into twelve (12) key areas.  Partners 
will be evaluated according the standard for each point of review, and an indication will be made on the 
form describing whether the partner Meets the Standard (MS), Needs Improvement (NI), or if the item is 
Not Applicable (N/A).  If improvement is needed, comments will be provided on the form as guidance 
and technical assistance to help the partner meet the standards. 
 
Desk Reviews 
As an alternative to onsite monitoring visits, OOD will make use of desk reviews to evaluate partners’ 
adherence to fiscal budgeting and invoicing requirements, to assess compliance with case service 
documentation requirements, or in response to a specific incident or concern brought to the attention of 
the MCU.  A typical desk review will not involve a request for documentation from the partner, though 
OOD may contact the partner for information that cannot be retrieved from the AWARE system or 
OOD’s accounting records as circumstances dictate.  A partner may not be notified that a desk review 
has been conducted unless OOD identifies an issue that requires additional follow-up.   
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AUDITING:  The monitoring process affords the opportunity to make adjustments to the partner’s 
ongoing procedures as an alternative to the more rigorous and structured process of an audit.  The 
outcome of an audit is a legally binding resolution that may require partners to repay to OOD the 
amount of any unmitigated questioned costs.  There is a sense of finality to an audit resolution that is 
less conducive to ongoing process improvement efforts than the technical assistance provided during 
monitoring activities.  Nevertheless, as a steward of federal funding OOD bears a legal responsibility to 
see that expenditures are audited periodically and to minimize the financial risk to which the agency is 
exposed.  Partners play a very important role in this process.  Not only will partners be asked to provide 
information and documentation about their fiscal procedures and expenditure of funds, partners may also 
be asked to develop corrective action plans that address any areas of noncompliance identified during 
the audit. 
 
An audit can be a complex undertaking, and it is important that partners understand the process and their 
role in it as the audit is carried out. 
 
The process begins with a determination by the Manager of MCU that a given contract is due to be 
audited.  OOD intends to audit contracts, or a representative sample of contracts, within two years of the 
contract ending date.  However, as noted in the monitoring discussion above, the frequency with which a 
given partner will be audited may change depending on the level of financial risk detected during 
monitoring activities.  Once it has been determined that an audit is due, the Manager of MCU will assign 
the contract to one of OOD’s Auditors. 
 
The Auditor will then begin to collect background information pertaining to the contract, such as the 
beginning and ending dates of the contract; the results of any prior audit related to the contract or an A-
133 Single Audit, if applicable; the Catalog of Federal Domestic Assistance (CFDA) description of the 
purpose of the grant funding; and the Code of Federal Regulations (CFR) sections that apply to the 
expenditures under the contract.  The Auditor will also hold a discussion with OOD Program staff to 
gain a clear understanding of the purpose of the agreement and the types of costs that would be 
acceptable under its terms. 
 
At this point the Auditor will send to the partner an Engagement Letter introducing OOD’s intent to 
audit the contract.  The partner will also receive an Advanced Documentation Request (ADR) and a 
Management Representation Letter.  The ADR identifies key documents that will be needed at the outset 
of the audit, including the partner’s general ledger.  The Management Representation Letter is the 
partner’s assurance that the information provided to OOD is complete and accurate and there are no 
known material transactions that have not been reported.  Additionally, the partner may receive an 
Internal Control Questionnaire (ICQ).  The ICQ asks the partner to provide information about their fiscal 
and accounting structure and control mechanisms and will only be sent to the partner if an update is 
needed.   
 
Upon receipt of the ICQ, ADR, and Management Representation Letter, the Auditor will use the 
information provided to identify the procedures needed to carry out the audit.  The Auditor will 
determine whether the audit will be conducted onsite at the partner’s facility or via a desk review 
conducted at OOD central office.  If it is to be conducted onsite, the partner will be contacted to 
coordinate a date and time for the site visit.  Once these details are settled, the Auditor may prepare an 
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Entrance Conference Memo to inform the partner of the steps that will be followed during the audit, and 
the roles and responsibilities of each party. 
 
The next step in the process involves testing expenditures against the accounting and supporting 
documentation standards established in federal law.  Auditing consists of significantly more testing and 
evaluation than is normally conducted during monitoring activities.  Typically, the testing phase will 
begin by selecting a random sample of transactions related to the contract.  Depending on the results of 
the testing on that sample, the Auditor may elect to expand the number of transactions to be tested.  In 
general, the Auditor is looking to see that the expenditure was made on an allowable item during the 
contract period, and that the expenditure is supported by appropriate entries in accounting ledgers and 
other relevant documentation, such as receipts or paid invoices. 
 
The Auditor will then prepare a report summarizing the results of the testing procedures.  This report 
will identify any issues or discrepancies found during testing and will include a statement of questioned 

cost findings.  Questioned cost findings are OOD’s indication that the documentation provided by the 
partner was not adequate to satisfy the requirements established in federal law.  As a result, the amounts 
of expenditures that are not adequately supported are identified as questioned costs, and the partner is 
asked to repay that amount to OOD. 
 
Not all audits will result in questioned cost findings.  In some cases, the partner’s documentation meets 
the basic standards so the cost is not questioned, but there may be some detail or procedural control that 
is lacking.  In this situation, the Auditor will include in the audit report a statement addressing the 
adequacy of internal accounting controls.  This statement will identify any areas of weakness that should 
be addressed by the partner.  This pertains to issues that were not so severe as to produce questioned cost 
findings but should be rectified in order to improve the partner’s system of fiscal control. 
 
Once the audit report is issued to the partner, the partner will be asked to sign and submit a Receipt of 

Questioned Cost Findings (or Receipt of Audit Findings if there are no questioned costs) to OOD 
acknowledging that the partner has received the report.  If the partner disagrees with the findings in the 
audit report, OOD has developed an audit appeal process to provide the opportunity for the partner to 
clarify any remaining issues.  The partner has 10 calendar days from the date they received the audit 
report to notify OOD that they wish to appeal the findings.  The partner may also seek clarification of 
the findings by submitting a clarification request letter to OOD within those 10 days.  The Auditor will 
then provide clarification to the partner in writing. 
 
When the partner receives the clarification letter from OOD, the partner will have 30 additional calendar 
days to gather and submit any other documentation that may serve to justify questioned expenditures.  
The Auditor will evaluate the newly submitted documentation to determine if any portion of the 
questioned cost findings can be mitigated (reduced). 
 
In addition to the possibility of having to repay OOD for questioned costs, the partner will be expected 
to develop corrective action plans to address any other areas of weakness or noncompliance identified in 
the audit.  The partner will be asked to summarize their action plans in the form of responses to the 
findings in the report, and to submit those responses to OOD.  The Auditor will then issue a final report 
including the remaining balance of questioned costs that must be repaid by the partner, if any, and 
submit an invoice to the partner seeking repayment. OOD will refer to this report and the proposed 
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corrective actions during subsequent monitoring and auditing activities to see that the corrective action 
plans were implemented. 
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APPENDIX 

 
The following pages include samples of the various documents referred to throughout this Handbook.  
These samples are largely generic and any specific data that may appear on the documents is entered as 
an example only; it does not reflect any particular contract.  The table below provides a summary of the 
attachments in this Appendix. 
 

Attachment A Case Management Agreement template 
Attachment B Interagency Cash Management Agreement (ICTA) template 
Attachment C Sample Semi-Annual Certification form 
Attachment D Sample Personnel Activity Reports (PARs) 
Attachment E Program Monitoring Form 
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Attachment A – Case Management Agreement Template 
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Attachment B – Interagency Cash Transfer Agreement (ICTA) Template 
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Attachment C – Semi-Annual Certification Form Sample 

 

 Semi-Annual Certification  
 (Staff Working Solely on one Cost Objective)  
    
    
 This is to certify that <Employee Name> has worked 100% of his/her time for the period 

October 1, 2013 through March 31, 2014 on the VR program under the agreement between 
OOD and  <Name of Primary Contractor> . 

 

    
    
    

  Signature of Employee  
    
    

  Printed Name of Employee  
    
    

  Date  
    
    

  Signature of Supervisor  
    
    

  Printed Name of Supervisor  
    
    

  Date  
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Attachment D – Personnel Activity Report Samples 
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Attachment E – Program Monitoring Form 

 
 



 
VR Contract Management Handbook 

 

30-QA-03 H                                                              April 10, 2015 Page 82 
  

 
 



 
VR Contract Management Handbook 

 

30-QA-03 H                                                              April 10, 2015 Page 83 
  

 
 



 
VR Contract Management Handbook 

 

30-QA-03 H                                                              April 10, 2015 Page 84 
  

 
 



 
VR Contract Management Handbook 

 

30-QA-03 H                                                              April 10, 2015 Page 85 
  

 
 

 


