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For Recipients and Sub -Recipients

Best Practices

in

Contract and Grant Management

Presented by Florida Department of Financial Services

Department of Financial Services
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Section 17.03, Florida Statutes ïñThe Chief Financial Officer of this 
state, using generally accepted auditing procedures for testing or 
sampling, shall examine, audit, and settle all accounts, claims, and 
demands, whatsoever, against the state, arising under any law or 
resolution of the Legislature, and issue a warrant directing the 
payment out of the State Treasury of such amount as he or she 
allows thereon.ò

ñThe Chief Financial Officer may adopt and disseminate to the 
agencies procedural and documentation standards for payment 
requests and may provide training and technical assistance to the 
agencies for these standards.ò

Introduction
Statutory Authority

3
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Division 
of 

Accounting and Auditing

To safeguard public assets, settle the 

state's financial obligations and report 

financial information. 

4

Bureau of Auditing

Provide reasonable assurance to the taxpayers 
of Florida that funds disbursed from the State 
Treasury are valid obligations of the State and 
are in general compliance with State Statute. 

Funds are disbursed from the State Treasury in 
accordance with applicable laws, rules, and 
administrative policies; and

Goods/services have been received as specified in  
the contract/grant agreement.

5

Carrying Out Our Mission

Pre-Audit

ExpandedPre-audit

Post Audit

Reviews
Contract

Contract Management

Vendor/RecipientDeterminations

6
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Performed prior to posting the payment and creating 
a warrant, this basic audit is performed to verify:

A complete and accurate invoice in accordance with the 
terms and conditions of the agreement was submitted;

Proof of authorization of purchase (PO, DO, written 
agreement);

Documentation of the Agencyôs receipt and acceptance    
of goods/services; 

The expenditure is a valid use of public funds and is in 
accordance with CFO requirements.

Carrying Out Our Mission
Pre-Audit

8

A more detailed Pre-Audit that focuses on the 

appropriate use of funds and the delivery of 

services through a review of source 

documentation maintained by the agency and 

provider.   

Carrying Out Our Mission
ExpandedPre-audit

9

A detailed review to determine whether the agency has

adequate controls in place to ensure that the required

services are received and that funds are spent

appropriately. 

The results of the review are documented in a letter or 
report to the agency head and a corrective action plan 
is required from the agency.

Carrying Out Our Mission
Post Audit
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Provides for the hold up of funds, offset of funds, 

etc. in cases where it is determined that an 

agency lacks proper accountability over the use of 

funds and/or the delivery of services. 

Carrying Out Our Mission
/ƻƳǇǘǊƻƭƭŜǊΩǎ aŜƳƻ Іу όнллм-2002)

Key Elements of Accountability

Knowing and understanding the 
responsibilities/obligations that exist

V Fiscal 

VProgrammatic 

Accepting the Responsibilities

Demonstrating performance

11

Website Resources
Division of Accounting & Auditing website

Chief Financial Officer Memoranda

ī 09-10:  CFOM #3, #4, #5, #6

ī 10-11:  CFOM #1, #2, #5

Agency Addressed Memoranda

Access point for Bureau of Auditing

www.myfloridacfo.com/aadir/

12
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Has the authority of rule. A user-friendly guide to 
contract/grant management.

Website Resources

Special Note

14

Information provided applies to all agreements: 
Purchase orders, Direct orders, Memorandums of 
Understanding (MOU), Memorandums of Agreement 
(MOA), Contracts, Grants, etc.

It also applies to all disbursements from the State 
Treasury*, regardless of the funding source (state 
or federal).  If a discrepancy exists, the more 
restrictive generally applies.

*Section 215.31, Florida Statutes (F.S.) 

Seven Crucial Elements
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PLANNING

PROCUREMENT/SELECTION

CLOSE
OUT

PAYMENTS

AGREEMENTS

PRICE/COST ANALYSES

1

7

2

3

4

5

6

DOCUMENTATION



6

Seven Crucial Elements

16

PLANNING 1

Planning

ñFailing to plan is planning to fail.ò

Alan Lakein
American Time Management Expert

17

Why Plan?

18

ñPlanning is an unnatural process; it is much more 

fun to do something. The nicest thing about not

planning is that failure comes as a complete 

surprise, rather than being preceded by a period of 

worry and depression.ò  

Sir John Harvey
1863-1944 British Actor
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Purpose

19

Identify the goals and objectives of 
the project and determine what will 
be required to achieve those results.  

This slide intentionally left blank

20
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Five Planning Steps
1.  Determine and document  your 

Goals and Objectives.

What are you trying to accomplish?

How does it relate to your program goals?
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Five Planning Steps
2. Review Programmatic and Fiscal 

Information from Prior Agreements.*

What worked?

What didnôt work?

*If adequate monitoring has not occurred, this information may not exist.

23

Five Planning Steps
3. Identify the source of funds.

Funds may have specific restrictions.

May identify allowable and unallowable activities 

and fund use.

If State or Federal Financial Assistance, Vendor vs. 

Recipient/Sub-recipient determination must be 

made.

24

Five Planning Steps
4. Identify all tasks/services needed to 

achieve the desired results.

A crucial part of developing the Scope of Work. 

Will play a vital role in ensuring the goals and 

objectives of the program are met. 
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Five Planning Steps
5. Select an agreement type.

(method of payment)

26

Agreement Types

Fixed Price ï1/12, Quarterly

Fixed Rate ïPer hour, Per client

Cost Reimbursement

Combination

NOTE:  Agreements with Recipients or Sub-Recipients ï
The method of payment is merely a means of disbursing 
funds to the provider; funds must still be accounted for.

Seven Crucial Elements

27

PLANNING

PROCUREMENT/SELECTION

1

2
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Procurement
Section 287.001, Florida Statutes

Recognizes that fair and open competition   
is a basic principle of public procurement. 

Legal compliance

Paying fair market rate

29

Procurement Methods

Used when the agency knows exactly what is 
required.

Price is the determining factor in the award.

Invitation to Bid

Request for Proposal (RFP)

Used when the agency has a general idea of what 
is required.

Services and price are evaluated.

Seven Crucial Elements

30

PLANNING

PROCUREMENT/SELECTION

PRICE/COST ANALYSES

1

2

3
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Objectives

Understanding state agenciesô and providersô 
roles related to the new requirements

Process may be required for your subcontracts 
and subgrants

Determining allowable/unallowable costs

31

What is a cost analysis?

A state agencyôs documented review of a 

detailed budget submitted by the entity 

awarded funding to determine that each  

cost element from the budget is allowable, 

reasonable, necessary, and allocable.

32

33

When is a cost analysis required?

1. Agreements awarded non-competitively

2. Cost reimbursement agreements

3. Recipient/sub-recipient agreements

Completed prior to the execution of the agreement
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Section 216.3475, F.S.

A person or entity that is awarded 

funding on a non-competitive basis may 

not be paid more than the competitive 

market rateé

34

Section 216.3475, F.S.

é [State] agencies will maintain records to 

support a cost analysis. The analysis will 

include a detailed budget and the agencyôs 

review of individual cost elements for 

allowability, reasonableness, and necessity.

35

Attorney General Opinion #78-101 ïa state agency 

must have expressed or necessarily implied legal 

authority to expend state funds.

A state agency cannot delegate to a provider an 

authority it does not possess.  If an expenditure is 

unallowable for a state agency, it is generally 

unallowable for the provider.

36

Cost Analysis
Determining that proposed costs are allowable
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Cost Analysis
State Expenditure Guidelines

Authorized by:

Florida Statutes

State Appropriation

Ask ïCan the funds be used in this manner?

Florida Administrative Code

CFO Memo #4, 2005-2006

Reference Guide for State Expenditures

Catalog of State Financial Assistance

State Projects Compliance Supplement
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Cost Analysis
State Expenditure Guidelines

1. Project CFDA# (Catalog of Federal Domestic Assistance) 

2. Referenced CFRs (Code of Federal Regulations)

3. OMB Circulars:

A-110 - General Admin. Requirements

A-133 - Federal Single Audit

A-122 - Cost Principles for Not-For-Profits 

A-87 - Cost Principles for State & Local Govt.

A-21 - Cost Principles for Educational Institutions

39

Cost Analysis
Federal Expenditure Guidelines
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Cost Analysis
Evaluating necessityand reasonablenessof 
proposed costs

Must be essential to provide services.

Cost-effective, economical purchases.

Justification should be documented.

Ask - Can I defend this purchase?

41

Cost Analysis
Allocating proposed costs

A cost cannot be allowable, reasonable, and 
necessary unless it is allocable.

Must be allocated in proportion to its benefit to 
the agreement.

Provider must be able to demonstrate the 
proportional benefit to the agreement.

Ask ïWhat is the basis for the allocation?

42

Cost Analysis
Allocation Example

If a provider leases a copier that will be used 25% 
on our agreement and 75% for other activities, only 
25% of costs may be budgeted to our agreement.

(Documentation to support how the copier is actually 
used will be needed when costs are incurred for 
recipient/sub-recipient and cost reimbursement 
agreements.)
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Cost Analysis
Salary Costs must be allocated 
proportionally based on activity.

Documented by project timesheets

Demonstrates employee worked on the specific agreement

Accounts for all activity

At least monthly and coincide with one or more pay periods

Signed by employee or supervisor with first-hand knowledge

After the fact

44

Cost Analysis
State Agencies may also:

Conduct a price analysis.

Review the providerôs cost allocation plan.

Compare actual costs previously incurred for the same 
services.

Request documentation to support budget determinations 
and any significant deviations in cost.

45

Cost Analysis Exercise

Objective: 

Ensure Proposed Costs Are:
(See Handout)

Allowable 

Reasonable 

Necessary 

Allocable
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46

47

48
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Questionable Expenditure Examples:

Candy

Alcohol

Banquets

Decorations

Greeting Cards

Gift Cards

Lobbying 

Personal Cellular 
Telephones

Fund Raising

Promotional Items

Entertainment

Meals not in 
accordance with 
Section 112.061, F.S.

Note: some of these items 
may be allowable with 
statutory authority. 

50

Questionable Expenditure Examples:

Microwave Ovens*

Refrigerators*

Coffee Pots*

Portable Heaters*

Fans*

*For the personal convenience 
of staff.

Flowers

Refreshments

Office Parties

Note: some of these items 
may be allowable with 
statutory authority. 

51

Cost Analysis
Summary

Competition (2 or more responses) usually 
establishes price reasonableness.

Fixed price and fixed rate agreements with 
vendors that have been competitively procured 
usually do not require further price or cost 
analysis.  
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Cost Analysis
Summary

Agreements with recipients generally do require a 
cost analysis regardless of the procurement or 
payment methods used. (CFOM #4, 2005-2006)

Cost reimbursement always require cost analysis.

Non-competitive procurements require a cost 
analysis (Section 216.3475, F.S.).  

Seven Crucial Elements

53

PLANNING

PROCUREMENT/SELECTION

AGREEMENTS

PRICE/COST ANALYSES

1

2

3

4

54

The Agreement
The agreement document provides a clear blueprint 
that all parties can follow to ensure that program 
goals and objectives are met. 

Has a direct effect on the payment and 
monitoring processes.

The level of the projectôs success can       
be influenced by the quality of the  
agreement document. 
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The Agreement
It is the first recourse when 

misunderstandings occur and provides the 

legal basis for enforcing the agreement.

56

The Agreement
The agreement should contain all the 
elements that guide the relationship  
between the provider and the State 
Agency. 

57

Assembling the Agreement

All Terms and 

Conditions
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Assembling the Agreement

Specific 

Scope of Work

59

Assembling the Agreement

Specific 
Deliverables 

Related to

the 

Scope of Work

60

Assembling the Agreement

Financial 
Consequences

for

Non -compliance 

and

Non -performance
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Assembling the Agreement

Standard Audit 
Language

62

Assembling the Agreement

Availability of All 
Records for 
Inspection

63

Assembling the Agreement

Sub-Contracting/

Sub-Granting

Terms
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Assembling the Agreement

Timing, Nature, 
Substance of All 

Reports

65

Assembling the Agreement

Provision for 
Disposition of 

Property

66

Assembling the Agreement

Payment

Terms
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Section 215.971, F.S.

Applies to Recipients and Sub -recipients

(1) Scope of work clearly establishing all task 
requirements. 

(2) Deliverables that must be received and 
accepted in writing by the agency before 
payment.

68

Section 287.058, F.S.
(1) (d) Scope of work establishing all task 

requirements. 

(e) Deliverables that must be received    
and accepted in writing by the contract 
manager before payment. 

(h) Specifying the financial consequences 
that the agency must apply if the  
contractor fails to perform in accordance 
with the contract.

69

Scope of Work

The Scope of Work is the most 

important part of your 

agreement.
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Scope of Work

70

VClearly Established

Identify all tasks/services that the 
provider is required to perform.

VSpecific 

Specific detailed direction regarding the 
performance/documentation of services

VDirectly related to the goals and 
objectives of the Program

Benefit to the program/state should be 
clearly evident.

71

Scope of Work Tips

Clarify industry specific or technical terms.

Passive language will get you in trouble.

Avoid ambiguous language.

This slide intentionally left blank

72
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Watch Your Language!

Real Contract Language

The Provider shall target youth by exhibiting 
behavior associated with high risk such as low 
grades and habitual absenteeism.

The Program shall service youth who live in 
communities where laws are favorable to drug 
use and crime.

74

²ƘŀǘΩǎ wƛƎƘǘκ²ƘŀǘΩǎ ²ǊƻƴƎΚ

The provider is to offer an 
educational program for up to 
30 children.  Program may 
include a plethora of activities 
including, but not limited to 
tutoring, counseling, or other 
activities.  The provider is 
responsible for ensuring the 
program is adequately staffed.

Vague

Provider is to conduct an after 
school study program for 30 at 
risk children (as defined in 
Attachment A) on a full time basis 
(as defined in Attachment A) at 
the providerôs location Monday 
through Friday 2:30PM to 6:30PM 
for the period of 7/1/10 to 
6/30/11 . . ..  Staff will consist of 
1 supervisor and 6 tutors that 
meet the minimum qualifications 
defined in Attachment B.

More Specific

75

Pitfalls of a Poor Scope of Work

Intended tasks are not performed, because 
they were not clearly identified.

Unnecessary work (and costs) due to 
misunderstanding of provider obligations.

Delays and confusion.

Inability to measure performance.
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Deliverables

Measurable and 

verifiable events or 

items that must be 

produced to trigger 

payment.

Deliverables must beé

77

Deliverables
é Directly related to scope of work.

é Specific, quantifiable, measurable, and verifiable.

é A necessary part of the providerôs performance.

é Used to measure progress.

78

Deliverables
Difficulty in developing deliverables 

may be an indication of a vague 

scope of work.
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Developing Deliverables

Clearly identify the tasks/services that must be 
completed to meet each deliverable.

State in detail how the delivery of tasks/services will be 
documented. 

Identify timelines for completion and submission of the 
deliverables for approval.

Identify the minimum performance levels and financial 
consequences for failure to meet those requirements.

#1
$25,000

#2
$25,000

#3
$25,000

#4
$25,000

$100,000.00

(Scope of Work) 
Tasks Deliverables

$100,000.00

Deliverables
A

D

E

F

B

C

80

Financial consequences that must be applied  
in the event that the provider fails to perform 
in accordance with the agreement.              
(Section 287.058 (1)(h), F.S.)

Different from a termination clause, which severs 
the relationship between the agency and the 
provider.

81

Financial                      
Consequences
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#1
$25,000

#2
$25,000

#3
$25,000

#4
$25,000

(Scope of Work) 
Tasks Deliverables

$100,000.00

Deliverables
A

D

E

F

B

C

?

X

82

#1
$25,000

#2
$25,000

#3
$25,000

#4
$25,000

(Scope of Work) 
Tasks Deliverables

$100,000.00

Deliverables
A

$15,000

B
$10,000

C
$25,000

D
$15,000

E
$10,000

F
$25,000

X

$100,000.00

83

#1
$25,000

#2
$25,000

#3
$15,000

#4
$25,000

(Scope of Work) 
Tasks Deliverables

$90,000.00

Deliverables
A

$15,000

B
$10,000

C
$25,000

D
$15,000

E
$10,000

F
$25,000

X

$90,000.00

84
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Fixed Price Deliverables

Provider is to conduct an after 
school study program for 30 at 
risk children (as defined in 
Attachment A) on a full time basis 
(as defined in Attachment A) at 
the providerôs location Monday 
through Friday 2:30PM to 6:30PM 
for the period of 7/1/10 to 
6/30/11 . . ..  Staff will consist of 
1 supervisor and 6 tutors that 
meet the minimum qualifications 
defined in Attachment B.

Scope of Work

Provider will be paid $6,000 each 
month upon submission of a 
progress report.

Scope of Work Deliverable

Not Related To Scope of Work

86

Fixed Price Deliverables

Provider is to conduct an after 
school study program for 30 at 
risk children (as defined in 
Attachment A) on a full time basis 
(as defined in Attachment A) at 
the providerôs location Monday 
through Friday 2:30PM to 6:30PM 
for the period of 7/1/10 to 
6/30/11 . . ..  Staff will consist of 
1 supervisor and 6 tutors that 
meet the minimum qualifications 
defined in Attachment B.

Scope of Work

Deliverable:  one month of services meeting 
scope of work criteria:

Å30 full-time at risk children

ÅMonday thru Friday 2:30 to 6:30 PM

Åstudy time

Åat the providers location

Åwith 1 supervisor and 6 tutors

Payment amount:  $6,000 per month for 
performing in accordance with the Scope of 
Work.  The provider will submit a progress 
report as required in Attachment D.  

Payment will be reduced by $x for each 
vacant/unqualified staff position and $x for 
each enrollment vacancy.

Deliverable
Related To Scope of Work

87

Cost Reimbursement Deliverables

Provider is to conduct an after 
school study program for 30 at 
risk children (as defined in 
Attachment A) on a full time basis 
(as defined in Attachment A) at 
the providerôs location Monday 
through Friday 2:30PM to 6:30PM 
for the period of 7/1/10 to 
6/30/11 . . ..  Staff will consist of 
1 supervisor and 6 tutors that 
meet the minimum qualifications 
defined in Attachment B.

Scope of Work

Submission of Invoice for 
Monthly Expenditures - Provider 
will be reimbursed for 
expenditures incurred in 
accordance with the budget.

Scope of Work Deliverable

Not Related To Scope of Work
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Provider is to conduct an after 
school study program for 30 at 
risk children (as defined in 
Attachment A) on a full time basis 
(as defined in Attachment A) at 
the providerôs location Monday 
through Friday 2:30PM to 6:30PM 
for the period of 7/1/10 to 
6/30/11 . . ..  Staff will consist of 
1 supervisor and 6 tutors that 
meet the minimum qualifications 
defined in Attachment B.

Scope of Work

88

Cost Reimbursement Deliverables

Deliverable:  one month of services meeting 
scope of work criteria:

Å30 full-time at risk children

ÅMonday thru Friday 2:30 to 6:30 PM

Åstudy time  

Åat the providers location

Åwith 1 supervisor and 6 tutors

Reimbursement will be made only for 
budgeted expenses that are directly related 
to the project. 

The provider will submit a progress report as 
required in Attachment D. 

Payment will be reduced by $x for each 
vacant/unqualified staff position and $x for 
each weekday that services are not provided.  

Deliverable
Related To Scope of Work

89

Fixed Rate Deliverables

Provider is to conduct an after 
school study program for 30 at 
risk children (as defined in 
Attachment A) on a full time basis 
(as defined in Attachment A) at 
the providerôs location Monday 
through Friday 2:30PM to 6:30PM 
for the period of 7/1/10 to 
6/30/11 . . ..  Staff will consist of 
1 supervisor and 6 tutors that 
meet the minimum qualifications 
defined in Attachment B.

Scope of Work

The provider will be paid $300 
per class.

Scope of Work Deliverable

Not Related To Scope of Work

Provider is to conduct an after 
school study program for 30 at 
risk children (as defined in 
Attachment A) on a full time basis 
(as defined in Attachment A) at 
the providerôs location Monday 
through Friday 2:30PM to 6:30PM 
for the period of 7/1/10 to 
6/30/11 . . ..  Staff will consist of 
1 supervisor and 6 tutors that 
meet the minimum qualifications 
defined in Attachment B.

Scope of Work

90

Fixed Rate Deliverables

Deliverable:  a full time participant (as defined 
in Attachment A) receiving one month of 
services which meet scope of work criteria:

ÅMonday thru Friday 2:30 to 6:30 PM

Åat the providers location

Åstudy time

Åwith 1 supervisor and 6 tutors

Payment Amount:  $200 per full time 
participant, for up to 30 participants for whom 
services provided in accordance with the 
scope of work.  

Payment will be reduced by $x for each 
vacant/unqualified staff position and $x for 
each weekday that services are not provided.  

Deliverable
Related To Scope of Work
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$6,000.00 
max per month

#1
Full - time 
Students

#2
Staff Ratio

#3
Study Time

Eligibility and attendance documented.

Scope of Work to Deliverables
Scope of Work 

Responsibilities/Tasks

Fixed Rate Deliverable

Deliverable:  one month of 

service meeting SOW 

criteria
Unit of Payment:  full-

time participant

Payment Amount:  $200 

per unit
Documentation:  monthly 

attestation report

Performance:

1. Level of Service
a. # Full -time participants

b. Staff Ratio

c. Study Time

Financial Consequences: 
a. # Full -time participants

b. Staff Ratio
c.  Study Time

92

άtǊƻŎŜŜŘ ǿƛǘƘ /ŀǳǘƛƻƴέ
Offeré

Coordinateé

Collaborateé

Consulté

Mayé

Couldé

Outreach

Up Toé

Use best effortsé

Promoteé

Assisté

Supporté

Participateé

Includes but is not 
limited toé

These words/phrases should not be 
used alone. More detail is needed.

93

Payment Terms

Identify the specific information to be included on 
each invoice*. 

Identify the documentation required to accompany
each invoice and the format in which it is to be 
submitted. 

Identify timelines for invoice submission and 
approval and deadline for final payment.

*Rule 69I -40.002, F.A.C.
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Payment Terms

Any provisions for advance payments must 

comply with Section 215.422(14) or Section 

216.181(16), F.S.

Agreements should clearly describe 

the timing, nature, and substance of 

all reports the provider is required to 

prepare.

95

Reports

96

Report Checklist
Include the date each report is due.

List the specific information each report 
is to contain.

Require a standard format for reports.

Prescribe the order that records are 
presented in reports.

Require documentation to support the 
information in the reports be maintained 
and made available upon request.

Contain remedies for failure to 
submit reports in a timely manner.



33

97

Agreement Modifications
No amendments, extensions, change orders, 
etc. can be made after:

1. An agreement term has expired,

2. All the funds have been used, or

3. All contracted services have been delivered.

98

Additional compensation is only
allowable for additional services. 
(Section 215.425, F.S.)

If additional services exceed 
$35,000, then an appropriate 
procurement must be used.

Agreement Modifications
Additional Compensation

99

Agreement Modifications
Common Issues

Competitively procured agreements amended 
changing the terms of the agreement (scope of 
work, deliverables, method of compensation, etc.)

Amendments increasing compensation without 
increasing services. 

Amendments decreasing services without 
decreasing compensation.
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Agreement Files
Maintained for each agreement

Neat, complete, and organized

Records must be retained for at least 
five years from last activity. (6 years for 
some agreements)

Seven Crucial Elements

101

PLANNING

PROCUREMENT/SELECTION

DOCUMENTATION

AGREEMENTS

PRICE/COST ANALYSES

1

2

3

4

5

Enforce the performance of the contract terms and 
conditions.

Monitor and document contractor performance

Review and document all deliverables for which 
payment is requested by providers

Provide written certification of the agencyôs receipt 
of goods and services.

State Agency Responsibilities
Section 287.057 (14), Florida Statutes

102
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Programmatic ïdemonstrates 
compliance with terms/conditions, and 
service delivery related requirements. 

Fiscal ïevidences that funds have been 
accounted for and used appropriately     
(Cost reimbursement and/or recipient/     
sub-recipient agreements.)

Documentation
Two Aspects

103

104

Documentation
Why is it essential? 

To demonstrate successful performance.

To verify your work and accomplishments.

To demonstrate compliance with the agreement.

To evidence your fiscal accountability.

To avoid payment delays.

105

VSufficient (enough)

VReliable (dependable and trustworthy)

VRelevant (related to the agreement)

ñThe palest ink is better than the best memory.ò   

Chinese Proverb

Documentation
Does it meet these criteria?
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Programmatic Documentation
Does documentation support compliance with 
program requirements, laws, and rules? 

For example:

Business Qualifications/Requirements

Staff Qualifications

Client Eligibility

Activities Allowable (per funding source)

Licensure

107

Programmatic Documentation
Does documentation evidence the completion of  
all services/deliverables?

For example:

Scope of work

Number of clients
Hours worked/services provided
Activities satisfactorily completed

Deliverables 

Milestones (phases, level of completions)
Achievements (completion of a bundle of services)

108

Exercise

Activity/Requirement Documentation

Staff Education ?

Client Age ?

Family Income ?

Job Placement ?

Program Attendance ?

Counseling ?

Case Management ?

Medical Services ?
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Programmatic Documentation Issues

Insufficient documentation.

Clients ineligible for program.

Performance/Deliverable Based Agreements ï
Not documenting the effort provided to  
achieve deliverables.

110

Fiscal Documentation
üAccount for all funds received. 

üAccount for all expenditures.

üAccount for any interest earned.

üRevenue and expenditures must be identified for each 
project and funding source. Do not commingle funds.

üRequires a project cost allocation system; or 

üUse of separate bank accounts.

üAccount for expenditures made by all sub-recipients.

üMatch requirements are being met, if applicable.

111

Fiscal Documentation
Know the rules before you spend!

üRead the agreement thoroughly.

üCarefully read all laws/rules referenced in agreement.

üIdentify the funding source (state or federal).

ÅGenerally the more restrictive of federal or state rules 
laws will apply to federal funds disbursed from State 
Treasury.

üConsult with the funding state agency for clarification, 
when necessary. Request clarification in writing .
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Fiscal Documentation
Minimum Standards include:

Appropriatenessïthe transaction was allowable, 
reasonable, and necessary. 

Validity ïProof that an external transaction occurred. 
(Funds were not just moved from one account to another.)

CompletenessïAll transactions are documented and all 
funds are accounted for.

Requires details of each transaction. (detailed invoice, 
subcontract, evidence of receipt, bank statement, cancelled 
check, etc.)

113

Fiscal Documentation
Documentation should demonstrate that expenditures:

Are made in accordance with applicable laws, rules     
and regulations; 

Are authorized by the agreement (Budget); and

Are directly related to the project.

Additional justification may be required for purchases where 
the benefit to the project is not readily evident.

Examples :

Paid detailed invoices ïStatements not adequate

Subgrants, subcontracts, purchase orders 

Cancelled checks

Bank Statements

Payroll registers

Signed Employee project time sheets

Fiscal Documentation

114
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Expenditure Documentation

Employee Salary ?

Rent/Utilities ?

Subcontractor ?

Consultant ?

Office Supplies ?

Equipment Purchase/Lease ?

Travel to a Conference ?

Personal Cell Phone ?

Insurance ?

Exercise

115

üTravel ïMust be in accordance with 
Section 112.061 F.S., for meals, 
mileage, etc.

üPromotional items ïMust have 
statutory authority.

üBanquetsïMust have statutory authority.

üDumping/Stockpiling ïend of agreement 
expenditures that do not appear related 
to current agreement.

Common Expenditure Issues

116

üExpenditures not relevant to agreement

üConsultant agreements 

ÁVague scopes of work

ÁPayment rates are not supported or justified

üTransactions such as leases, consultants, sub-contracts 
and sub-grants with related parties. Requires extensive 
justification and/or documentation.

üExpenditures prior to execution of agreement

üFundraising expenditures

Common Expenditure Issues

117



40

üA written contract or grant agreement is 
required for services provided by a consultant 
or sub.

üAn appropriate procurement method and/or 
price/cost analysis for the sub agreement 
should be documented to justify the rate paid.

Documentation for Subs

118

The same type of programmatic and fiscal 
documentation required of the provider will    
also be maintained by the sub.

Documentation for Subs
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How do you know if the subs are performing 
as required and documenting their activities?

üThe provider is normally responsible for 
monitoring the fiscal and programmatic 
activities of the sub.

üThe funding agency may have specific 
monitoring requirements. 

Monitoring

120
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Monitoring
LǘΩǎ ƴƻǘ ŀƴ ƛǎƻƭŀǘŜŘ ŜǾŜƴǘΗ

Monitoring is an ongoing      

process that is both          

interactive and proactive.

122

Monitoring
LǘΩǎ ƴƻǘ ŀƴ ŜȄŀŎǘ ǎŎƛŜƴŎŜΗ

There are different ways of utilizing 
various activities to effectively monitor 
your agreements.

However, the funding agency may have specific 
monitoring requirements that must  be followed. 

123

Review Periodic Reports

Onsite Reviews and Observations

Desk Reviews

Documented Contact with Subs

Review of Audit Reports

Invoice Reviews

Client Surveys

Monitoring Activity Examples
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Monitoring
Reporting

Monitoring results should be 

documented and reported in             

a timely manner.
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Corrective Action

Non-compliance issues should be 
documented and addressed in a 
timely manner.

Appropriate corrective action, (e.g., 
financial consequences, additional 
time for compliance, termination of 
agreement) should be taken and 
documented.

Seven Crucial Elements
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PLANNING

PROCUREMENT/SELECTION

PAYMENTS

DOCUMENTATION

AGREEMENTS

PRICE/COST ANALYSES

1

2

3

4

5

6


