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Introduction and Overview

The Fiscal Manual incorporates the policies and procedures of the Department of Probation (DOP), relating to the financial management of funds awarded under a human services contract with which Contractors are expected to comply. The Fiscal Manual provides financial guidelines in areas such as budgeting, invoicing, payments, advance payments, disallowances etc.

DOP’s Office of Financial Operations is responsible for monitoring the fiscal compliance of DOP’s human services contracts. DOP’s human services contracts are performance-based or some combination of line-item reimbursement and performance based.

DOP’s directly contracted human services programs will use the NYC HHS Accelerator system to submit budgets, budget modifications and claims. The transition to Accelerator is currently under way. DOP also oversees privately funded human services contracts which are negotiated between the provider and the funding entity such as the Mayor’s Fund to Advance New York City. These privately funded contracts will not be part of HHS.
Contract Budget for Privately Funded Contracts (Not part of HHS)
Each contract includes an approved line-item budget which includes Personnel Services (PS) for staffing and Other than Personnel Services (OTPS) for non staffing services. For contracts that are not part of HHS Accelerator, the budget is submitted on the Contract Budget Summary Form. The following guidelines should be adhered to when completing the Contract Budget Summary Form:

1. Organization Name: This is the incorporated name of the provider agency. 
2. Organization EIN Number: The EIN is a 9-digit unique number issued by the IRS to identify tax accounts of employers.
3. DOP Contract Number: This is on the Advice of Award Notice and is a 17-digit alpha numeric number.
4. Program Name: The program name associated with a specific contract. The CBO may have more than one contract with the agency

5. Maximum Contract Amount: The maximum dollar amount to which the contract can be reimbursed over the life of the contract.
6. Contract Start Date: The contract period may overlap city fiscal years. The City’s fiscal year runs from July 1 to June 30. In multi-year contracts, the contract period may span more than one fiscal year. If a multi-year contract is awarded from 1/1/12 to 12/31/14, then 1/1/12 is the contract start date.
7. Contract End Date: This is the last day of the life of the contract.
8. Operating Period: The contract period may overlap city fiscal years. The City’s fiscal year runs from July 1 to June 30. For example FY12 runs from 7/1/11 to 6/30/12. In multi-year contracts, a separate budget must be submitted for each fiscal year, indicating the portion of the award to be spent in each year. The operating period covers a period, within the City’s fiscal year; it may be the same as the City’s fiscal year depending on the start date of the contract. For example, a multi-year contract may start from 1/1/12 and end 12/31/14. The first operating period will be from 1/1/12 to 6/30/12, for six months within the city’s fiscal year. The remaining operating periods for this contract will be as follows:
7/1/12 to 6/30/13      this will be for 12 months and will be in FY13

7/1/13 to 6/30/14      this will be for 12 months and will be in FY14

7/1/14 to 12/31/14    this will be for 6 months and will be for FY15

9. Operating Period Contract Amt: This is the budget amount that is for a particular operating period or City’s fiscal year.
10. Report Signoffs: The completed Budget Summary Form should be approved, signed and dated by the grantee’s CEO or designee and the Fiscal Officer and submitted to DOP.
Budgets Submitted in HHS Accelerator
1. Personnel Services: Each position should be listed separately eg if there are three caseworkers each should be listed on a separate line.
2. Operations and Support: In this tab, Vehicle Insurance and Vehicle Operations and Maintenance should not be used unless DOP authorizes it for specific contracts. 
3. Professional Services: In this tab, the Legal Costs item should not be used.
4. Unallocated Funds: This tab should not be used. All funds are to be allocated to a line item.

5. Budget Narrative: A budget narrative explaining and justifying the necessity of each line item should be uploaded with the budget. The budget numbers, allocation percentages and other detail in the narrative should match the budget in HHS. This is a common reason why budgets are returned for correction. For all shared costs, the narrative should show what percent is being charged to the program and explain how the allocation percentage was derived.
6. Budget Summary Form: This form is no longer needed for budgets that are submitted in HHS.
7. Backup Documents: All required backup documents such as consultant agreement, copies of leases should be uploaded in HHS. If a lease is attached only the pages that show the annual rent, location and landlord should be sent. The entire lease does not need to be uploaded.

Personnel Services (PS)
· An employee paid with DOP funds must perform work related to the DOP contract, directly or indirectly.
· For DOP contracts, a full-time employee is defined as someone who works 35 or more hours per week, even if only for a portion of the year. A part-time employee is someone who works less than 35 hours per week.
· An annual salary is the amount earned in a consecutive twelve month period, whether or not that is the contract term.
· Some employees work on multiple programs. Indicate the percent of time or number of hours devoted to each program and allocate only the appropriate amount to each contract. The total amount of the allocations (including to programs not funded by DOP) cannot exceed 100%.

· The PS budget should indicate the title of full-time and part-time staff who will work on the program, the number of hours per week they will work, and the annual or prorated salary for each title.
· A justification should be provided for each title and how the position will support program activity.
Fringe Benefits
· Fringe benefit rates cannot be less than the prevailing rate for FICA employer contributions and more than 30% of total salaries.

· Fringe benefits must include FICA. Fringe may include unemployment insurance, worker’s compensation, disability, pension, life insurance and medical benefits.

· Fringe benefits should be itemized in the budget narrative by amount and percentage, to show how the total was derived.
· If agency had more than one benefit rate and different employees receive different rates this should be shown.
· Submit documentation from your agency’s most recent audited financial statement to support the agency’s rate request.
Administrative Costs
· Administrative costs whether direct or indirect, cannot exceed 10% of the total contract budget. Contractor must provide details supporting the requested amount.
Other Than Personnel Services (OTPS)
· These refer to any expenses other than salaries or fringe benefits that are incurred for either program or administrative costs including consumable supplies, equipment, space costs, telecommunication costs, travel, postage, training etc.
· OTPS costs should be itemized and justified individually to show how they will support program activities and how the costs were determined.
· If travel is included, justification should include the purpose, frequency, and mode of travel. The rate charged should be consistent with the rates as prescribed in the NYC Comptroller’s Directive. To access NYC Comptrollers directives, go to http://www.comptroller.nyc.gov/ and under Quick Links look for Directive #6 in Directives and Memoranda.
· Equipment costs should include an itemized list, how each item will be used, and if used by more than one program the amount allocated to the program.
· Equipment and furniture purchased with DOP funds are the property of the New York City Department of Probation and must be tagged “Property of DOP”. After the contract ends, all such items must be returned to DOP if so requested. DOP may consider requests for continued use or other disposition of equipment upon termination or non-renewal of the contract. The CBO should contact the Program Manager for such requests.
· Space and utilities costs should show how the costs were determined, include a justification as to how the space will be used, number of occupants who will occupy the space, and square footage. If the space is shared with other programs, indicate the percentage allocated to this particular DOP contract. The CBO will be required to submit a copy of its mortgage, lease or other rental agreement. Space costs should be individually itemized if more than one location is used. No renovation or construction projects will be paid for by DOP funds. However, normal upkeep, repair and maintenance costs can be included that do not enhance the value of the property or prolong its life. These include minor repairs, small recurring maintenance costs, the purchase of minor equipment or tools, and housekeeping. 
· If consultants are used, indicate the name of the individual or firm, describe the specific task/s the consultant will be performing, for how long and how it will benefit the program. CBO’s will need to enter into a written agreement with the consultant detailing the specific tasks to be performed, the required outcomes and the rate and amount to be billed. A copy of this agreement should be accessible to DOP program management or other audit staff. Consultants will be permitted by DOP only for services that cannot be performed by CBO staff. A consultant cannot be a salaried employee.
· If stipends are used as part of overall program objectives, the budget should include an explanation of what kinds of stipends will be used, the quantity, rate of disbursement, the criteria used to justify a stipend and the client population. Stipends are for the benefit of clients only, not staff and a stipend may not be used to displace an employee or position.
· If subcontractors are used they should be listed in the budget, a copy of the subcontract agreement should be sent to DOP for approval. A subcontract will be part of the DOP contract and will be registered with the NYC Comptroller. Each subcontractor’s EIN number must be listed on the subcontract and on its budget.
Interline Budget Modifications
Interline budget modifications may be submitted only if they relate to the provision of services and the desired outcomes of the contract. Organizations should submit requests for modification with programmatic justifications to the assigned program manager. For contracts that are a year or more, up to three modifications per operating period may be requested. No budget or programmatic changes should be implemented until authorized in writing by the Department of Probation. Budget modifications cannot be requested during the first or last months of the operating period. 
For contracts that are not part of the HHS system, the Contract Budget Summary Form is used to request interline budget modifications. Fill out the Changes Requested column. The total budget changes should net to zero. Interline budget modifications do not increase or decrease the awarded value of the contract. For contracts that are part of HHS, the modification will be submitted in HHS.
Requests for Reimbursement – Fiscal Cost Report (FCR) and Accompanying Documentation
All vendors with city contracts over $25,000 per year are required to enroll in the Vendor Payment Direct Deposit Program. This applies to human service providers. Vendors enrolled in this program have payments sent directly to an authorized bank account. To enroll in EFT, see attached EFT form with instructions for filling out and mailing or go the NYC Finance Department website at http://www.nyc.gov/html/dof/html/home/home.shtml, click Doing Business With NYC, click on Getting Paid, then click on Transfer (EFT/Direct Deposit) Program.  

For reimbursement of expenses, the Contractor will submit a monthly claim package, based on the billing cycle that has been agreed to in the contract, and in a format agreeable to the department.  If there is no provision in the contract, the Department requires monthly invoices submitted no later than 30 days after the billing period ends (ex., February invoices should be received by April 1). For contracts that are not part of HHS, the claim package will include the Fiscal Cost Report, Summary Cover Sheets and any other documentation requested by the Department. The claim package should be submitted to:




The Deputy Director 


Payment and Vouchering Unit

Office of Financial Operations

33 Beaver Street, 21st Floor

New York, NY, 10004
For all other human services contracts, expenses will be submitted in HHS, and will include Summary Cover Sheets and any other documentation requested by the DOP. 
Summary Cover Sheets

· All line item expenses will be listed on a summary cover sheet. See attached templates. These are expenses that have been paid for and entered into the service provider’s accounting system as paid.
· The total cell in these top sheets will feed into the Fiscal Cost Report’s, Expenses for this Reporting Period column, so that this column is entirely formula driven, except for the Stipends/Incentives amount which is manually entered.
· Unless specifically requested, no receipts, invoices, copies of checks, cancelled checks, pre-authorizations will be requested to support a payment. Certain line items do need specific backup and what this includes is described in the individual sections that follow.
· Each line item with an associated expense will have a cover sheet.
· Providers may not alter the layout or established format of the cover sheet. 
· All applicable details such as check or EFT#, period covered, invoice #, payment amount should be entered. If the cover sheet is not filled out in a satisfactory manner, the DOP program manager or payment analyst may request a revised sheet or disallow the expense and ask the provider to resubmit.
· Each payee/vendor who received a payment should be listed separately on the summary sheet.
· If an item/service is going to be used for more than one program, its prorated cost and percentage should be shown in the report and it should be the same as approved in the budget. 
· Summary cover sheets should be submitted for all human services contracts. For contracts using HHS, they should be uploaded into the system.
Payment of PS Expenses
Providers are required to submit payroll ledgers to support claims for PS expenses. These will include, minimally, staff name, number of hours worked, gross salary, deductions, and the payroll period the report is covering. Only relevant pages of the ledger which include staff billed to the contract should be included. Any other names appearing on the attached sheets should be crossed out by a marker to make them illegible.
In addition to the payroll ledgers, providers should complete the top sheet for PS expenses. When assembling PS expenses, attention should be paid to the following:
· Conforms to the Approved Budget: Positions being claimed should be part of the approved budget. If a position is included in the claim which is not part of the approved budget, it should be accompanied by a suitable explanation e.g. covering for an absent employee, unexpected need for additional man power, staffing changes etc. The DOP program manager should be aware of and approve such variations which should be an exception and not the norm.

· Conforms to Approved Allocated Percentages: Check that allocated percentages are the same as in the approved budget. If variations exist, an explanation should be provided. If no explanation exists, the extraneous charges may be disallowed. If a provider under bills for the allocation percentage, the amount will not be corrected but paid as is. The program manager may bring this to the attention of the provider.

· Hours of Work: For part-time positions the budget generally specifies the number of hours per week a position will work. Minor variations in the number of work hours may be approved. For example, client mentors or advocates hours can vary from week to week. If the hours vary greatly with the budgeted amount, there should be an accompanying explanation. 
· Rate of Pay: The annual salary or hourly rate should be the same as in the approved budget. The provider is required to notify DOP of any changes in an employees’ rate of pay. Such a change may not always require a budget mod. If the rate in the payroll register varies with the budget, an explanation should be provided. Very often contracts specify a minimum hourly rate that employees in certain title should be paid e.g. a requirement for mentor to be paid minimally $15 per hour. In such instances the rate should not be below the required amount. 
· Back billing: When changes are approved in a budget mod, the mod narrative will generally include an effective date for the change. For example, if a position’s allocation percentage is increased, the mod narrative should have an effective date for this change. The provider can back bill the change to this effective date. If a date is not included in the mod narrative, the change should be implemented as of the date the mod was approved and signed by the Assistant Commissioner of Financial Operations or designee. 

· Paying for Leave Balances: If there is a billing for leave balances, for instance when an employee separates from the agency, the provider should show that the leave balances are only those that the employee incurred while working for the DOP program, and are in the proration percentage that was approved for the position.

· Severance Payment: Severance payments for up to two weeks can generally be approved if the agency has an existing policy for paying out severance. If a severance payment is included with a claim, discuss it with the DOP program manager prior to including it in the claim.
Fringe
· Providers are asked to submit expenses that are paid for and posted to their accounting system or general ledger. Not all payments follow a regular monthly schedule and some payments may be for more than one month. Therefore the fringe amount for a given month may exceed the approved rate. Providers should keep track of the fringe claimed to date and if, in the last month of the operating period, the year-to-date amount exceeds the approved rate, make adjustments to bring the fringe percentage to conform to the approved rate.

Consultant Services and Subcontractors

· Providers should ensure that approved and signed consultant and subcontractor agreements have been submitted to DOP before a claim is submitted for these.
 Stipends/Incentives

· For stipends that are being paid through CSS, providers will submit a payment summary report from the CSS database showing payments made for the month for which the invoice is being submitted. These amounts are for overall expense tracking purposes only and will not be included in the payment to the vendor. The summary report should be certified, signed and dated by the disburser and the supervisor certifying that the stipends were earned by program clients based on their meeting pre-established program goals.
· For stipends disbursed directly by the provider, stipend disbursement rosters should be submitted as backup. The amount being claimed should be manually entered into the Fiscal Cost Report.
Consumable Supplies

· All items on a receipt do not need to be listed separately. For example, if offices supplies were purchased, it can be listed on the sheet as Office Supplies from Staples. 
Equipment Purchases

· If any item’s purchase price is $500.00 or over, it should be listed separately and its serial number shown in the summary sheet. 
Space Costs
· This category may include, in addition to rent, other costs associated in the maintenance and upkeep of the space especially if the building is owned by the provider and there is no rental cost. This may include PS costs for maintenance staff, elevator maintenance, cleaning, repair and other incidental costs in the maintenance and upkeep in the building. It will not however include capital type expenses as per the Fiscal Manual. 

· This category is very likely to have prorated costs. The proration percentage should be the same as approved in the budget.
Travel

This category includes staff and client travel. Backup needed for this section is the Travel Costs worksheet, Disbursement Rosters and Mileage Logs. 

· The purchase of metro cards should be listed on this worksheet in the Purchase Amount column. This amount will however not be reimbursed to the provider. It just provides proof of purchase. The purchase information should not be left blank. 

· Clients or staff receiving metro cards do not need to be listed individually on the Travel Expenses Summary Report; they will be listed individually in the Disbursement Rosters. A template for the Disbursement Roster is included. 
· The total amount on each attached disbursement roster should be listed on the Travel Costs Worksheet in the Disbursed Amount column, with each roster’s total on a separate line. The roster’s ID number should be listed to identify which roster is being listed. Both staff and clients receiving metro cards should sign for receipt of these.

· Only the total disbursed amount will be paid to the provider.

· The Disbursement Rosters include a Sequential ID # box. Providers will be asked to fill this out, and they can choose any numbering system provided that it is sequential. This will help for tracking purposes.

· Out- of-town-travel should have prior approval from the DOP program manager.

· Staff or clients receiving unlimited metro cards should be pre-approved. These should be supported by showing necessity for frequent travel and cost effectiveness.

· As a general rule, taxicabs and car service should not be used for travel except when transporting heavy or bulky items, or where mass transportation is either not available or less cost effective, for example if a group is travelling together and the cab fare is less than the group’s mass transit fare.

· Rental vehicles are generally not permitted but if the need arises prior approval should be obtained from the DOP program manager. 

· Overnight travel should have pre-approval from the DOP program manager and approval should be based on the extent to which it directly or indirectly benefits the program e.g. for attending training or workshops.

· When claims are submitted for group travel, attendance rosters should be attached. The number of attendees should more or less justify the costs being claimed. If there is a variance, an explanation should be attached. An example would be when events are pre-planned for a certain number to be in attendance but the actual attendance is much lower and it is not possible to reduce expenses at the last minute.

· When personal cars are used for travel, the reimbursement rate shall be at the rate established per Comptroller’s Directive 6, which at the present time is 28 cents per mile. Providers should submit mileage logs (see attached template). The Reason column should be completed which should establish a need for the travel and a clear link to program activities. If any part of the costs is reallocated, there should still be some connection to the program. For example if a manager incurs mileage to go to a meeting, and charges part of the costs to a DOP program, an acceptable explanation could be that the meeting included staff from the DOP program. 

· Claims for mileage costs should have a Mileage Summary Log. A copy of the log is attached. The total on each Mileage Log should be listed on a separate line in the Travel Expenses Summary Report. Mileage sheets should be completed, dated and signed by the employee and the supervisor, for both when travel is claimed as a direct expense or as an allocated expense.

· No reimbursement can be provided for gasoline, vehicle maintenance and repair or traffic violations. Tolls and parking can be reimbursed. 

· Metro cards for unpaid interns, volunteers or aides can be reimbursed if they are working directly for the program and they work a minimum of four hours a day for each day they receive reimbursement.
Other Operational Costs

These are costs for items approved for purchase in the approved budget. 

· Each cost should be listed separately with its allocation. The allocation should be the same as is approved in the budget.

· This category may include stipends and incentives for clients. If gift cards are issued they should accompanied by a disbursement roster. 

· Gift cards should not be issued to staff. There may be special circumstances in which DOP may agree to the issuance of gift cards to staff. These disbursements should also have disbursement rosters as well as written approval from DOP agreeing to the disbursement. The written agreement may be a formal letter or an email.

· When claims are submitted for group events, attendance rosters should be attached. The number of attendees should more or less justify the costs being claimed. If there is a variance, an explanation should be attached. An example would be when events are pre-planned for a certain number to be in attendance but the actual attendance is much lower and it is not possible to reduce expenses at the last minute.

· If there is a cost for anything potentially controversial or appearing not connected to the program it should be accompanied by a justification from the provider. An actual example of this was a group trip to the Museum of Sex which was initially questioned by the funder but later approved based on the justification provided. 

Other Costs

This category is similar to Other Operational Costs except it is generally reserved for a specific category that may need to be shown separately e.g. food costs. 
Indirect Costs

· When completing the Indirect Costs worksheet providers may itemize indirect costs or show it as 10% of the total PS and OTPS expenses. When computing this number, providers may add the value of stipends disbursed toward total expenses.

Email Submission of Excel Summary Sheets

In addition to the submission of hard copies of the claims package, providers are asked to submit electronic copies of the Excel worksheet. This is to make it easier for DOP program managers and payment analysts to check the math. 
Exclusion of Taxes

Sales tax is not reimbursable unless the provider can submit documentation that they are not a tax exempt organization. 

Handling of Incomplete Invoice Items
· For contracts that are in HHS, if an invoice package is deemed incomplete, it will be returned to the provider for correction and resubmission. There are no disallowances in HHS. 
· For contracts not in HHS, individual items may be excluded from payment. See below for some reasons for which expenses may be disallowed:
· Each line item has a top summary sheet which should be filled out. If it is filled out incompletely or has information missing such as EFT or check #, date of purchase or any other information that is considered essential to identify an expense and make it auditable, the DOP payment analyst can ask for a revised summary sheet or disallow the expense.

· If the DOP payment analyst requests a revised sheet it should be submitted within three working days and if not the expense will be disallowed. Invoices will not be put on hold beyond the three working day pending receipt of missing items.

· If signed disbursement rosters or trip rosters are missing the expense can either be immediately disallowed or the provider given an opportunity to resubmit.
Notice of Adjustment to Providers

· When expenses are adjusted or disallowed, the DOP payment analyst will complete the Adjusted Payments Summary Sheet and email this to the provider.
· Each invoice will have a separate Adjusted Payments Summary Sheet. The invoice number will be entered in this sheet.
· Each adjusted item will be listed in detail so that the provider can determine easily where it came from and fix it for a later submission.
· Expenditures for items that are not included in the budget will not be reimbursed. If expenses are disallowed because of incomplete or missing documentation, providers can correct for any deficiencies and resubmit the expense with their next invoice.

Recoupment of Funds 

· If funds are being recouped either because of an audit finding, reported theft or some other reason, the recoupment method may differ depending on what period the recoupment refers back to. If the event that necessitated the recoupment occurs in the current fiscal year, an adjustment can be made from the associated contract in the current fiscal year. If the recoupment pertains to a prior fiscal year, the provider will be asked, via a formal letter, to send a check made payable to DOP.
· Recoupment for advances will be made at the rate of 10% of the invoice approved amount each month.
Fiscal Cost Report (FCR)
The Fiscal Cost Report (FCR), is used for reimbursement of expenses and captures the current and year-to-date expenses for the fiscal year, for contracts that do not use HHS Accelerator. The following guidelines should be adhered to when completing the Fiscal Cost Report:

1. Organization Name: this is the incorporated name of the provider agency. 
2. Organization Address: the main address of the provider agency and not service locations where services are provided
3. Organization Telephone Number: the main number of the provider agency
4. Organization EIN Number: 

5. CEO Name: the name of the Chief Executive Officer or the Executive Director

6. Program Name: the program name associated with the contract. The CBO may have more than one contract with the agency

7. Program Contact and Tel: This the name and telephone number of the provides contact person who can answer questions about the budget aspects of the contract 
8. DOP Contract Number: Get this from the Award Notice. This is a 17-digit alpha numeric number

9. Contract Amount: The annual maximum dollar amount to which the contract can be reimbursed

10. Contract Start Date: This is the first day of the life of the contract. The contract duration may overlap city fiscal years. The City’s fiscal year runs from July 1 to June 30. In multi-year contracts, the contract’s life may span more than one fiscal year. If a multi-year contract is awarded from 1/1/12 to 12/31/14, then 1/1/12 is the contract start date.

13. Reimbursement Period: This is the period for which expenses are being claimed in the Fiscal Cost Report. If the billing cycle is quarterly, the Reimbursement Period could be from 1/1/12 to 3/31/12.

14. Final Report: If this is the final invoice for the contract, indicate the word Final.

15. Invoice Number: This is a unique number assigned to an invoice by the grantee.

16. Approved Budget: The budget numbers in this column should reflect the budget that has been agreed to by DOP and the CBO. If interline budget modifications were approved by DOP, this column should reflect the final, post- budget modification numbers. Attach a copy of the approved budget each time the Fiscal Cost Report is submitted.
17. Previous Cumulative Expenditures: These are year-to-date expenses excluding the current reporting period amount.
18. Report Signoffs: The completed Fiscal Cost Report should be approved, signed and dated by the grantee’s CEO or designee and the Fiscal Officer.
Agency Review of the Payment Invoice

The department requires that invoices are to be received no later than 30 days from the last day of the billing cycle.  We realize that some forms of documentation may not be available at this time but we also know that your expenditures have been made and there should be no reason why you can not prepare timely invoices.
The Payment and Vouchering Unit is the point-of-contact for all payment-related questions for the contract. Upon receipt of a payment invoice, a payment analyst checks for accuracy, completeness and compliance with the specifications of the contract and the approved budget. If any documentation is missing, the invoice is placed in pending status and a call is made to the Contractor’s liaison regarding the missing documentation. Invoices that have errors or omissions will be returned to the Contractor for correction. 

The invoice package is sent to the DOP program manager to review for programmatic compliance with the performance-based requirements of the contract. The program manager will certify the invoice for payment. Only expenses that are within the scope of the contract budget are approved for payment. The package is further audited by the Payment Analyst to ensure the correctness of information. Upon approval, a payment voucher is prepared by the Payment Analyst and submitted to the City’s Financial Management System or the appropriate Oversight for payment.

Payment Processing

DOP will process payment to the Contractor within 30 days of receipt of an ACCEPTABLE payment invoice. After the payment is processed, it takes approximately 5 to 7 business days for the Electronic Funds Transfer (EFT) or paper check to be issued. If a contract is amended, payment to the contractor might be delayed due to submission to the Comptroller’s Office for contract approval which takes about 30 days. If payment is delayed, the Payment Analyst will communicate such status to the Contractor. 

The City of New York offers the Payee Information Portal (PIP) that allows Contractor’s to track all payments made through the Department of Finance by any NYC Agency.  It also allows a Contractor’s to perform vendor maintenance on their records (address, telephone updates, etc.). The PIP website address is: https://a127-pip.nyc.gov.
Advance Payment

After contract registration, an advance payment may be issued to the Contractor if necessary. In the event that a two-month advance payment is issued, the amount, generally, will be recouped in the remaining 10 months of the fiscal year. The Payment Office will deduct 1/10th of the advance amount each month for the remaining 10 months. However, DOP has the option to recover advances earlier based on the actual spending rate.

Check Holds

In some instances a Contractor will be placed on Check Hold status.  Some of the reasons an organization can be placed on check hold status are - missing or expired insurance, a corrective action plan associated with the contract is pending or funds are due to DOP or the NYC Finance Department, from the Contractor.  

If a Contractor is on check hold status, submitted payment invoices will be reviewed, but an EFT or check will not be disbursed until the deficiency or discrepancy is rectified.

Contract Term

The Contractor must perform all contract services and receive all goods and services by the last day of the contract operating period.  Payroll expenses, including fringe benefit expenses should be those incurred to the last day of the contract operating period.  Any expenditure made for goods and services which are received after the last day of the contract/budget period will not be accepted as an authorized expenditure.  There are no exceptions to this rule.

Internal Controls

Executive Management and Staffs at CBO’s are responsible for establishing and maintaining an  internal control structure.
The following are examples of internal control activities that may be appropriate:


Segregation of Duties: Tasks and responsibilities should be divided among different staff so
            as to reduce the risk of error and fraud.  In large organizations there should be different
            persons responsible for procurement, payment and receivables.


Proper documentation and Execution of Transactions: All transactions should be authorized
            only by the person acting within the scope of their authority.  All transactions must be 
            clearly documented and readily available for review.

Secure Financial and Physical Assets: All assets must be safeguarded, this includes all cash,
           equipment and other forms of compensation (ex., metro cards, gift cards, redeemable
           vouchers, etc.)
An organizations form of internal controls may vary depending on their size, nature of operations and objectives however the need for strong internal controls remains the same.  An organization must find the most efficient means to implement internal controls so as to protect both DOP and their assets

Bookkeeping: An organization must maintain separate accounting records for funds received through each DOP contract.  Accounting records must be established and maintained in accordance with Generally Accepted Accounting Principals.  It is essential that the organization maintain accurate, complete and permanent books and records, available for inspection by a DOP staff member or its designee.  

DOP staff and its representatives will conduct both announced and unannounced site visits to an organization during the contract term to ensure that the books and records are being appropriately maintained.
Timesheets: Timesheets must be completed for ALL employees.  Each timesheet must be signed and dated by the employee and the employees’ supervisor.  The Executive Directors timesheet will be reviewed and approved by a member of the Board of Directors.

Electronic timesheets may be maintained if they are certified as accurate by the signature of the Executive director or senior level manager designee.

Bank Accounts: Organizations are NOT required to maintain separate bank accounts for each contract award since it is NYC policy to issue one EFT (electronic funds transfer) to organizations for all payment vouchers processed for that organization on any single day.  

DOP does require that a segregated transfer of DOP funds from the main account to a subsidiary ledger to accurately identify DOP funds, by contract, and their use from any  other source of funding.
Contract Closeout

The deadline for submission of a FINAL payment invoice is no later than (60) sixty days after the end date of the budget operating period.  Budgets ending June 30th have a deadline of August 31st. 

Failure to meet this deadline may result in the rejection and disallowance of all expenses reported on the payment invoice.

The Contractor is to submit an expense accounting for all expenditures up to the contract termination date. In the event that a contract is terminated before the expiration date, any uncommitted funds that have not been used by the contract end period are to be returned to DOP. The refund checks should be sent to:

When all payment invoices have been processed, the payment analyst will officially close out the contract. 
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