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INSTRUCTIONS FOR CRIMINAL JUSTICE REQUEST FOR PAYMENT/QUARTERLY FISCAL REPORT

Subgrantees are required to submit Requests for Payment/Quarterly Fiscal Reports within 30 days after the end of each calendar quarter, even if no financial activity has taken place on the grant.  Requests for payment may also be submitted on a monthly basis.  The final Request for Payment is due 45 days after the end of the grant period.  The final Fiscal Report is generated by the State Funding Agency (SFA) and is mailed to the subgrantee for signature after the final request for payment has been approved and processed. 

Due Dates for Requests for Payment/Quarterly Fiscal Reports:

Due Date for Final Request for Payment:

Quarter Ending


Date Due

45 DAYS AFTER END OF GRANT PERIOD

March 31


May 1

June 30



August 1

September 30


November 1

December 31


February 1

SUBMIT THE REQUEST FOR PAYMENT AND APPROPRIATE DOCUMENTATION TO:
Stephen Fulmer, Manager

Accounting - Grants

S. C. Department of Public Safety

Post Office Box 1993, Building D 1st Floor
Blythewood, South Carolina  29016-1993
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SECTION 1  --  GENERAL INFORMATION:  Self-Explanatory

SECTION 2  --  BUDGET CATEGORIES  (USE WHOLE DOLLARS ONLY)

EXPENDITURES THIS PERIOD
This section will reflect the current period costs and must be rounded to the nearest whole dollar.

NOTE:  Omit this section when requesting an initial advance on an "Advance" grant.

TOTAL EXPENDITURES TO DATE
This section should reflect a cumulative summary of all transactions which have occurred from the beginning of the project to the end of the project for which the report is being made.  It should include the expenditures for this period.

SECTION 3  --  TOTAL COSTS:

This section is a total of all costs indicated in Section 2.

SECTION 4  --  REQUEST FOR ADVANCE:

This section applies only to grants in "Advance" payment status and reflects the request for advance

funds for the current period and total funds requested to date.  The first request for advance should be made immediately upon receipt of the grant award, and cannot exceed 2/12 of the total Personnel Costs on the grant.  All subsequent requests for advances must be the same as the documented expenditures shown in Section 3 under

"Grantor Amount" and must be submitted monthly.  Failure to submit requests for payment and documentation monthly will result in the grant being placed on a reimbursable basis.

SECTION 5  --  PROJECT INCOME:

This section should show income earned as a result of the grant's operation.  Use of Project Income must be approved by the SFA prior to obligation or expenditure.
SECTION 6  --  UNPAID OBLIGATIONS:

This section should show the amount of funds obligated but not paid by the subgrantee (i.e., a binding contract with a consultant or contractor; a purchase order with a vendor, etc.)

SECTION 7  --  CERTIFICATION:  Self-Explanatory

REQUEST FOR PAYMENT REQUIREMENTS    (USE WHOLE DOLLARS ONLY)

Include only those budget details that are listed on the approved budget for the grant and that are actual (not budgeted) expenditures.  The S. C. Department of Public Safety requires that all expenditures be fully documented and must be in the approved grant budget at time of obligation.

NOTE:  Advance grants’ requests for payment and documentation must be submitted monthly.  Reimbursable grants’ requests for payment and documentation may be submitted monthly, but must be submitted at least quarterly.  Grants failing to meet this requirement, without prior written approval, are subject to cancellation.

PERSONNEL:  

Submit actual expenses from your agency’s payroll records only.  Federal regulations prohibit the practice of charging the grant according to the amount derived from dividing the personnel costs reflected in the grant budget by the number of months of the grant.  

The total Grantor amount requested for the Personnel Budget Category cannot exceed 10% over the Grantor amount approved for the budget category.  Each person being paid under the grant must be listed by name on the Summary Statement of Personnel Services, which must accompany the request for payment.  Unless the SFA is notified otherwise, personnel costs for subsequent requests will only be allowed for those persons paid on the first request for payment.  The personnel costs incurred in excess of 10% over the approved budget category may be reflected as Agency Cash Match to show overmatch.


DOCUMENTATION REQUIREMENTS:  The “Summary of Personnel Services” form, Page 2 of the Request for Payment.

CONTRACTUAL SERVICES:

The total Grantor amount requested for the Contractual Services cannot exceed the amount in the approved executed contract and cannot exceed 10% over the Grantor amount approved for the budget category.


DOCUMENTATION REQUIREMENTS:  

a) Consulting Firm:  submission of an invoice is sufficient for reimbursement

b) Individual Consultant:  As outlined in the Grant Terms and Conditions, the invoice must include:  a description of services; dates of services; number of hours services performed; rate charged for services; and, the total cost of services performed.

TRAVEL:

Reimbursement for travel expenses is restricted to only those individuals included in the currently approved grant budget. The rate for mileage and meals must be consistent with what is in the approved grant budget and the agency’s policies and regulations.


DOCUMENTATION REQUIREMENTS:

1) Mileage:  Page 4, “Travel Support Document” or its equivalent, must be submitted with the signature of the employee and supervisor.  The Purpose of Trip column must be specific and directly related to the approved grant activities.  

2) Per Diem/Meals:  Submit a copy of the agency’s internal travel approval reflecting the amount of funds disbursed to the person.  The form must be signed by the employee’s supervisor or grant official.  If the person is paid for actual expenditures for each meal, a copy of each receipt is required, and the grant cannot be charged at a “per diem” rate.

3) Lodging:  Submit a copy of the hotel/motel receipt.  This should also be reflected on the agency’s internal travel approval form mentioned in #2 above.

4) Airfare:  Submit a copy of the paid airline receipt.

5) Miscellaneous Travel Expenses:  Submit a copy of the appropriate receipt.  These expenses should also be reflected on the agency’s internal travel approval form mentioned in #2 above.

EQUIPMENT:  The total quantity requested for a budget detail cannot exceed the quantity approved in the grant budget. The total Grantor amount requested for the budget detail can exceed the approved Grantor amount so long as the total amount requested for the budget category does not exceed the approved Grantor amount by more than 10%.  The costs incurred in excess of 10% of the approved budget category may be reflected as Agency Cash Match to show overmatch.


DOCUMENTATION REQUIREMENTS:  Submit a copy of the paid receipt or invoice reflecting a description of the item(s) purchased, the quantity and the cost.

OTHER:  The total Grantor amount requested for a budget detail can exceed the Grantor amount approved so long as the total Grantor amount requested for the budget detail does not exceed the total approved Grantor amount for the budget category by more than 10%.  Costs incurred in excess of 10% of the approved budget category may be reflected as Agency Cash Match to show overmatch.  


DOCUMENTATION REQUIREMENTS:  Submit a copy of the paid receipt or invoice reflecting a description of the item(s) purchased, the quantity and the cost.

NOTE:  The total Grantor Amount of all expenditures for the grant cannot exceed the approved total Grantor Amount for the grant.


PAGE 2 – SUMMARY OF PERSONNEL SERVICES

This page identifies each individual funded under the grant.  The Base Salary and Fringe Benefits (Employer’s Contributions) should reflect what the approved percent is for the position.  For example, if the position is to be charged at 50% on the grant, then, the Base Salary and accompanying Fringe Benefits should reflect 50% of those costs.

PROPERTY CONTROL RECORD FORM
Each item of equipment acquired under the grant with Grantor funds must be reported on this form if the cost of the equipment is $1,000 or more and has a useful life of one year or more.  This form must be included with the final Request for Payment for the grant.  The final Request for Payment will not be processed without this form.

Instructions for completing the Property Control Record Form are printed on the back of the form.

