
FISCAL COST REPORT INSTRUCTIONS

All OVS funded programs are required to submit a Fiscal Cost Report (FCR) each quarter.   These reports must be submitted whether or not there were any expenditures or any cash receipts for the quarter.  Quarterly FCRs are due within thirty days from the close of the respective reporting period.  However, the fourth quarter FCR is required to be submitted within sixty days from the end of the final quarter.  OVS has reporting responsibilities to the State and Federal governments.  Without your reports, we cannot document that you are performing services in accordance with the contract.  This may result in delays in your contract advances.  Only one original copy of the FCR needs to be submitted directly to your OVS Program Auditor.  OVS reserves the right to withhold payment if two or more FCRs have not been submitted.  
Fiscal Cost Reports must be submitted to your Program Auditor’s attention at:

New York State Office of Victim Services
One Columbia Circle, Suite 200
Albany, New York 12203-6383
Item 1:  Enter your agency’s name as it appears on your OVS contract.

Item 2:  Enter the budget period as it appears on Appendix B of the contract.  “From” should be the beginning date of the budget period and “To” should be the ending date of the budget period.

Item 3:  Please circle the quarter you are reporting on.

Item 4:  Enter your OVS contract number beginning with “C-”.

Item 5:  SUMMARY SCHEDULE:  The information submitted on the Summary Schedule and the back-up sheets is subject to both Federal and State audit for accuracy, completeness, and compliance with the contract terms.  Before beginning this section, it would be helpful to have a copy of the prior quarter FCR approved by your OVS Program Auditor.  Ensure that adjustments the Program Auditor has made are carried forward and that you understand them. 

(I) APPROVED PROJECT BUDGET: Enter the present budget as it appears on the Summary Budget Form (OVSGR-BUD 01) in the contract.  If budget amendments have been approved, enter the figures from the most recently approved amendment.  Do not include any figures from a pending request until you receive approval from OVS.

(II) THIS QUARTER’S EXPENDITURES:  Enter the total amount expended for each category for the reporting period.  OVS expenditures should be supported with detail on the back-up sheets.  No supporting detail is required to be submitted for Third Party or In-Kind expenses unless specifically requested by OVS.

(III) CUMULATIVE EXPENDITURES:  Enter the total amount of expenditures for the contract year to date.  Add the current quarter’s expenditures to the last quarter’s cumulative totals for the budget period.

(IV) BALANCE:  Subtract the “Cumulative OVS Expenditures” (III. g) from the “Approved OVS Project Budget” (I. a) figures.

ITEM 6:  CASH REPORT:
a. Enter the cash on hand at the end of the last quarter or contract year if completing the 1st quarter FCR.  This amount should agree with the ending cash on hand (Item 6e) from the previous quarter.

b. Enter the amount of cash received from OVS during the quarter.

c. Cash available is a subtotal of adding 6(a) plus 6(b).

d. Enter the amount of OVS expenditures for the quarter.  This amount should equal the total from Item 5, Summary Schedule section II d.

e. Enter the amount of cash on hand at the end of the quarter by subtracting 6(d) from 6(c).

Item 7.  CERTIFICATION:  The report should be signed by an authorized program representative.  This may be the Executive Director, Program Director, or another person authorized by the reporting agency.  A second signature is required by an authorized fiscal representative.  This may be the Fiscal Officer, Accountant, Bookkeeper, or another person authorized by the reporting agency.  Each agency should establish who is authorized to certify the Fiscal Cost Report (FCR).  The same person cannot sign as both the program and fiscal representative.  Two separate signatures are required.  OVS must receive the FCR with two original signatures.  Signature stamps are not acceptable.  Photocopies and e-mailed submissions are not allowed. 
BACK-UP SHEETS

Agencies must provide supporting information for OVS grant expenditures reported on the Fiscal Cost Report (FCR).  A back-up sheet should be submitted with the FCR for each category of expenditure.  No back-up detail is required to be submitted for Third Party or In-Kind expenses unless specifically requested by OVS.

A. PersonNEl SALARIES – OVS funds positions, not people.  When reporting salary charges, please ensure that the positions charged on the back-up sheets match the positions as they appear in the approved budget.  If a position reported on the back-up sheet does not match a OVS funded position in the budget, the charges may be disallowed.  If several positions are funded by OVS with the same title, it is helpful to number each one.  For example, Counselor 1, Counselor 2, and Counselor 3 would represent three Counselor positions.  This helps eliminate confusion when determining which line an employee should be charged to.  When changes in personnel occur, it is helpful to indicate which employee has left, the name of the new employee, and who the new employee has replaced.  If the employee is enrolled in direct deposit and no check is issued, please indicate as “DD” and record the transaction number in the check number column.  The hours paid column should represent the total hours the employee worked during the pay period, not the total hours charged to the OVS grant.  At the end of the grant year it is not allowable to go over budget on one salary line and under on another with the intent to offset one line against the other.  Programs may only charge up to the budgeted amount for each line.  

B. FRINGE BENEFITS-  Agencies should utilize the established fringe rate* as it appears on Fringe Benefit Budget Form (OVSGR-BUD 04) in the contract.  Fringe charges should be determined by multiplying the fringe rate by the total salaries charged to OVS for the quarter.  The resulting figure can simply be placed in the “Amount Charged to OVS” column on the back-up sheet and on Summary Schedule Section II d.  Agencies should ensure that charges to the FCR can be supported by actual charges incurred for the budget period.

Programs may continue to report actual fringe charges for the quarter as done in prior years.  In this case, agencies should continue to report the information required under each column heading of the back-up sheet for each budgeted fringe benefit line item. 

*Please Note: If the fringe rate changes (either up or down) during the budget period, the agency must notify their OVS Program Auditor in writing, even if a formal budget amendment request is not necessary.

C.  SUBCONTRACTORS & CONSULTANTS- All requested information should be                completed.  Keep in mind that the “Title/Service” charges should match those in the approved OVS contract. If a service reported on the back-up sheet does not match a service funded in the budget, the charge may be disallowed.  The hours paid column should represent the total hours the contractor or consultant worked during the pay period, not the total hours charged to the OVS grant.

D. TRAVEL & TRAININGS - The destination & purpose column should generally state client related travel, client tokens/travel, or specific conference/ workshop/ advisory travel.  In the “Mileage & Rate” column the exact mileage and reimbursement rate should be listed.  If the employee traveled by airplane, train, or bus, please indicate this in the “Mileage & Rate” column. Conference/ workshop/ advisory travel should include the name of the conference, dates, locations, and the breakdown per attendee (room, meals, registration, mileage).  Travel expenses must not exceed the maximum federal reimbursement rates.  All out-of-state travel must have prior written approval from OVS.  

E. OPERATING EXPENSES- All requested information should be completed.  It is recommended that all like charges be grouped together.  For example, list all office supply charges first, then list all printing charges.  It is important to indicate which line item in the OVS budget you are charging each transaction to.  It is imperative to list service periods for expenses that are incurred on a monthly basis.  

F. FURNITURE & EQUIPMENT- All requested information should be completed.  It is important to indicate which line item in the OVS budget you are charging each transaction to.  It is necessary to break out different components of a purchase.  For example, the computer price should be separated from the printer price.  Simply listing computer/printer will not be sufficient.  Also, the quantity of each item must be included.  

Note: Equipment purchased with OVS funds is the property of New York State.  Furniture & Equipment Decal forms must be submitted to OVS for each item with a unit cost of $1000 or more and a useful life more than two years.  It is recommended that you complete and submit your decal forms with your Fiscal Cost Reports.  In addition, please update the Comprehensive Furniture & Equipment Inventory form (OVSGR-BUD 25) every time you purchase a piece of furniture or equipment. 
G.  SPACE-  Charges for space cost should be based on the space allocation method          approved  in the OVS contract (Space Budget Page- OVSGR-BUD 09).  A separate figure should be reported for each location in which reimbursement is being sought.  Agencies should ensure that charges to the FCR are supported by actual charges incurred for the budget period.  Indicate which type of expense the charge is for and the period covered.  For instance indicate rent, utilities or maintenance for October 1, 2008 through December 31, 2008.  
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