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Strengthen San Bernardino County’s Future Workforce

Agenda

A 9:00am 1 Welcome Youth Providers
A 9:15am 1 Ice Breaker

A 9:30am 1 Fiscal Training Power Point, presented by:
Coley, Janeth, Nidia, Rana, and Trent

A 10:15ami Break (5 minutes)

A 11:15ami Break (5 minutes)

A 12:00 pmi Lunch Break (1 hour)

A 1:05 pm i Fiscal Training Power Point, continued
A 2:00 pm i1 Break (5 minutes)

A 3:00 pm i Break (5 minutes)

A 3:05 pm i Workbooks
Fiscal T Rana and Trent
Program i Coley and Janeth

A 3:30pm i Q&A
A 4:00 pm 1 Thank you
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Strengthen San Bernardino County’s Future Workforce

WDD Team

ARana Gi|arIiAccounting TechnicianFiscal)
909.387.9872 WIOA

ANidia Vargas (Staff Analyst IFiscal)
909.387.985% Monitoring

ATrentWiebe(staffAnalyst Ik Fiscal)
909.387.9854

AJanethTran(staffAnalyst I Program)
909.387.9869

ACoIey BowmalistaffAnalyst Ik Program)
909.387.9821

AMadeline TsangFiscal Administrative Supervisor 1)
909.387.9883
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Strengthen San Bernardino County’s Future Workforce

Topics Covered

A Contract Award Information for A Program Income
Single Audit

A Highlights
A OMBc Uniform Grant Guidance
A Internal Controls

A Other Guidance and
Requirements

A Allowable Costs for All WDI

A Accrual Requirement

A Procurement Requirements
A Inventory Records

A Record Retention

A Monthly Claims

A Planning Estimate Revision

Programs A Leveraged Resources
A Cost Allocation A Fiscal Monitoring
A WIOA Administrative Cost Vs. A Invoice Sections
Program Costs A Tier 1 and 2
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Strengthen San Bernardino County’s Future Workforce

Contract Award Information for Single Audit

WIOA Youth Contracts for Program Y2ai82019,
20192020, & 202er021.

AFunding Source: Title | Workforce Innovation and Opportunity
Act

ACFDA 17.259

A ContractNumber:please refeto
your individual contract
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Strengthen San Bernardino County’s Future Workforce

Highlights
Almportant rules: CFR 200, TEGL, State Directives,
County,and contract terms

A Administrative costs, workxperienceand program
costs are reported separately on the claim forms. The
maximum of administrative cost is 8%

“ A Work experience requiremen#t least 20%r more of

the cumulative annual expenditure

% 100%o0f funding must be spent on owdf-school youth
andwork experience

AWDD has the sole and absolute discretion to disallow
costs and seek reimbursement, if necessary

A Tier1 and 2Average Cost Caps
A Advances are no longer permitted
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Strengthen San Bernardino County’s Future Workforce

OMBc¢ Uniform Grant Guidance (UGG)

A2 Codeof FederaRegulations Part 200 and 2900

AAII Federal Gransubrecipients must complwith UGG:
A Subpart Ac Acronyms& Definitions
A Subpart B; GeneralProvisions
A SubpartCg Pre Award Federal
A SubpartD ¢ Post Award; Recipients/InternaControls
A Subparteg Cost Principles
A SubpartF¢ Audit Requirements
A 11 Appendices {XI)

A CFR Subtitle B, 2900

Link to UGGhttp://www.ecfr.gov
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Strengthen San Bernardino County’s Future Workforce

Internal Controls

A Subrecipientsare required to have written
Internal controls system and provide
reasonable assurance in the following
categories:

A Effective and efficient operations

A Reliability of internal and external
reporting/claims

A Compliance with laws and regulations
N\ j ’ A Subrecipients are required to follow the
written internal controls systerpolicies
A Effective Internal Control elements:
A Are costeffective
A Safeguard assets o
A! RKSNE G2 2NBEFYAILIFUG
References: References: 2 CFR 200.400, 2 ) pohmes/procedures
CFR 200.303, 2 CFR 200.61, 2 CFR 200.62 A Promote Opera“ona' eﬂ:'C'ency
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Strengthen San Bernardino County’s Future Workforce

Other Guidance & Requirements

AEmployment and Training Administration (ETAEGL
AState WIOA Program Directives
AGenerally Accepted Accounting Principles

ASan Bernardino County Auditbr2 y (i NRBirfiaficaINI &
Requirements

AClaimRequirements from the Workforce
Development Department

AContractRequirements .
_ ] ] Uidance Requirements
AFollow all applicable laws, including labor laws
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Strengthen San Bernardino County’s Future Workforce

Allowable costs for all WDD Prograr
Reimbursable Expenditures must ba:

1) Necessary, reasonablandallowable w
2) Allocable (scope afiork & benefits received)

3) Allowedby Federal, Stat&;ounty,and conform with ETA
grant guidelines antimitations

4) Authorized by and conform to the procedural rules adopte
by Workforce Development Department (WDD)

5) Allocation Rate must be consistent

6) Adequately documented (traceable to official source
documentation$
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Strengthen San Bernardino County’s Future Workforce

Question

Can WIOA funds be used for a donatiot
as an allowable cost?
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Strengthen San Bernardino County’s Future Workforce

Answer

No Qﬂn

Reference Title 2, Part 200, Subpart E, 200.434.

(a) Costs of contributions and donations, includin
cash, property, and services, from the nbaderal
entity to other entities, arainallowable
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Strengthen San Bernardino County’s Future Workforce

Question

Can a Youth enrolled in a training be ar
allowable cost?
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Strengthen San Bernardino County’s Future Workforce

Answer
Yes, with written proof of enrollment in the training

Reference

WIOA Youth Contract,
Fiscal Provisions, Item d(ix)

AReimbursementlaims shalinclude supporting
documentation for each expense classification, such as coj
of general Ied?elf,u_pdlng sourcegenerated from the Ao
2ZNHI YATNFaAZyQa ISYSNIt t SR
or receipts forcostsincurred
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Question

Purchasing $700.00 of office paper, is
this an allowable cost?

&
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Strengthen San Bernardino County’s Future Workforce

Answer

Yes,
A With Three (3) competitivevritten quotes

A Priorwritten approval from the WDD Youth Prograt t
Analyst

A i —
A Purchase is reasonable &

V Goods shared among multiple funding sources,
must be cost allocated |

Reference
A Title 2, Subtitle BPart§2900.16 Prior written approval
A WIOA Youth Contract, IX Fiscal Provisions, itdm f(

A The purchase, lease, or lease to purchase of fixed assets, equipment or property,
|nclud|n83ubcon_tracted servicesising funds provided by WIOA and costing more
than $500, requireadvance approvddy WDD. Request to purchase, lease, or lease 1
purchase said assets, includisigpcontracted servicemust follow the procedural
rules adopted bywDD

: °
=< GenerajfionGo!l
- Powered b’H San Bernardino County Workforce Development Board sbeounty.gov/workforce




Strengthen San Bernardino County’s Future Workforce

Cost Allocation

Subrecipients must allocate costs within
organization and department to a specif
grantor final cost objectives according

the benefits received by a specific grant

Required documentsubmittedto WDD:

AOrganizatio_n/departmentvv_ide written
cost allocationplan should include
Direct and Indirect Costs

AlIndirect cost rateagreement from
cognizant agencyif applicable)
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Strengthen San Bernardino County’s Future Workforce

WIOA Administrative Costs vs. Program Co

A Administrative cost is based on the functions that are not related direc
to program services and can be direct and/or indirect costs

A Administrativecost functiongmay include, but is not limited to:
A Procurement and/oProperty Management
A Oversight/monitoringof administrative activities

A Accounting budgeting payroll,and financial
reporting

A Programcosts aregelated directly to WIOA participants
andemployerservices

A Reference; 20 CFR 683.215

Note: It is the job function not the title that dictatesdministrative omprogram cost classification

: &
= GenerationGol
» Powered b’B— San Bernardino County Workforce Development Board sbeounty.gov/workforce
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Program Income

AProgram Income earned and expended by-getipients
must be reported on the Monthly Expenditure Claim
Form to be deducted from the totaéimbursement

AProgram Income is allowed, but
must be deducted from your
planning estimate so there is no
net increase
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Strengthen San Bernardino County’s Future Workforce

Accrual Requirements

AExpenditures and revenues that have been incurred bt
are not yet recorded as revenues or expenditures at the
end of the accounting period

ASubrecipients are required to submit the accrued
expenditures with details on each monthly claim (see
Instructions on the Accrual Request Form)
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Strengthen San Bernardino County’s Future Workforce

Procurement Requirements

A Total purchases/leases of $5@ad abovemust have:
A Prior written approval from the WDD Youth Program Analyst
AThree (3) competitive quotes are required prio | "

any approvafor purchases/leases

A Cumulative total of $1,00fr a fiscal year for a
specific category pdrudget line item requires
three (3) quotes

A Documentationof procurementprocesses, quotes, and cedsenefit
analysianust be kept for auditing purposes

A Any prior approvals from past fiscal year must bepgroved and three
(3) quotes will be required

' I
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Strengthen San Bernardino County’s Future Workforce

Inventory Records

WIOA funded assets such as computers, office furniture, equipment, and
software etc. must be purchased and kept according to S@deinty,and _
contract requirements. Physical inventory count and records must be reconcile
at least annually. Disposition of the assets must begperovedregardless the
dollar amount by WDD

Inventory records must be recorded at the time of purchase with the following
Information:

A A description of equipment
Aal ydzF I Ol dzNB N a an@ibdr, br btheyidentiGcStiNEnunyb2rR S
A Funding source of the purchase including contract number

A Acquisitiondate andunit price at acquisition

A Location of the inventory

A5AalLl2aAldAzy RIFEOSET arts |
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Strengthen San Bernardino County’s Future Workforce

Records Retention

AFinancial records such as expenditure claim records includ
receipts, accounting systemacords,and all other required
supporting documentation must be maintainéar seven
years (7)

AAnyunresolved litigation, claim, or audit finding, all records
must be retained until all findings have been resolved and
final action taken

ASamerecord retention rules apply to procurement,

purchases, and inventory records
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Strengthen San Bernardino County’s Future Workforce

Monthly Claims

AWIOA expenditure claims are due on thé"Xif every month except
May andJune. WDInay request an early submission due to grant
closmg or fiscal year end process

A Claimpackage must include the following
|tems

Authorizedclaimform
Accrual form, if applicable
LeveragedResource Form
PayrollSummary
SupportiveServices Requesorm, if applicable

ortingdocumentation for applicablexpenditure classifications
p% oo 0K NP2 dz3 K app ¢ € X

I > I D D D
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Supporting Documentation for Expenditure Claim

A Allproviders need to include their current mongostedGeneral Ledger entries matching their
claims forreimbursement

A Separateand clearly identify each section with a blasthored sheebf paPer %marked A, B, C, D,
etc.) with a calculator tape or Excel shesttowing the detailand the total of the e_x?endltures for
each section. The tape should reflect each item listed (preferably highlighted if there are multiple
items) forthe section

A Arrangethe pages of each section in order, _accordin%Iy, to include the backup/sugpautnents
andreceipts/invoices in the order they are listed on thé calculator tape

A 1t is imperativedocumentsattached to claims demonstrate, with absolute clearness, the allowable
expenditure

A Clear allocation of cost must be included if the costs are going to be shared among different func

sources ’ -
| 'l V.
‘_’\,\/\
V‘
\ tAhad G 25508 RAZAONBIGA2)
. —*® documentation amnecessaryo provide
L e \ .= compliance support for th@rogram
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Planning Estimate Revision

APlanning estimateevision must be approved by WDD
Program Analyst prior to expenditure claim submission

ANo revisions allowed durinlylay and June

APlanning EstimatRevision Form is included in the claim
form package
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Leveraged Resources

ALeveraged resources requirement: 25% of WIOA funding p
contract terms

AlLeveragedesources may come from Federal or
non-Federalsources but those resources are not reimbursec
by WIOA programs

ALeveraged resources are required to be reported monthly o

the claim Q
321
A
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Supplemental Funding

A Supplemental Funding is funding available from other sources other than WL
A Supplemental funding may be from-kind services/contributions

A Funding must be allocated to offset WIOA program costs and shall be
R20szS3/uSR Ay (0KS - "
Estimate workbook

A By June 30, 2019 Providers must hav

A 25% or more funding from other
sources/contracts, and/or

A A plan describing how to meet the supplemental funding requirement, if the
supplemental funding is 50% or more from WDD

A By June 30, 202Rroviders must havB0%or more funding from other
sources/contracts

LYY
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Fiscal Monitoring

-\
\ 2

What common areas will be monitored?

A Authorization on expenditures and consistency of cost
allocation/accounting treatment

A Fiscal, procurement, and internal contmdlicies and procedures

A Timely claims anteports with adequate supporting
documentation

A Administrative expenditures vs. program expenditures

A Financial reports including 3 year's audit and monitoring results
andfindings

A Underor over estimated accruals
A Cost allocation plan and indirect cost rate

A Program income interest income, and match and leveraged
resources

A Property assets, inventory, cash, and prepaid card management

A Qualityof managle_ment systems including accurate accounting and
reporting capabilities

: @
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Strengthen San Bernardino County’s Future Workforce

Fiscal Monitoring:ontinued

SAN BERNARDINO
< COUNTY

WIOA FISCAL & PROCUREMENT

A Monitoring Guide(s) needs to be
completed and submitted timely to

Workforce Development monitor for review

A Fiscahnd procurement policies and
procedures

A Ask questions to avoid submitting
MONITORING GUIDE incomplete guides

A Training materiat Fiscal and Program
staff

A Internal controls are in place and are being
followed

o
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Fiscal Monitoringcontinued

Alnvoice reviewg are expenses claimed:
A Necessary for the program
A Reasonable expense
A Allowable under the program 8
A Allocable, can it be assigned to specific grain

ASupporting documentation matches system data entry
A Date on supportive services form matches case note da
_and activity date o o ]
All as yzuaSacausStt GKS audzN
V What service was provided

V Why was the service provided o
V How will the service benefit the participant
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Exercise # & Case Note &
Case Activity
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Specific information for SectiongA

A A coloredsheetof paper is placed ahe front of eachsection with a calculator
tape run of thebreakdown

A Write the section title; A, B, C, etc., on the colored sheet of paper to
identify/separate each section

A Only yellow highlighter is to be used when information needs to be highlighte

A No stapling of documents and only one (1) binder clip/rubber band should be
used to bundle the invoice/claim

A Only use 8 ¥ x 11 standard size paper

A Any expenses shared between multiple
funding sources must be appropriately
and clearly allocated

A Include written preapﬁrovals_. and
guotes with the monthly claims

A Include proof of payment received for all
expenses claimed
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Section A Staff Salaries and Benefits

A Hourlyemployees; Attach the payroll registry (with
highlighted dollar amounts claimihdpr verification of al
paymentand timesheet/time tracking documentation, g -'ary,

sighedby the supervisor gperson responsiblér payroll > -

A Salary employees attachpayroll register (highlight the

dollaramounts claiminy providea detail in this section and
ensure WDIhas a copy of the salappntract

A Anyback up for benefits, again with detailed breakdown of expenses (highlig|
the dollar amounts claiming

A Activities supporting Work Experience are expensed as Work Experience

In lieu of a payroll reqgistry, send a copy of the General Ledger for your institutic
with a signature of the supervisor or person responsible for payroll. Itis only
necessary to include the Page with the relevant information (Yo_u_do not need tc
send the entire document). Provide notes as necessary for clarification

: &
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Section K& Staff Travel/Training/Meetings

A Mileage rate per mile, _startingf)oint, destination(highlight
the entire line of the mileage [ggand supporting

* * i i documents tosupportthe expenses (e.g. maps, meeting

agendas)

A Themileage claim form must have authorized signature
Staff Travel and printedname of bothemployer &employee

A Copyof flyers for meetings/events, times, amgnounts

A Copyof invoices or receipt for payments for any
expenditures

A Providers mag obtain prapproval for routine travel maps
from the WDD Fiscal Analyst

Itemized receiptsare required. If an expenditure or item on the
receipt needs to be explainedyrite a note forclarification

: &
= GenerationGol
- Powered b’H San Bernardino County Workforce Development Board sbeounty.gov/workforce




Strengthen San Bernardino County’s Future Workforce

Section  Office Supplies/Postage
Section I Telephone/Internet

A Total purchases/leases of $500 and above must have: ™~
A Prior written approval from the WDD Youth Program Analys. 4 =

A Three (3) competitive quotes are required prior to any
approval for purchases/leases

A Cumulative total of $1,000 for a fiscal year for a specidtegory
per budget line item requires three (guotes

A Pre-approval
A Copyof invoices or receipt for payments (highlight the dollar amounts claijning

\\ ‘\ “ )‘ J‘)
N L) i \ z
yi'l »/V | - ; .
—1 ‘/:/’/ 'v‘/ y

_ 1%
If an expenditure or item on the receipt needs to
for clarification

be explainedite a note
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Section E Rent

ACopyof rentalagreement
ARequired annually, renewals, or new leas

ACopyof receipts fopayments

ABreakdowrof the chargesaccording to
the agreement

Budget adjustments need to be made if rental agreements charfga@omitthe
modified budget sanvoicescan be processetimely

I [
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Section F Utilities
Section & Insurance
Section H; Accounting, Audit, or Annual Statements

ACopyof invoices or receipts fggayments
AAnnual fees will be reimbursed

on a monthly basis AA :3@
ABreakdownof the charges = ¥

i

Highlightthe items anddollar amounts
of itemsincludedwith the claim
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Section £ Equipment Purchases

A Copyof invoices or receipts for payments (highlight the do'

amounts claiming) L{ wl
A Explanatiorof the Purchase -
A Purchase of equipment at $500 value, or moreist have |

prior written approvaby theWDD Youth Program Analy:
and included with the invoice

A Three (3) quotes must be obtained and included with the invoicé‘

A Items considere@s WIOA inventorgire, but notlimited to: desktop PC,
copier camerg laptop, monitor, printer, projector, rackmount
keyboard& monitor, iPad and mobiledevices

A Cumulativetotal of $1,000 for a fiscal year for a specific category
per budget line item requires three (3) quotes

A Breakdowrof the charges

ltisl KS t NRBE&HAnBRIHiYId dnaintain an updated inventory list and provide the list to WDD
staff when there are changes and/or upon an audit request. The Inventasg Template is included
V\?t_? the Excel Workbooklinventory List needs to be sent annually or when changes occur or dispos
of items

: o
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Strengthen San Bernardino County’s Future Workforce

Section & Equipment Rent/Lease

ACopyof invoices or receipts fggayments
ACopy of rental or lease agreement for the equipment

AAnyequipment purchased or leased over $500 must have
prior written approvalfrom WDD Youth Progradnalyst and

IS Includedwith the invoices

AAnnual fees will be reimbursed on a
monthly basis
Highlight the items and dollar amounts of items included with tiodaim

ABreakdown of theharges

: &
= GenerationGol
- Powered b’H San Bernardino County Workforce Development Board sbeounty.gov/workforce



https://www.google.com/url?sa=i&source=images&cd=&cad=rja&uact=8&ved=&url=http://inlandpolitics.com/blog/2018/02/16/southern-californians-scrimp-get-average-rents-hit-1900/&psig=AOvVaw2_CnVw7zLQklL9RfDEmE_E&ust=1528239076575522

Strengthen San Bernardino County’s Future Workforce

Section K Equipment Maintenance
Section I¢ Printing & Reproduction (Instruction Materia
Section Mg Training Materials, Class Supplies, & Book:

APurchases &500 value, or more, musiave priorwritten
%pp_rova_l by the WDD Youth Progra@malyst andncluded with
e invoice

A Copyof contracts,if any

A Copy of invoices or receipts for payments (highlight the dollar
amounts claiminy

ACopy of any printed flyers  f A I NG
A Breakdownof the charges -

o

/y If an expenditure or item on the receipteeds tobe
‘J.«‘ explained written clarification is required

: &
= GenerationGol
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Strengthen San Bernardino County’s Future Workforce

Section Nt Recruitment and Outreach

ACopyof recruitmentFlyers

ANeeds to be reviewed and prior approved
by the WDD Youth Analyst

ACopy of invoices or receipt for |
paymentsand explanation of an cRulrME
expenseghighlight the dollar e
amounts claiming) > =

ABreakdowrof the charges e “Jh,

OUTREACH

@)« (@ (& ltemized receiptare required. If an
| ) 7 | expenditure oritem onthe receipt needs
explanation, writea note forclarification

: &
= GenerafionGol
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Strengthen San Bernardino County’s Future Workforce

Section @ Participant Wages & Benefits

AAttachthe payrol] regjster and the time cards or time trackin
aKSSU auluAy3ad UGKS LI NUAOALIJ
by both participant and employer with their printed najne

AParticipants must be paid at least minimum wage

AMust comply and adhere to all Federal, State, and Local
Labor Laws

ABreakdown of the wages perogram
A100% of expenses is Work Experience

Highlight the items and dollar amounts atems
iIncludedwith the claim

: &
= GenerationGol
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Strengthen San Bernardino County’s Future Workforce

Section K, Supportive Services

A Signedracking sheets for gas cards or any other
compensatiormustbe signed by participarand
Issuer with their printechame

A Reimbursements can only be made for gas cards
that areactually issuedo participants

A Reason for the issuance thfe Supportive Services
must be clearly explained on the Supportive
Services form and signed by all parties, including
the participant
A Correspondigg{ case note and activity code must

be completed to document the reason for the
Issuance of Supportive Services

Highlight the items and dollar amounts of items
Included with theclaim

: &
= GenerationGol
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Strengthen San Bernardino County’s Future Workforce

Section (¢ Contracted Services

A Copyof the contracts

A Copy of invoices or receipts for payments (highlight the dollar
amounts claiminy

ABreakdown otharges
AExample of Contracted services:
AlJanitorial Service, * Q’

A3 Party Payroll Servicestc.
C°'7tfe
Cloy

S,
Grpices

If an expenditure or item on theeceipt needs
to be explainedwrite a note forclarification

: @
= GenerafionGo!
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Strengthen San Bernardino County’s Future Workforce

Section R Subcontracts/Formal Agreements

A Eublcort]tractmust haveprior written approvalfrom WDD Youth Program
nalys

A Copy of angubcontractsor formal agreements

A Clopy_oginvoices or receipts for payments (highlight the dollar amounts
claimin

A Provider entered agreement/subcontract with another entit)fﬂéﬁarty) to
complete some of the program services the provider contracted to do for WD
A Must have written approval from WDD Youth Analyst prior to execution
A Example: ABC Provider subcontracted with Charter School for Tutoring

ervices

A Breakdown of theharges

ltemized receiptare required. If an expenditure or item
on the receipt needsxplanation write a note for
clarification
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