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Training Session Agenda

• Overview: Contract Reporting Requirements
• Fiscal: Vouchering & Budgetary IssuesFiscal: Vouchering & Budgetary Issues
• Scientific: Progress Reports
• Compliance Monitoring• Compliance Monitoring



Contract Reporting Requirements
Overview

Fiscal ReportsFiscal Reports
Vouchers due on a quarterly basis
Propose changes to budget as necessaryPropose changes to budget as necessary

Scientific Progress Reports
Due every 6 months, or as specified by contract

ComplianceCompliance
On-site monitoring visit(s) arranged in advance 
with PI and institution 



Contracts GrantsContracts Grants
A Contract is a legally binding agreement 
between two entities, to provide financial 

A Grant is financial support for one or more 
investigators conducting research in a 

support for an investigator to conduct 
research in a particular subject area or 
field under specific stipulations and 
conditions.

g g
particular subject area or field, without any 
formal detailed stipulation as to the 
direction of such research.

Specifically outline the scope and the 
nature of the research
Define the deliverables and set the

Investigators define objectives in a 
general fashion
No limitations placed on publicationDefine the deliverables and set the

time period(s) for activities
Establish budget approvals and 
payment schedules

Do not require specific reporting of 
results to the grantor;  but 
investigators usually submit a final 

t t ti h ltEstablish considerations for 
acceptance and/or termination
Payment to the institution is generally 

d i b t f

report  stating research results
Payment to the institution is 
generally made in advance of 
expendituresmade as reimbursement of

expenditures

expenditures



DOH Contracts

Subject to NYS procurement laws
More requirements than grants
Reimbursement based
Prior approval needed to change aims
Prior approval needed to change budgetPrior approval needed to change budget
Prior approval needed to change key 

lpersonnel
NYS retains the right to reject or amend 
proposed changes



What’s in a Justification?What s in a Justification?

Th t th f thThe strength of the
justification is 

critical to approvalpp
of the requestq



Fi l R tiFiscal Reporting



Fiscal Reporting Topicsp g p
Standard Vouchers/Budget Statement and 
Report of Expenditures (BSROE)Report of Expenditures (BSROE)
Budget Modification Requests
R t t C F d U d d F dRequest to Carry Forward Unexpended Funds
No-Cost Time Extension Requests



Federal OMB Circular Cost Principles

Establishes principles for determining 
costs applicable to grants, contracts, and pp g , ,
other agreements
Direct costs
F&A/indirect costs
Selected items of costSelected items of cost
• allowable/unallowable costs
• time and effort reportingtime and effort reporting



Cost Principles
OMB Circular A-21 – Educational Institutions
OMB Circular A-122 – Non-Profits
OMB Circular A 87 State/Local GovernmentsOMB Circular A-87 – State/Local Governments
45 CFR Part 74, Appendix E – Hospitals
48 CFR Subpart 31.2 (FAR) – For-profitsp ( ) p

Foreign institutions comply with the applicable cost 
principles depending on the type of organizationprinciples depending on the type of organization

http://www.whitehouse.gov/omb/circulars/



Administrative Standards

OMB Circular A-110 - Uniform 
Administrative Requirements for Grants 
and Agreements with Universities, 
Hospitals and Other Non-Profit 
Organizations (domestic and foreign)



Contract AccountingContract Accounting
Requires that:q

Expenses are charged in accordance withp g
• Contract Terms and Conditions
• Salary Rate Limitation

C t A ti St d d• Cost Accounting Standards
• OMB Circulars

ALL expenses are appropriately and 
adequately documented



Contract AccountingContract Accounting
Requires that:q

Separate account is established for each project

P I i id tifi d d t d f bProgram Income is identified and accounted for by
project

Program Income is used in accordance with the 
appropriate alternative, i.e.,

• Additive• Additive
• Deductive
• Combination
• Matching



Budget vs ActualBudget vs. Actual

Actual expenses should be compared atActual expenses should be compared at
least monthly to the budget to ensure that:

Budget lines on the contract have not been 
exceeded
Budget lines are used appropriately
Upcoming expenditures will not exceed p g p
remaining budgeted amounts for the next 
period



Accurate ChargesAccurate Charges

Actual expenses should be reviewedActual expenses should be reviewed
at least monthly to ensure that they are 

accurate andaccurate and

ReasonableReasonable
Allocable
AllowableAllowable
Consistently applied



A cost may be considered reasonable if the nature ofA cost may be considered reasonable if the nature of
the goods or services acquired reflects the action that a 
prudent person would have taken under the 
circumstances prevailing at the time the decision was 
made to incur the cost.

A cost is allocable to a specific contract if:
• it is incurred solely in order to advance work under y

the contract; (or, and?)
• it benefits both the contract and other work of the 

i tit ti ( d?)institution;  (or, and?)
• and is deemed assignable, at least in part, to the 

contract.contract.



A cost is allowable if it is reasonable allocable andA cost is allowable if it is reasonable, allocable and
conforms to the cost principles and the sponsored 
agreement AND is not prohibited by law or regulation.

Contractors must be consistent in assigning costs to 
cost objectives. Although costs may be charged as either 
direct costs or F&A costs, depending on their identifiable 
benefit to a particular project or program they must bebenefit to a particular project or program, they must be
treated consistently for all work of the organization 
under similar circumstances, regardless of the source 
of funding, so as to avoid duplicate charges.



Cost TransfersCost Transfers
Are used to correct:
• Erroneous charges
• Unreasonable chargesg
• Unallocable charges
• Unallowable chargesUnallowable charges
• Inconsistently applied charges

Must be well documentedMust be well-documented
Must be made within 90 days from 
th ti di dthe time error was discovered



Contract Monitoring 
Requires that:

• Actual expenses are periodically comparedActual expenses are periodically compared
with budget 

• Actual expenses are accurate i e• Actual expenses are accurate, i.e.,
reasonable, allocable, allowable and 
consistently charged

• Mischarges are corrected in a timely manner 
(cost transfers)

• Prior approvals are obtained when required

S b t t it d• Subcontractor expenses are monitored –
(responsibility of the contractor)



Who is Responsible for p
Post-Award Financial Management?

A.  The Principal Investigator

B.  The Departmental Administrators

C The InstitutionC. The Institution



Vouchering, Progress Report,Vouchering, Progress Report,
On-Site Monitoring Timeline

Example: 2 Year Contract Timeline

On-Site Monitoring Visit
Start of
Contract End Year1

End  of 
Contract

Voucher
Due

Voucher
Due

Voucher
Due

Voucher
Due

Voucher
Due

Final
Voucher 

Year 1 Due

Voucher
Due

Final
Voucher

Due

Progress
Report

Due

Progress
Report

Due

Progress
Report

Due

Final
Progress  
Report

Due

Year 1 Due Due



Standard Voucher/BSROEsStandard Voucher/BSROEs
Use Standard Voucher to report quarterly expenditures
Si d i i l f St d d V h i dSigned original of Standard Voucher required
BSROE must accompany and support expenses
Q 4 requires Final Voucher for contract yearQ-4 requires Final Voucher for contract year
Vouchers due no later than 30 days after end of quarter
and 60 days after end of contract term

Q-1
E dit

Q-2
Expenditures

Q-3
Expenditures

Q-4
Expenditures

Expenditures Final Voucher Due
for Contract Year

End
Q-4

End
Q-1

End
Q-2

End
Q-3



Common Vouchering MistakesCommon Vouchering Mistakes

Signed, original voucher not providedSigned, original voucher not provided
BSROE not included
Budget line(s) exceededBudget line(s) exceeded
Incorrect budget numbers:

• Outdated budget numbers usedOutdated budget numbers used
• Total Budget, not Contract Year Budget used

Mathematical errorsMathematical errors
Personal services lines not listed on BSROE

•Every funded item should be listedEvery funded item should be listed



Standard Voucher AC-92 & Instructions



Standard Voucher - Detail
Voucher
number
(1,2, …)

Mark lastMark last
voucher for 

contract year 
“Final”

Contract #, 
Period,

$ Amount

Remember
to

$ Amount

to
Sign & Date



New ! Form AC-3253



Fill-out sections 1-17Fill out sections 1 17



InstructionsInstructions



Budget Statement and 
Report of Expenditures (BSROE)Report of Expenditures (BSROE)



BSROE Detail

Current Year 
E dit

Current Year Total
Add Column II & 

C l III
Current Period 

Voucher AmountsCurrent Year Expenditures
to Date

Column IIIVoucher AmountsCurrent Year
Budget



BSROE Example
Total ExpendituresTotal Expenditures

can not exceed 
Approved Budget 

on ANY line



“Stop-the-Clock” Letterp

Prompt payment legislation: 30 daysp p y g y
Letter sent to PI and Fiscal Officer stops 
the interest clock when:the interest clock when:

• Voucher or BSROE is incorrect, missing or 
incomplete

• Progress Report is over due, incorrect, or incomplete

• Scientific protocol approval submissions are not up to• Scientific protocol approval submissions are not up to
date

Voucher not paid until issue(s) resolvedVoucher not paid until issue(s) resolved



Stop-the-Clock Letter



Stop-the-Clock Letter



Stop-the-Clock Letter: DetailStop the Clock Letter: Detail



Budget Modification RequestsBudget Modification Requests
Use to move funds between budget lines

ithi t twithin a contract year

•Program approval requiredg pp q
• Office of the State Comptroller (OSC) approval 

may be required
• Changes can not jeopardize ability to complete research

Budget Mod(s) 

Q
End of

Contract Year

Q-1 Q-2 Q-3



Budget Modification Request  Form



Budget Modification/OSC Approval



Budget Modification/OSC Approval

Changes greater than 10% to any
budget category require OSC approvalbudget category require OSC approval
Is cumulative over budget year
F difi ti f d l iFewer modifications = fewer delays in
approval process



Budget Modification- Example

ApprovedApproved
&

Proposed
Budget
can not 
change

Changes Must Add To $ 0



Approval Notification

Less than 10%:
• EGA Approval Letter• EGA Approval Letter
• Signed copy of request

M th 10%More than 10%:
• EGA Approval Letter with    

contingencies
• Signed copy of request• Signed copy of request

noting additional 
approvals needed

• Appendix X sent toAppendix X sent to
Institution

• OSC approval sought
• Approved Appendix X pp pp

returned to Institution



Appendix X



Carry Forward Request
Use to move unexpended funds from one budget period toUse to move unexpended funds from one budget period to
the next period
Start process at least 60 days prior to end of contract period
Requires EGA Program, DOH, & OSC approvals
Final Voucher for contract year required to finalize
P R t i t h dProgress Report requirements are unchanged
Funds MUST be carried forward to same budget line
New Appendix X required will be sent to institution forNew Appendix-X required- will be sent to institution for
signature

Unexpended Funds
Original Budget 

+
Unexpended Funds

Q-1 Q-2 Q-3 Q-1 Q-2 Q-3

Unexpended Funds

End of
Contract Year



Carry Forward Request Form



Carry Forward Request Example



Carry Forward Request Example

Actual
amounts
available
may varymay vary

depending
on further 

vouchering

Amounts
must be 
carried

forward toforward to
same budget 

line



A l N tifi tiApproval Notification

• After vouchering is
completed for currentcompleted for current
period, EGA staff works 
with institution on final 
carry-forward amountscarry forward amounts

• Appendix X is sent to 
institution for signature 
with new budget andwith new budget and
Appendix B-x 

• EGA approval letter 
sentsent



No-Cost Time Extension Request
Use to allow more time to complete research project
Funds remain in current budget lines  
St t t l t 6 th i t d f t tStart process at least 6 months prior to end of contract

• Requires DOH , Office of Attorney General, and OSC approval
• Progress Report required for approval

Periodic and Final Progress Report still required
New Appendix X required- will be sent to institution for 
i tsignature

6 Month Extension 1 Year ExtensionLast Year of Contract

Original

Q-1 Q-2 Q-3 NCE
Q-1

NCE
Q-2

NCE
Q-3

1 Yr  NCE
Contract
End Date

End Date6 Month NCE
End Date



No-Cost Time Extension Request Form



No-Cost Time Extension Request Example



No-Cost Time Extension Request Example

Actual
amounts
available
may vary 

depending
on further 

vouchering

Unexpended
funds must

stay in 
tcurrent

budget line



No-Cost Time Extension Request 
A l N tifi tiApproval Notification

• EGA returns 
countersigned request 
form with contingencies
A di X t t• Appendix X sent to
institution for signature

• EGA obtains DOH, AG,EGA obtains DOH, AG,
and OSC approvals

• Copy of executed 
A di X t tAppendix X sent to
Institution (4-6 months)



Program WebsitesProgram Websites

• NYSTEM (NY Stem Cell Program)NYSTEM (NY Stem Cell Program)
http://stemcell.ny.gov

• Spinal Cord Injury Research Program 
htt // d th / t l/ i l d/http://www.wadsworth.org/extramural/spinalcord/

• Breast Cancer Research and Education 
Program http://www.wadsworth.org/breastcancer/



E-alertsE alerts

Sign up to receive notification of new:Sign up to receive notification of new:

Requests for Applications (RFAs)Requests for Applications (RFAs)
Event Announcements
News ReleasesNews Releases
Grants Awarded 



http://www.wadsworth.org/extramural/index.htm



http://stemcell.ny.gov/



http://stemcell.ny.gov/awardee_information.htm



http://www.wadsworth.org/extramural/breastcancer/index.htm



http://www.wadsworth.org/extramural/breastcancer/contractors.htm



Electronic PaymentsElectronic Payments

Saves time – faster deposits

E i t ki f i tit tiEasier tracking for institutions

No lost checks

Advance email notification

Online verification of payments

Remittance adviceRemittance advice



http://www.osc.state.ny.us/epay/how.htm



NEW – SFS
STATEWIDE FINANCIAL SYSTEM  

All State agencies will be working with oneAll State agencies will be working with one
integrated system.  On a  grand scale, the State 
expects SFS will improve efficiency, effectiveness,expects SFS will improve efficiency, effectiveness,
integrity, transparency and accountability.

ADVANTAGES for VENDORS
Maintain own contract information 
Vie o cher pa ment stat sView voucher payment status
(Very) Long term: enter own vouchers and transmit 
electronically to DOHy



http://www.sfs.ny.gov/



http://www.sfs.ny.gov/sfsUserSupport/sfsSupportBusinessNYS.htm



Fiscal Reporting

Q & A
p g

Q & A



Progress Reports



P R t FProgress Report Forms

Section 1  Progress Report
Section 2  Lay Abstract
Section 3  Scientific Progress
Section 4  Personnel Effort
Section 5  Other Support
Section 6  Publications
Section 7  Patents and Licenses
Section 8  Other Products of the Project
S i 9 T i i d P f i l D lSection 9 Training and Professional Development



P R t Ti liProgress Report Timeline

Example: 2 Year Contract Timeline

Start of
Contract End Year1

End  of 
Contract

Progress
Report

Due

Progress
Report

Due

Progress
Report

Due

Final
Progress  
Report

Due



Progress Report RequirementsProgress Report Requirements

Periodic Progress Report d e no later than 30Periodic Progress Report due no later than 30
days after quarter end or per contract

Final Progress Report due no later than 60 days 
after contract end, or per contract specifications

Must be submitted electronically

Must be submitted on currently approved formsMust be submitted on currently approved forms

Publications must be submitted as PDF files



C P R t Mi t kCommon Progress Report Mistakes

Insufficient detail provided in Progress 
Abstract and/or Scientific Progress areas

Personnel Effort changes not explained

Other Support incomplete or incorrectOther Support incomplete or incorrect

DOH Programs not acknowledged in 
bli ti h f dipublications as research funding source



Why It MattersWhy It Matters

Vouchers cannot be paid if Progress Reports 
are overdue, incorrect or incomplete

Continued funding depends on verifiable 
progress of each program; publications go to 
Governor, legislature, general public



Current Scientific Progress Report FormCurrent Scientific Progress Report Form



Section 1
Progress Report

Include:
Name of PI & grant or contract officialName of PI & grant or contract official
Name of Institution
Program Type: HRSB SCIRB NYSTEMProgram Type: HRSB, SCIRB, NYSTEM
Contract Number
Report Number or Final ReportReport Number or Final Report
Contract period start and end date
Reporting period start and end dateReporting period start and end date



Section 1- FormSection 1 Form



Section 2Section 2
Lay Abstract

Summary of progress for reporting period or 
ti j tentire project

Use “lay language”

Not a “Copy and Paste” of previous Abstract

Progress Abstract information used for Annual 
Reports and other program publications



Section 2 DetailSection 2- Detail



Section 3
Scientific Progress

State each aim and provide detailed account of 
progress on each during report period – include
d tdata

Modification, deletion or addition to research 
aims must be justified/explained

Briefly describe activities planned for next periode y desc be act t es p a ed o e t pe od

Describe and explain the implications of 
i ifi bl d d ib l dsignificant problems and describe planned

solutions/adjustments



Section 3- DetailSection 3 Detail



Section 4
Personnel Effort

List all personnel funded by award, including 
support staff

Complete each column

P l b EGA i i d f h tPre-approval by EGA is required for change to
key personnel

PIs must maintain minimum Percent Effort as 
indicated in the RFA 



Section 4- DetailSection 4 Detail

PI must maintain minimum
% Effort required by RFA



Section 5
Other Support

Complete this section for all key personnel

Use reporting format requested on pageUse reporting format requested on page –
Note Changes

Use extra pages as needed

Total Percent Effort can not exceed 100% fromTotal Percent Effort can not exceed 100% from
all active sources for any individual



Section 5- DetailSection 5 Detail

Total % Effort can not exceed 100% for any individual 
from all Active funding sources



Section 6
Publications

Complete only if activity in specified areas

Include only items published during report periodInclude only items published during report period

Include PDF attachments with Progress Report

Publications information used for Annual Reports 
and other program publications 

Publications must acknowledge DOH Program 
funding supportg pp



Section 6- FormSection 6 Form



Section 6- DetailSection 6 Detail

See contract for specific language toSee contract for specific language to
acknowledge programs



Section 7
Patents and Licenses

Complete as instructed only if activity in specified 
areas during report periodareas during report period

Provide description of invention and its potential 
i timportance

Do not submit confidential information in the 
description

Do attach non-redacted PDFs marked 
“Proprietary/Confidential”



Section 7- DetailSection 7 Detail



Section 8Sect o 8
Other Products of the Project

List any products resulting from the project 
Describe the products
Explain how the products are being sharedExplain how the products are being shared
or made available to others
Complete table and attach non redactedComplete table and attach non-redacted
PDFs marked “Proprietary/Confidential”



Section 8- DetailSection 8 Detail



Section 9
Training and Professional Development

List any training and professional development 
activities not found  elsewhere in the progress 
report, including:

Workshops
Seminars
Courses
Other



Section 9- DetailSection 9 Detail



Progress Reports 

Q & AQ



ContractContract
Compliance MonitoringCompliance Monitoring



Compliance MonitoringCompliance Monitoring
Requirement of the contract
Allows program staff ability to verify that contract 
deliverables are being met
On-site visit provides PIs and institutions 
opportunity to discuss program and contract 
d t il ith t ffdetails with program staff



Compliance Monitoring Process

Fiscal Policy and Expenditure Review

Institutional Policy and Procedure Review

On Site VisitOn-Site Visit



Compliance Monitoring- Details

Fiscal Policy & Expenditure Review
• Review of institution’s fiscal policies and procedures• Review of institution s fiscal policies and procedures

• Voucher and supporting documentation review

Institutional Policy & Procedure Review
• Administrative policy and procedure review• Administrative policy and procedure review

– Ex. IACUC, IRB, IBC, ESCRO policies



Compliance Monitoring- Details
On-Site Visit

• Program and staff discussion of contractog a a d s a d scuss o o co ac

• Facilities and equipment review

• Usage records review



Site Visit LetterSite Visit Letter



Site Visit Documentation RequestSite Visit Documentation Request



Site Visit Documentation Request- DetailSite Visit Documentation Request- Detail



Site Visit Documentation Request- DetailSite Visit Documentation Request Detail



Site Visit Agenda- ExampleSite Visit Agenda Example



C li M it iCompliance Monitoring

Q & A



QUIZ TIME!QUIZ TIME!
Complete the following sentence:

Successful contract management 
begins withbegins with __________________ 
and is sustained by ____________.



NYS Department of Healthp
Extramural Grants Administration

Thank You For Attending!Thank You For Attending!
Contact us at:

hrsb@wadsworth.org
scirb@wadsworth orgscirb@wadsworth.org
nystemgrants@wadsworth.org


