FINANCIAL
OPERATING

GUIDELINES

FISCAL YEAR 2018 - 2019

PREPARED BY BUSINESS SERVICES

e~ ;\\ o g
IQ%\'}
| 2 T4

Harris County
* : One source for all learners
4 Education

HARRIS COUNTY DEPARTMENT OF EDUCATION 6300 Irvington . Houston, Texas 77022

























Harris County Department of Education
Business Support Services

Mission Statement:
To exceed client expectations by
maximizing fiscal resources and
providing quality support services.

Quality Value System:

Harris County Timely
Efficient

Educatmn Excellent Customer

Service
Ethical
Resourceful
Collaborative







Harris County

~—~4 Education

Harris County Department of Education

6300 Irvington Houston, Texas 77022-5618 — (713-696-1371)

CONFLICT OF INTEREST DISCLOSURE
ALL BUDGET MANAGERS
2018-2019

Note: A budget manager is an individual that is authorized to approve purchase request of
any kind (Requisitions, Grants, Bids, Purchase Requests, Campus and Student
Activity) and/or is involved in any way in the procurement of any goods and services
and is also involved in the approval of transfers or amendments (i.e. Principals,
Directors, Supervisors, Budget Managers, etc.)

1. Have you accepted a cash gratuity of any amount that will result in personal gain while
representing HCDE? Yes No If yes, please explain and disclose from
whom

2. Have you accepted any Non-Cash gratuities that have a retail value of more than $25.00 from
a vendor this year? Yes No If yes, please disclose who and explain

3. Have you accepted a gratuity during duty and non duty periods and did you report it to your
Supervisor within 72 hours? Yes No N/A If no, explain

4. Do you own a business or have an interest in a company that does business with HCDE? Yes
No If yes, disclose name of company and your interest in the outside
company

5. Does any one in your family (brother, sister, mother, father, daughter, son, grandparents,
uncles, aunts, etc.) work for, or have an interest in, a vendor or company doing business with
HCDE? Yes No If yes, disclose name of company and your interest
in the outside company

| CERTIFY THAT THE INFORMATION ABOVE IS TRUE AND CORRECT TO THE
BEST OF MY KNOWLEDGE.

Employee’s Signature Date

Employee’s Printed Name

FOR HCDE USE ONLY

NOTE: Failure to complete this form will prevent the employee from being authorized
to approve any purchases within HCDE

Authorized to participate in the procurement

Reviewed By Compliance Officer: process by HCDE Assistant Supt for

Business
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Code of Ethics for
Business Support Services and Purchasing Division Employees

Introduction

In this age of accountability, activities and conduct of business office and purchasing
office staff are subject to greater scrutiny and criticism than ever before. It is understood
that the actions of business office and purchasing office staff are observed and
appraised by administration, clients, fellow professionals, and members of the
community.

Harris County Department of Education (“HCDE”, “Department”’) Business Support
Services and Purchasing Division employees are professionals dedicated to public
service. By assuming the responsibility of providing leadership and the expertise to
maintain exemplary standards of professional conduct, they will strive to gain and
continue to earn the public’s trust and confidence.

Objective

The management of the Business Support Services and Purchasing Division is
dedicated to making ethical and lawful choices by providing a structured code of ethics
for its personnel to follow. Business Support Services and Purchasing Division
employees shall model and promote ethical behavior to all HCDE employees through
their behavior.

Applicability
The Code of Ethics for Business Support Services and Purchasing Division Employees,

(“Code of Ethics”) is applicable to all HCDE Business Support Services and Purchasing
Division employees.

Principles and Standards

Business Support Services and Purchasing Division employees are responsible for
adhering to and promoting the following principles and standards:

* Professional Conduct — They shall study, understand, and abide by both
the letter and the spirit of legislation, governing regulations, board policies,
approved professional practices, and recommended standards. They shall refrain
from any actions or activities that give the appearance of moral impropriety.

+* Honesty and Ethical Behavior in Professional Relationships — They shall
not knowingly be a party to or condone any illegal or improper activity.



+ Financial Impropriety — They shall act with integrity and diligence in duties
involving Department fiscal resources.

+ Act with Good Faith — They should make decisions that will do the most good
over harm.

+ Confidentiality — They shall demonstrate professional integrity in the issuance
and management of information and maintain the confidentiality of clients’,
business partners’, students’, and employees’ personal information. They shall
respect and protect privileged information to which they have access.

+ Fiduciary Responsibility — They shall not use public property or resources for
personal or political gain; and shall safeguard the assets in their trust.

Conflict of Interest

Business Support Services and Purchasing Division employees shall do all that is
possible to avoid any conflicts of interest. A “conflict of interest” arises when an
employee’s private, public, economic, or political activities have the potential of
interfering with his or her allegiance and objectivity to the Department. Some examples
of situations that could lead to a conflict of interest include: employment by outside
entities; creating business interest with customers, suppliers, or competitors of the
company; accepting payments or gifts from others; and taking advantage of business
opportunities for personal gain.

Reporting Requirements

An HCDE employee who becomes aware of a situation or activity that violates, or
appears to violate the Code of Ethics, HCDE policies, or applicable law, should contact
their supervisor or the Compliance Officer immediately. If the potential violation cannot
be resolved at that level, contact the Human Resources.

Certification Requirements

In order to prevent any new standards or policies from going unnoticed, Business
Support Services and Purchasing Division employees will annually renew their
acceptance of the Code of Ethics.




Statement of Certification

l, , hereby acknowledge that | have thoroughly read the
Code of (PRINT LEGIBLY OR TYPE NAME)

Ethics for Business Support Services and Purchasing Division Employees and will, to
the best of my ability, adhere to the Code of Ethics in my everyday work activities. |
understand and agree to abide to the established principles and standards.

Signature: Date:




The Government Finance Officers Association of the United States and Canada (GFOA) is a
professional organization of public officials united to enhance and promote the professional

management of governmental financial resources by identifying, developing and advancing
fiscal strategies, policies and practices for the public benefit.

To further these objectives, all government finance officers are enjoined to adhere to legal,
moral and professional standards of conduct in the fulfillment of their professional
responsibilities. Standards of professional conduct as set forth in this code are promulgated in
order to enhance the performance of all persons engaged in public finance.

I. Personal Standards Government finance officers shall demonstrate and be dedicated to the
highest ideals of honor and integrity in all public and personal relationships to merit the respect,
trust and confidence of governing officials, other public officials, employees, and of the public.

. They shall devote their time, skills and energies to their office both independently and in
cooperation with other professionals.
. They shall abide by approved professional practices and recommended standards.

I1. Responsibility as Public Officials Government finance officers shall recognize and be
accountable for their responsibilities as officials in the public sector.

. They shall be sensitive and responsive to the rights of the public and its changing needs.
. They shall strive to provide the highest quality of performance and counsel.
. They shall exercise prudence and integrity in the management of funds in their custody

and in all financial transactions.

. They shall uphold both the letter and the spirit of the constitution, legislation and
regulations governing their actions and report violations of the law to the appropriate
authorities.

I11. Professional Development Government finance officers shall be responsible for
maintaining their own competence, for enhancing the competence of their colleagues, and for
providing encouragement to those seeking to enter the field of government finance. Finance
officers shall promote excellence in the public service.

IV. Professional Integrity-Information Government finance officers shall demonstrate
professional integrity in the issuance and management of information.

. They shall not knowingly sign, subscribe to, or permit the issuance of any statement or
report which contains any misstatement or which omits any material fact.



GOVERNMENT FINANCE OFFICERS ASSOCIATION
Code of Professional Ethics

They shall prepare and present statements and financial information pursuant to
applicable law and generally accepted practices and guidelines.

They shall respect and protect privileged information to which they have access by
virtue of their office.

They shall be sensitive and responsive to inquiries from the public and the media, within
the framework of state or local government policy.

V. Professional Integrity-Relationships Government finance officers shall act with honor,
integrity and virtue in all professional relationships.

They shall exhibit loyalty and trust in the affairs and interests of the government they
serve, within the confines of this Code of Ethics.

They shall not knowingly be a party to or condone any illegal or improper activity.
They shall respect the rights, responsibilities and integrity of their colleagues and other
public officials with whom they work and associate.

They shall manage all matters of personnel within the scope of their authority so that
fairness and impartiality govern their decisions.

They shall promote equal employment opportunities, and in doing so, oppose any
discrimination, harassment or other unfair practices.

V1. Conflict of Interest Government finance officers shall actively avoid the appearance of or
the fact of conflicting interests.

They shall discharge their duties without favor and shall refrain from engaging in any
outside matters of financial or personal interest incompatible with the impartial and
objective performance of their duties.

They shall not, directly or indirectly, seek or accept personal gain which would
influence, or appear to influence, the conduct of their official duties.

They shall not use public property or resources for personal or political gain.






Harris County Department of Education
Confidentiality and Use of Information Agreement

1.

Harris County

4 Education

The Business Division function is to process data that includes information related to
payroll records, vendor data, employee data and other sensitive data. We interact with
employees, vendors, departments, and schools from our internal divisions and from
external organizations.

The work performed by this Division is very vital to the success of the organization,
and while most data is subject to open records, we must take steps to assure that data is
handled with care and confidentiality.

There is a high level of trust that must be maintained between the Division and the
employees and vendors of the department. Employees interact with division staff and
discuss sensitive data while conducting their job duties; it is important to make sure
that only appropriate data is discussed.

Any and all information related to the work performed by the Business Division should
be kept confidential. This information should only be discussed with the employee,
vendor, administrative supervisor, or Superintendent, as appropriate.

Information accessed should be added, changed, or deleted when properly authorized.
Information that can be accessed should not be viewed or used for personal reasons or
for mere curiosity.

| have read the above statements and | agree to keep any and all information related to
the work performed by me confidential. I will only discuss this information with the
individuals mentioned above, as appropriate. | will not add, change or delete
information without proper authorization nor will I view or use information that | can
access for personal reasons or curiosity. | understand that violation of this agreement
could result in disciplinary action or termination.

Business Division Employee Name

Employee Signature Date






100 — GENERAL FUND
199 — General Fund

200 — FEDERAL GRANTS

205 — Head Start

206 — Head Start Training

208 — Educators & Families English

215 — Early Head Start Up - Operation

216 — Early Head Start — TT&A

223 — Temporary Assistance for Needy
Families

230 — Adult Basic Education (ABE) Regular

234 — ABE EL / Civics

266 — TX 21 Century Grant Cycle 8

267 — TX 21 Century Grant Cycle 9

268 — TX 21 Century Grant Cycle 10

288 — CASE After School Partnership
400 — LOCAL GRANTS

463 — Houston Endowment Grant

467 — CASE — City of Houston

475 — Early Head Start In-Kind

479 — Early Head Start In-Kind

496 — HOGG Grant

498 - Local Grants

500 — DEBT SERVICE
599 — Debt Service

600 CAPITAL PROJECTS FUNDS
695 — Capital Projects Local funds
697 — Capital Projects Bond Monies

700 — PROPRIETARY FUNDS
711 - Choice Partners — Enterprise Fund

753 — Workers Compensation

799 — Facility Support Services

800 — FIDUCIARY - TRUST/AGENCY FUNDS
811 — Highpoint — East Activity Funds
814 — Highpoint — North Activity Funds
815 — Courtesy Committee
829 — Blair Endowment Scholastic Program

900 — ACCOUNT GROUPS
901 — General Capital Assets
902 — PFC Capital Assets
903 — Long Term Debt
904 — PFC Long Term Debt




Accounts Receivable

The Accounts Receivable Department is responsible for ensuring that all monies
due to HCDE have been received and deposited in compliance with all state,
local and federal regulations.



Harris County | AccouNTING PROCEDURES | Reference:

M : HARRIS COUNTY DEPARTMENT OF
Educatmn EDUCATION CCG(LEGAL)

DATE DEVELOPED: 03/26/06 REVISED DATE: 11/11/16

SUBJECT: Billing Processes

Purpose
To provide guidelines for understanding the billing process.

Procedure

The invoices are generated by each division and submitted to the Business Office via emalil, paper
copies, by excel, pdf or uploads. Each invoice is assigned a unique number provided by the
division which includes a prefix identifying each division. The maximum characters an invoice
number can have are 10 characters. If an invoice number is needed, please contact the Accounts
Receivable Specialist at extension# 8248 or email at accountsreceivable@hcde-texas.orqg. Some
invoices may have more than one revenue code. Invoices must include the customer name,
customer number, billing address, revenue code(s) and the amount(s). To add a new customer,
please email your request to Accounts Receivable at accountsreceivable@hcde-texas.org. Each
division should review monthly reports to avoid duplicate biling and must follow up on old
outstanding invoices.

Accounts Receivable adjustments

Accounts Receivable adjustments, corrections or deletions require budget manager’s approval.
Adjustments between $0.01 cent and $499.99 will be approved by the Chief Accounting Officer.
Adjustments of $500.00 or more require the approval of the Assistant Superintendent for Business
Services. Once the required approvals are obtained, the Accounts Receivable specialist will
process the adjustment.

Cash Receipts
Checks and cash received are processed by the senior grant accounting clerk on a daily basis

using the MICR image scanner machine which allows for same day accessibility. Two cash receipt
forms are prepared 1) One for all payments with invoices and 2) One for all miscellaneous and
deferred payments. The total of the two cash receipt forms will total the amount deposited for the
day. The senior grant accounting clerk enters the information for the miscellaneous and deferred
cash receipts in Pentamation which requires the approval of the Chief Accounting Officer prior to
posting to the general ledger. The invoice cash receipt form is given to the Accounts Receivable
Specialist who will process the payments in the Accounts Receivable System. Once completed
the transactions are interfaced to the general ledger via a journal entry which will require the
approval of the Chief Accounting Officer prior to posting.

Monthly Reports

Once a month Accounts Receivable generates four reports, the Assistant Superintendent sends
out two which are the Customer Aging Report and Statements Grouped by Account Report, these
are sent to each division manager. The Accounts Receivable Specialist provides the secretaries
of each division the outstanding invoice statement and a Cash Receipt report, only the
outstanding invoice statement is sent to the customer. Current cash receipt reports are available
upon request.



http://www.tasb.org/policy/pol/private/101000/
mailto:accountsreceivable@hcde-texas.org
mailto:accountsreceivable@hcde-texas.org

The Outstanding Invoice report allows a division to review all outstanding invoices and how long
each invoice has been outstanding. It also shows the balance of the outstanding invoice(s).
Budget Managers are responsible for the collection of all invoices.

The Cash Receipt report allows a division to review all payments received for all invoices.

Workshop Management System (WMS) Receivables

The Workshop Management System allows individuals to sign up and pay for workshops that are
offered through HCDE by credit card. Once a patrticipant pays online confirmation is received
through the WMS system. The payment is processed and posted to the division’s revenue
account or deferred account if the event has not occurred. If a division would like to review the
payment status of any workshop for participants, a detailed revenue audit trail report may be
produced in Pentamation.

Once the event has occurred, the payment that was coded to the deferred account will be
reclassified to the revenue account using a journal entry. All journal entries are approved by the
Chief Accounting Officer prior to posting in the general ledger.

For verification of payments, please email Accounts Receivable at accountsreceivable@hcde-
texas.org. Requests for credit card refunds are processed by Accounts Receivable as needed.
All requests for refunds must be requested within 6 months of the payment/transaction date.
Division manager approval is required in order to process the refunds.

Processing Deadlines

All invoices are due no later than the fourth working day of each month. Invoices received after
this day will be processed on the following month. Deposits are made on a daily basis. WMS
payments are captured and recorded on a weekly basis.

Check Return Processing

There is a $40.00 processing fee for all checks returned for non-sufficient funds. All NSF checks
will be returned to the originating division for collection including the $40.00 NSF fee. The check
will be returned to Division or re-deposited if the issuer requests it. If the issuer does not request
to have the check re-deposited another acceptable form of payment must be made.

Accounts Receivable subsidiary closing

The accounts receivable specialist will process all transaction received up to the fourth working
day of the following month prior to closing the month in the subsidiary. The accounts receivable
subsidiary will be closed by the fifth working day of following month once the subsidiary is
reconciled to the general ledger. Invoices received after this day will be processed on the next
month. Statement and reports will be generated once the month has been closed.



mailto:accountsreceivable@hcde-texas.org
mailto:accountsreceivable@hcde-texas.org

Harris County ACCOUNTING PROCEDURES Reference:

. HARRIS COUNTY DEPARTMENT OF CCG (LOCAL
“~5 Education EDUGATION cee LoCA

DATE DEVELOPED: 03/26/06 REVISED DATE: 11/11/16

SUBJECT: Processing Non-Tax Deposits

Purpose
To provide guidelines for bank deposits

Procedure

All deposits should be submitted to Genoveva Lira Senior grant accounting clerk in the
Business Office. Amemo is required for all deposits (check or other non-monetary forms).
Cash is accepted at the HCDE schools only. Receipts will be provided for cash deposits
only. Receipts for non-monetary deposits are available by request.

Delivery Options

Inter office Deliveries

All deposits delivered via interoffice mail should accompany a deposit memo. Only
checks are accepted through interoffice mail.

Hand deliveries

All deposits delivered via hand delivery should accompany a deposit memo. Cash is
accepted at the HCDE schools only. Exceptions to accepting cash deposit require the
Assistant Superintendent for Business Services approval or designee.

Recording Deposits

All deposits are made via image direct deposit (IDD) which allows the Department to
receive same day credit. A cash receipt log form is prepared listing all checks and
supported by the IDD batch list which details the amount of the deposit. The cash receipt
log form is reviewed and approved by the Chief Accounting Officer. Deposits are made in
the following categories: (1) Deposits for invoices such as records management, therapy,
and other billable services that are entered in Community Plus and (2) Miscellaneous or
deferred deposits such as registration fees and insurance reimbursements. Once the
form is fully executed, a journal entry is entered in Pentamation in order to record these
transactions on the books.

Processing Deadlines

Deposits are made on a daily basis. All checks received will be deposited unless
information is pending from the division. All undeposited check will be kept in the
Business Service safe. The senior grant accounting clerk will follow up with the division



http://www.tasb.org/policy/pol/private/101000/

manager in order to resolve any questions on the checks and deposit these checks in the
month received.

Cash Deposits at the schools

HCDE schools are allowed to receive cash, checks or money orders as payment for
services provided. The office clerk/bookkeeper responsible for collecting payments must
secure all money in a safe or filing cabinet with a key. Checks received for deposit will be
immediately endorsed with the statement “For Deposit Only” and the account number. A
deposit ticket will be prepared listing all the cash and the checks. Bank deposits shall be
made by the office clerk/bookkeeper or other designated employee on a daily basis
(unless there is less than $100 to be deposited) to the closest CHASE bank and delivered
in a secure deposit bag or hand deliver the money to the senior grant accounting clerk
who will process the deposit. Two copies of the deposit ticket and checks indicating the
general ledger account number must be made prior to delivering the deposit to the bank.
One set of copies will be maintained at the office for their records and the other copy will
be submitted to the senior grant accounting clerk at the Business Services for recording
to the general ledger by the next business day.

The office clerk/bookkeeper will review on a weekly basis the detailed revenue report on
Pentamation to verify that all deposits are recorded accurately. If corrections are needed,
please contact the senior grant accounting clerk at extension #3131.



Harris County | AccouNTING PROCEDURES | Reference:

M : HARRIS COUNTY DEPARTMENT OF
Educatmn EDUCATION CCG(LEGAL)

DATE DEVELOPED: 02/09/09 REVISED DATE: 5/07/13

SUBJECT: Processing Tax Deposits

Purpose
To provide guidelines for processing tax deposits.

Procedure

HCDE tax deposits are collected and deposited through a third-party administrator, Harris
County Tax Assessor and TexStar Investment Pool. The following steps are made to
ensure that tax deposits are accurately recorded, receiving the maximum amount of
interest and deposited in a timely manner:

« All tax deposit confirmations are received via email from TexStar Investment Pool
and a hard copy confirmation is downloaded from the Harris County Tax Assessor’s
Filezilla software program.

e Ajournal entry is prepared to record the tax deposits in the general ledger.

e All tax deposit journal entries must be reviewed and approved by the Chief
Accounting Officer before being entered into the accounting system.

e The Junior Accountant will prepare monthly reconciliations to ensure accuracy and
accountability of all tax deposits.

e All reconciliations of tax deposits must be reviewed and signed off by the Chief
Accounting Officer.


http://www.tasb.org/policy/pol/private/101000/

Harris County | AccOUNTING PROCEDURES | Reference:

~4 . HARRIS COUNTY DEPARTMENT OF
CCG (LOCAL)
Education EDUCATION LLGILOLAL

DATE DEVELOPED: 02/06/09 REVISED DATE: 05/07/13

SUBJECT: Processing Registrations

Purpose
To provide guidelines for processing registrations

Procedure

All participants who would like to attend a workshop(s) held at the HCDE Conference Center
may (1) register online through HCDE Ungerbough, (2) Mail in a registration form with payment
or (3) register and pay on site. The following procedure should be followed to insure that
participants are registered in a timely manner:

Participants Responsibility

(1) Register for the workshop on HCDE website.

(2) Choose your payment option, check, money order, purchase order, or credit card.
(3) Mail in registration and payment, if applicable.

(4) Receive confirmation of your registration

Business Office Responsibility

(1) Receive registration forms and/or payments through mail.

(2) Date stamp registration forms and payments.

(3) Scan registration forms and payment to the appropriate division and Workshop Management
coordinator

(4) Process deposit(s)

Divisions Responsibility
(1) Receive the participant’s registration and payment via scan and process in accordance with
internal procedures.



http://www.tasb.org/policy/pol/private/101000/

Harris County |  AccOUNTING PROCEDURES | Reference

M : HARRIS COUNTY DEPARTMENT OF
Educatmn EDUCATION CCG(LEGAL)

DATE DEVELOPED: 11/25/08 REVISED DATE: 05/05/15

SUBJECT: Customer Refunds, Credit memos, Overpayments, Billing adjustments

Purpose
To provide guidelines for the handling customer refunds, credit memos, billing

adjustments, overpayments and duplicate billings.

Procedure

All customer refunds, credit memos, billing adjustments, overpayments and duplicate
billings are requested by the divisions and forwarded to Business Services, Accounts
Receivable Specialist, for processing. Written requests may be sent by email or a hard
copy may be forwarded by interoffice mail. Division manager approval is required in
order to process the accounts receivable adjustment. The following guidelines should
be followed to ensure accurate and prompt processing of refund requests.

Responsibility of the Divisions

Customer refunds are requested and approved by the budget manager, the requester
must prepare a payment authorization that includes (1) customer name or invoice
number (2) reason for refund (3) amount of the refund and (4) Budget Manager
signature. Credit card refunds request must be sent to accountsreceivable@hcde-
texas.org stating the reason for the refund and budget manager approval.

Responsibility of the Business Service-Accounts Receivable

Once a written request is received by the Accounts Receivable Specialist, the invoice
will be researched for verification. The Accounts Receivable Specialist will start the
process for the refund or credit memo in a reasonable time, usually within a week. A
copy of the refund or credit memo is available upon request for the division.

All refunds, credit memos, adjustments and overpayments must be approved by the
Chief Accounting Officer for amounts between $0.01 cent and $499.99 and the approval
of the Asst. Superintendent of Business Services for anything exceeding $500.00 before
processing. Documentation regarding the rationale for the adjustment, refunds, credit
memo or overpayments must be included in the refund check request. Once the
required approvals are obtained, the Accounts Receivable specialist will process the
adjustment. All adjustments are subject to audit and be reviewed by the external
auditors.



http://www.tasb.org/policy/pol/private/101000/
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All refunds for Workshop Management System (WMS) credit card payments will be
refunded via the credit card processing system. Customers will be notified by email for
all WMS refunds.

All requests for refunds must be made within 6 months of the payment/transaction date.
Refunds for payments made by check must be requested by the division using a
payment authorization form, which needs to be submitted to the accounts payable for
processing.

Reports
A monthly aging report is submitted to the Asst. Superintendent of Business Services for

all accounts receivable accounts. This report is forwarded to all divisions for
review and verification.
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Reference:

CH (LOCAL)

DATE DEVELOPED: 03/26/06

REVISED DATE: 11/11/16

SUBJECT: Returned Checks

Purpose

To provide guidelines for processing returned checks.

Procedure

HCDE accepts cash, checks, money orders and credit cards for payment. Deposits are
made on a daily basis. In the event a check is returned due to insufficient funds, a fee of
$40.00 will be assessed. The Business Office will notify the Division when a check is
returned. The check will be returned to Division or re-deposited if the issuer requests it. If
the issuer does not request to have the check re-deposited another acceptable form of

payment must be made.
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ACCOUNTING PROCEDURES | Reference:

HARRIS COUNTY DEPARTMENT OF DH (LOCAL)

EDUCATION

DATE DEVELOPED: 03/26/06

REVISED DATE: 05/01/09

SUBJECT: Employees Personal checks

Purpose

To provide guidelines for processing personal checks.

Procedure

HCDE accepts cash, checks, money orders and credit cards as forms of payment.
Checks are acceptable for payment of services and reimbursements only. Under no
circumstances should an employee’s personal check be cashed.



http://www.tasb.org/policy/pol/private/101000/

Harris Countv DESK PROCEDURE Reference:

Accounts

. HARRIS COUNTY DEPARTMENT OF !
y \ Educatmn EDUCATION Receivable

DATE DEVELOPED: 06/24/2015 REVISED DATE:

SUBJECT: Reporting Annual Sales Tax

Purpose:
To ensure accurate and timely filing of the Department’s Limited Sales, Excise and Use

Tax and to avoid cancellation of exemption.

Procedure:
In accordance with Tax Code Chapter 151 Limited Sales, Excise and Use Tax and the
provisions set forth by the Texas Comptroller of Public Accounts, HCDE is exempt from
Sale and Use taxes as verified on the Texas sales and use tax exemption certificate. A
Sales and Use tax report must be filed on a calendar year basis on or before January 20
of the following year.

How to file taxes:
The Department uses the State Comptroller's Web File to report the annual Sales tax
report electronically. Division managers must submit a monthly sales tax report to the
Business Service if the division collected any sales taxes on items sold by the division. If
there were no sales tax collections for the month, a sales tax report must still be submitted
with a zero dollar amount on or before January 20 following the calendar year end.

Responsible Parties:
The Accounts Receivable Specialist is responsible for the collection of the sales tax
reports submitted by the divisions and for the preparation of the Limited Sales, Excise and
Use Tax to the State Comptroller’s office on an annual basis. The Chief Accounting
Officer will review and approve the report and will forward the report to the Assistant
Superintendent for final signature and approval.

Submission and Confirmation of the Sales Tax Report

The Senior Grant Accounting Specialist is responsible for the timely submission of the
report on the State Comptroller's WebFile. Once the report has been filed, a confirmation
sheet should be printed and filed.




Accounts Payable

The Accounts Payable Department is responsible for ensuring that all obligations
of HCDE have been paid in a timely manner and in compliance with all state,
local, and federal regulations.



Harris County ACCOUNTING PROCEDURES | Reference:
CH (LOCAL)
HARRIS COUNTY DEPARTMENT o | CH (LEGAL)
M Education EDUCATION
DATE DEVELOPED: 03/26/06 REVISED DATE: 11/04/16

SUBJECT: Payment Authorizations

Purpose
To provide guidelines for processing payments prepared on a Payment Authorization.

Procedure

A Payment Authorization is a request to process a payment for goods or services that have
already been delivered. Each requestor is responsible for completing a Payment Authorization
form and obtaining approval from the budget manager or an authorized person. A Payment
Authorization requires the original Payment Authorization-no faxed or scanned copies, the
vendor number, the original invoice, receipt(s) and other supporting documentation before
payment is processed. ALL PAYMENTS WILL BE EXCHANGED IN US DOLLARS,
CANADIAN DOLLARS AND OTHERS ARE NOT ACCEPTABLE.

Division personnel are responsible for verifying that funds are available in the budget before
initiating a payment authorization. Effective August 1, 2016, all contracted services invoices
paid with a payment authorization requires the vendor contract to be attached to the payment
authorization. At the minimum, please provide the term and compensation sections of the
contract. This is necessary to determine that the purchase was competitive procured in
accordance with CH Local and CH Legal. Requestors are encouraged to retain a copy of the
payment authorization with backup documentation for future references. All payment
authorizations should be forwarded to the Business Office/Accounts Payable for processing.

Authorized Signatures-Only the budget manager or an authorized designee is allowed to
approve and sign payment authorizations and invoices. Budget managers should ensure that
the signature authorization form is updated at all times.

Authorized Transactions-The following transactions are authorized for payments on a payment
authorization:

Payment authorizations with no dollar limit restriction: (as required by agency and
approved by supervisor)
e Credit card payments
e Grant payments to schools and school districts
e Payroll related payables (types of insurances). These payables should be coded to a
balance sheet account not an expenditure account

e Permits
e Legal notices and advertisements
e Licenses

e Registration fees
e Subscriptions

e Membership dues
e Postage




e Travel expenses (prepaid airfare and hotel only)
e Temporary staffing services

Payment authorizations with $2,500 maximum limit:
e Catering and food for meetings
e Cell phone reimbursements
* Reimbursements for business meetings/luncheons
e Student fieldtrips (charter costs or admission costs)
o Proper insurance must be reviewed by division manager and a copy of the
insurance should be attached to the payment authorization form
e Payments to a vendor that does not accept purchase orders
« Personal reimbursements for items spent in accordance with the Employee Recognition
Manual (located on the HCDE Portal under Human Resources)
e Minor equipment repairs
e All Contracted services charged to 62190000 (with contract attached)
« Non-employee reimbursements paid from 64XX
e Merit awards, student awards and other educational related awards have a dollar
threshold of $49.00 per item. All awards should be age appropriate. Purchases should
never contain any mature or adult content or contain a “R” or “M” rating on audio/visual
materials.

When in doubt, submit purchase orders instead of payment authorizations.
All other expenditures not listed above require a purchase order.

Payment authorizations submitted for items that require a purchase order will not be approved
unless authorized by the Assistant Superintendent for Business Services. A request for
payment of goods and services without justification and is in violation of the procurement
policies will be returned to the requestor.

It should be noted that any payment requests above $2,500 requires either three written
guotes or be part of a current Job Number duly approved by the Board of Trustees. Any
payment in violation of these guidelines may become a personal liability of the individual and/or
the division manager. Also, payments made on a payment authorization that has $2000 or
more of labor services provided must have a contract to comply with the David Bacon Act.

According to CH Local http://pol.tasb.org/Policy/Code/578, all single items or
cumulative expenditures amounting to $50,000 are required to be pre-approved by the Board of
Trustees prior to the cumulative purchases.

In order to meet this requirement, the Purchasing Office will submit to the Board of Trustees a
monthly payment history report of all vendors with cumulative payments totaling $50,000.

Division Managers are required to plan and notify the Purchasing Office of any planned
purchases amounting to $50,000 in a fiscal year so that these purchases are reported prior
to the cumulative purchases.

Supporting Documentation
The following documents must accompany a payment authorization, if applicable, before
processing:

» Original invoice or receipt signed and dated or stated “OK to Pay”

» Registration forms (original & 1 copy)

» Application for renewals/permits (original & 1 copy)




* Subscriptions

» Billing receipts

* Hotel confirmations

* Copy of notices or advertisements
» Verification checklist

» Copy of consultant’s contract

Note: Reimbursements will not be processed without the receipts.

Form Completion

When preparing a payment authorization, the requestor should ensure that the form is
complete, legible and accurate. To avoid duplication of vendors, requestors should refrain from
using “nicknames” or acronyms. Vendor and consultant’'s name should reflect the name on the
W-9. The requestor should type a detail description, such as a black pen rather than an item
number. A verification checklist should be attached to the payment authorization and the
payment authorization should have the correct Remit to address for which payment should be
mailed. Forward all payment authorizations to the Business Office for processing.

What to do when funds are unavailable (exceeds budget balance)?
If you were notified that your payment authorization was not processed due to funds
unavailable, follow the steps below:

(1) Contact your budget manager or designee;

(2) Initiate a budget transfer and forward to the Business Office;

(3) Confirm that the budget transfer was processed and ;

(4) Notify an Accounts Payable specialist after the budget transfer/amendment has been

processed

Note: A payment will not be processed when funds are unavailable.

Processing Deadlines and Check Distribution

Payment authorizations submitted on Tuesday by 12:00 noon will be processed on the following
Wednesday provided that all submitted paperwork is complete, accurate and have not been
returned. All checks will be mailed unless approved for pickup by the Asst. Superintendent for
Business Services or the Chief Accounting Officer. Refer to the Business Services Calendar for
check distribution dates.

Sales Taxes

The Department is exempt from sales taxes, but not hotel taxes. Payment authorizations should
not include sales taxes for payment or reimbursements to employees for purchases made for
the benefit of the Department.  For more information on HCDE tax exemption privileges, refer
to the Texas Sales Tax exemption procedure.



Hartis County ACCOUNTING PROCEDURES | Reference:

HARRIS COUNTY DEPARTMENT OF | &H (LOCAL)
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DATE DEVELOPED: 03/26/06 REVISED DATE: 08/04/16

SUBJECT: Purchase orders

Purpose
To provide guidelines for processing payments prepared on purchase orders

Procedure

Purchase Orders are processed from an approved requisition entered in Pentamation. Division
personnel are responsible for verifying that funds are available in the budget line item and a
current contract exist on file before initiating a requisition. Each requisition requires at least two
(2) days for processing after approvals. All approvals and required documentation must be
received in the Purchasing Department before a Purchase Order is processed. Employees are
prohibited from ordering / receiving purchases that have not been converted into a Purchase
Order. After a Purchase Order has been processed, the Purchasing Department will forward
the Purchase Order to Accounts Payable for processing payment. ALL PAYMENTS WILL BE
EXCHANGED IN US DOLLARS, CANADIAN DOLLARS AND OTHERS ARE NOT
ACCEPTABLE.

Authorized Signatures-Only the budget manager or authorized designee is allowed to approve
and sign invoices. Budget managers should ensure that the signature authorization form is
updated at all times.

Types of Purchase Orders
e One-time Purchase Order
A one-time purchase order is processed when purchases are made or services
are requested, ordered, received, paid, and closed in a short period of time. This
is the most common type of purchase order that HCDE utilizes. Items listed on
the purchase order cannot be exchanged for a different item once the purchase
order is issued.

e Open or Blanket Purchase Order
An open or blanket purchase order is processed when a specific amount of
money is encumbered to cover expenditures that are usually paid monthly.
Examples are: utilities, contractors, lease payments, etc. Divisions are
responsible for forwarding all changes in contract prices to Accounts Payable.

It is the responsibility of the division to monitor all open or blanket purchase orders. When all
monies are spent on the purchase order the purchase order will be closed.




Delivery Options

Merchandise delivered to the Warehouse (6005 Westview)

When there is a delivery to the Warehouse, the merchandise will be delivered to your division by
Facilities personnel. You will be required to sign off on the receipt of the delivery. Please
review your order for accuracy. All technology purchases must be delivered to the
Warehouse for inventory clearance. Once invoices are received in Accounts Payable, a copy
will be forwarded to the appropriate division personnel for approval.

Merchandise delivered to all other locations

Once merchandise is received in the division or at a requested location other than the
Warehouse, division personnel should immediately review and verify merchandise against the
packing slip(s). For future reference, please retain a copy of the packing slips for your records.
Accounts Payable will forward the invoice for confirmation of delivery and approval for payment.
Please include the PO number on the approved invoice(s).

If partial shipment is received, please notify Accounts Payable. When you receive the invoice
for approval, make a notation on the invoice of all items not received.

NOTE: Merit awards, student awards and other educational related awards have a dollar
threshold of $49.00 per item. All awards should be age appropriate. Purchases should
never contain any mature or adult content or contain a “R” or “M” rating on audio/visual
materials.

What to do when funds are unavailable (exceeds budget balance)?
(1) Contact your budget manager or designee;
(2) Initiate a budget transfer and forward to the Business Office;
(3) Confirm that the budget transfer was processed and ;
(4) Notify an Accounts Payable specialist after the budget transfer/amendment has been
processed

Note: A payment will not be processed when funds are unavailable.

Processing Deadlines and Check Distribution

In most cases, one-time purchase orders are paid when all approved paperwork is received in
Accounts Payable. Checks are mailed every Wednesday, except when a Wednesday falls on a
HCDE Holiday or when other Business Services processes take precedent, provided that all
paperwork is complete, accurate and have not been returned. Checks will not be held for pickup
unless prior approval has been given by the Asst. Superintendent of Business Services or the
Chief Accounting Officer. Notification will be given if any changes are made to a scheduled date
specified on the Business Services Calendar.
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Accounts Payable Process for Payments submitted on A PURCHASE ORDER

Accounts Payable receives a copy of the signed Purchase Order /contract if applicable from
Purchasing.

Accounts Payable receives the invoice from the vendor.

Accounts Payable matches the invoice to the Purchase Order.

Accounts Payable forwards the invoices to the division budget manager for review and approval.
Once reviewed, the budget manager signs, “OK TO PAY” on the invoice and returns it to
Accounts Payable for processing. The “OK TO PAY” certifies that the items or services listed on
the invoice has been received in full unless otherwise noted.

AP enters the payments in two batches, one is for payment less than $2,500 and the other is for
payments $2,500 and above noted with the appropriate Business Office reviewer for grants and
accounting.

Batches are reviewed and proof read by an AP Specialist who did not enter the batch in the
system to ensure accuracy of invoice numbers, correct vendor and amounts.

The Accounting Manager reviews all batches to confirm budget manager signatures, “OK TO
PAY” and supporting documentation including current signed contracts, if applicable.

Batches are forwarded to the appropriate Grant Accountant or Senior Accountant to verify
accountability, allowable goods and services and funds availability.

Batches are then forwarded to the Chief Accounting Officer for review and approval.

All batches over $2,500 are forwarded to the Assistant Superintendent of Business or designee
(Chief Accounting Officer) for approval.

Batches are returned to the AP Specialist for processing.

Batches are released and processed. Checks are printed, match with supporting documentation,
if any, and mailed. If the vendor is on direct deposit, a voucher will be emailed.

All checks processed in the amount of $15,000 and over must be manually signed by the
Assistant Superintendent of Business prior to releasing the checks.

Each AP Specialist sends a Positive Pay file (checks) and the EFT file (direct deposit) to the bank
for the total amount of the batches processed.

A Verification Checklist form is signed by the AP specialist and a verifier (usually another AP
Specialist) for the submission of the Positive pay file and the EFT file.

The Verification Checklist is then given to the Accounting Manager to verify that the Positive Pay
file and the EFT files have been submitted electronically to the bank with the correct amounts.
The Accounting Manager tallies the amounts from each of the batch totals then forwards the
verification checklist with the totals to the Sr. Accountant for the release of the EFT files and to
transfer the total amount of the batches (checks and EFT) to the Accounts Payable cash account.
Once processed, the Sr. Accountant returns the Verification Checklist and the file totals
summary sheet(s) to the Accounting Manager.

The Accounting Manager verifies the transfer of funds and the release of the EFT files.

The Accounting Manager signs off on the transfer form then forwards it to the Jr Accountant for
the end of the month cash reconciliations.



Harris County ACCOUNTING PROCEDURES | Reference:
CH (LOCAL)
HARRIS COUNTY DEPARTMENT o | CH (LEGAL)
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DATE DEVELOPED: 10/30/08 REVISED DATE: 04/29/13

SUBJECT: Processing payments for temporary personnel services

Purpose
To provide guidelines for processing payments for temporary personnel services. ALL

PAYMENTS WILL BE EXCHANGED IN US DOLLARS, CANADIAN DOLLARS AND
OTHERS ARE NOT ACCEPTABLE.

Procedure
The procedure for processing of temporary services will include the following steps.

Originating Division
« Identify a need and secure funding for the temporary services request.
e Ensure that funds are available in your budget line item for account code 62150000.
e Complete the temporary requisition form.
« Forward the temporary requisition form to Human Resources for review and to obtain a
cost estimate.
e Initiate a requisition through Pentamation.

Human Resources
e Ensure the temporary personnel requisition form is complete.
e Contact the temporary service provider for availability and receive a cost estimate and
hourly rate.
e Contact the requested division and provide a cost estimate.
e Forward the temporary requisition form to the Purchasing Department.

Purchasing
* Review and approve the requisition
e Process a purchase order
e Forward a copy of the purchase order to the originating division, Human Resources, and
Accounts Payable (with temporary personnel requisition attached)

Accounts Payable
e Receive and review purchase order and temporary personnel requisition form for
accuracy.
e Scan a copy of the invoice to the Budget manager
e Obtain an approval from the Budget manager by requesting a signature and referencing
the PO number on the scanned copy of the invoice and denoting “OK to Pay”.

Authorized Signatures-Only the budget manager or authorized designee is allowed to
approve and sign invoices for temporary personnel services. Budget managers should
ensure that the signature authorization form is updated at all times.




What to do when funds are unavailable (exceeds budget balance)?
If you were notified that your purchase order for Temporary Personnel Services was not
processed due to funds unavailable, follow the steps below:

(1) Contact your budget manager or designee;

(2) Initiate a budget transfer and forward to the Business Office;

(3) Confirm that the budget transfer was processed and ;

(4) Notify an Accounts Payable specialist after the budget transfer/amendment has

been processed

Note: a payment will not be processed when there are no funds available.

According to CH Local, http://pol.tasb.org/Policy/Code/578 all single items or

cumulative expenditures amounting to $50,000 are required to be pre-approved by the Board of
Trustees prior to the cumulative purchases. In order to meet this requirement, the Purchasing
Department will submit a payment history report to the Board for all vendors with cumulative
payments amounting to $50,000 on a monthly basis.

Processing Deadlines and Check Distribution

Purchase orders submitted on Tuesday by 12:00 noon will be processed on the following
Wednesday, providing that all submitted paperwork is complete and accurate. Refer to the
Business Services Calendar for check distribution dates.
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SUBJECT: Travel Reimbursements (Out of County or State)

Purpose
To provide guidelines for processing reimbursements for employee travel expenses.

Procedure

Travel expenses incurred by an employee who travels on business on behalf of HCDE outside
the area of the employee’s principal work site or home are considered reimbursable expenses.
Travel reimbursements may include meals, lodging, transportation cost and other incidental
expenses. All receipts must be signed by the employee. Budget Managers are responsible for
verifying funds are available before approving each request for travel reimbursement. All travel
reimbursements are subject to review and final approval by the Business Office. ALL
PAYMENTS WILL BE EXCHANGED IN US DOLLARS, CANADIAN DOLLARS AND
OTHERS ARE NOT ACCEPTABLE.

In order for travel reimbursements to be excludable from employee’s wages, the expenses
incurred must be ordinary and necessary while traveling overnight away from home and meet
the accountable plan rule requirements (see below). Travel reimbursement expenses that are
reviewed and do not meet the accountable plan rule will be processed under the non-
accountable plan rule and the incurred expenses may be included in the employee’'s wages
subject to payroll taxes.

Effective September 1, 2011, all travel reimbursements paid from General funds must be
submitted within 30 days after the last date of travel and before September 15 of each fiscal
year. Travel reimbursements submitted after the current fiscal year may be forfeited. Travel
reimbursements disbursed from Special Revenue or Grant funds must be submitted within 30
days after the last date of travel and no later than 15 days after the end of the grant period.
Travel reimbursements submitted after 15 days of a grant closing period will be returned to the
requester. All reimbursements for personal vehicle mileage or submitted through the Travel
Management System (TMS) must accompany documentation of proof of insurance on the first
reimbursement of each fiscal year.

Request to Attend Form

A request to attend online form is required to accompany a travel reimbursement form for all out
of county and out of state travel. It is not required for attending a workshop,conference or a
luncheon held at any HCDE locations (Irvington, NPO, Special Schools other facilities).

Out of County Travel

All expenses related to out of county travel must be approved by the budget manager or
designee. The designee for each division must be on the signature authority form as an
alternate signer. A reguest to attend form must be completed, signed and submitted with the
original travel reimbursement form. If an employee is no longer employed with HCDE, a




payment authorization form must be submitted with supporting documentation for processing a
reimbursement.

Out of State Travel

Travel out of state must be approved by the Superintendent or designee. The designee or
alternate signer must be on the signature authority form. A request to attend online form must
be completed, signed by the employee and the budget manager and submitted to the
Superintendent or designee for approval before any travel arrangements are made and all travel
reimbursement requests upon return must be approved by the Superintendent.

Authorized Signatures-Only the budget manager or authorized designee is allowed to approve
and sign a travel reimbursement form, unless otherwise noted. Budget managers should
ensure that the signature authorization form is updated at all times.

Accountable Plan Rule:
All travel expenses are excludable from wages under the accountable plan rule if all of the
following requirements are met:
e There is a business connection
e Accounting for expenses is met by substantiation (employee is able to provide the
amount, date and time, place and business purpose) of the expenses with receipts
* Excess monies are returned within a reasonable time (advances only)

If the above requirements are not met, all expenses will be processed under the non
accountable plan rules, included in wages and subject to payroll taxes.

Meal Expenses
Meal expenses are reimbursed on a per diem basis. Meal expenses incurred on full travel
days associated with overnight travel are considered substantiated without receipts if the
expenses are equal to the per diem rate and accompanied by a full agenda. Out of State
meal expenses will be paid at the federal rate in accordance with the CONUS per diem
guideline for that state/county.

Meal expenses that are approved and do not require an overnight stay may be
reimbursed. However, non overnight stay meal reimbursements will be processed through
payroll and the reimbursed amount will be subject to applicable taxes. Employees must
provide adequate documentation verifying the time, place and business purpose for each
meal reimbursement request.

Transportation Expenses
Travel expenses may include personal automobile mileage, common carrier cost, and
other approved travel arrangements to and from the business related destination. Travel
reimbursements for transportation expenses incurred, require substantiation and itemized
receipts. Refer to the Official Rate Guide for determining reimbursement basis.

Airfare Expenses
All reimbursement requests for airfare expenses require three (3) quotes. An airfare quote
form must accompany the travel reimbursement form.

Miscellaneous Expenses
Miscellaneous expenses may include toll fees, parking fees, conference materials, and
telephonef/internet expenses etc that are reasonable and necessary for business
purposes. Miscellaneous expenses require substantiation and receipts. Refer to the
Official Rate Guide for determining reimbursement basis.




Official Rate Guide Used for Determining Reimbursement
Expenses incurred related to business travel are subject to the Business Office standard
business procedures.

Reimbursable travel expenses Based on:
Non-prepaid registration, lodging and transportation actual receipt
Conference materials cost minus sales taxes

Per diem within the State of Texas (overnight / day travel) Current rate $9.00 per quarter

Per diem outside the state of Texas Current rate per city, (see per diem
mileage guide)

Parking at an event or out of town actual receipt

Airport parking at Hobby and 1AH rate up to $15.00 per day

Ground transportation actual receipt (excluding tips)
Rental cars (with prior approval) actual receipt

Rental car fuel actual receipt from gas station (no

reimbursement for fuel fill-up at
rental drop off location)

Personal automobile mileage current federal rate

Tips (personal) unallowable (see tips below)
Toll road fees actual receipt

Other miscellaneous expenses actual receipt

Express Services

Employees are prohibited from participating in services that will cause an additional expense
incurred for personal conveniences. Employees will not be reimbursed for these types of
expenses unless deemed necessary and reasonable for the business agenda and approved by
the budget manager. Examples of express services may include but not limited to airport
express check-ins, late check-out of the hotel, etc.

Parking at Houston airports
Employees shall choose the most cost effective rate not to exceed $15.00 per day for extended
parking between off—site lots at either Hobby Airport or Bush Intercontinental Airport.

Rental Cars

All requests for rental vehicles for purposes of out of town travel require prior approval from the

budget manager. Estimated rental costs should appear on the request to attend form to confirm
approval. Employees should not purchase additional rental vehicle insurance since HCDE has

coverage for Hired Car Damage. If additional insurance is purchased, the employee will not be

reimbursed.

Employees should request vehicles that will accommodate the number of passengers plus
luggage according to the rental agency recommendation. For example, if you are traveling with
6 passengers, request a vehicle that will accommodate 6 passengers plus luggage. This may
require a vehicle larger than a mid-size car.

Hotel Reservation insurance/refund coverage




HCDE will reimburse employees for the cost of insurance if deemed necessary, reasonable and
allocable for valid reasons, if the hotel reservation needs to be changed due to itinerary changes
or cancellations. Adequate documentation must be provided to ensure support for the
expenditure. The cost of insurance must be included in the “Request to Attend” and prior
approval is required. Employees should make every effort to ensure that hotel accommodations
are made with anticipation (preferably 30 days or more) to take advantage of the discounted
rate. Employees are expected to avoid all cancellations by calling the respective hotel before
the deadline

Commute Miles

Commute miles refer to miles driven from your personal residence to your principal or regular
work location(s) during or after work hours, whether required or not by the employer. Therefore,
if you are scheduled to travel to a conference in your personal vehicle, you do not have to
deduct commute miles. Nor do you have to deduct commute miles if you are scheduled to
depart from your home to the airport.

Eligible Per Diem at Conferences

If your conference registration fee includes meals (breakfast, including continental breakfast,
lunch or dinner, including a scheduled reception that is hosted by the conference vendor, you
will not be reimbursed per diem. You must reduce the quarters based on all meals provided.
However, if you have an acceptable medical reason why you could not eat the meals provided
and you purchased food on your own, you may be reimbursed up to the $9.00 per diem amount.
The reason must be health related or due to a scheduled business meeting. All approved
exceptions must be substantiated with documentation. Note: The reduction of quarters on
meals provided does not include private vendor related parties and/or events. A FULL
agenda of the conference must accompany all travel reimbursements.

Tips for Business Meals

Any meal expenses purchased for meetings, conferences or trainings are allowable up to a
maximum of 15% gratuity in restaurants and up to 10% for delivery drivers Gratuities paid over
the 15% maximum must accompany an itemized receipt that shows the gratuity amount charge
by the restaurant.

Food (non-employees)

All food reimbursements for non-employees (students, parents, etc.) are allowable but are
reimbursed up to the current per diem rate or as authorized by the budget manager or as
allowed by grant regulations. Actual and itemized receipt must be submitted with travel
reimbursement.

Travel reimbursements-Supporting Documentation
The following documents must accompany an original (no faxed or scan copies) travel
reimbursement before processing:
 Copy of ‘Request to Attend’ to substantiate the business travel and approval by budget
manager and Superintendent , if necessary
e Full copy of workshop, conference or meeting agenda
e Original itemized receipts with requestor’s signature
e Mileage calculation results from Google Maps website
 Documentation and substantiation for additional mileage
* Record of grant case number (if applicable)
Note: Reimbursements will not be processed without the receipts.

Travel reimbursement-Form Completion and Distribution
The following information must be legibly printed or typed on a travel
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HarrisCounty ACCOUNTING PROCEDURES | Reference:

HARRIS COUNTY DEPARTMENT OF | DEE (LOCAD)

“>A Education

DATE DEVELOPED: 03/22/06 REVISED DATE: 02/23/18

SUBJECT: Travel Reimbursements (Out of County or State)

Purpose
To provide guidelines for processing travel reimbursements for employee travel expenses.

Procedure

Travel expenses incurred by an employee who travels on business on behalf of HCDE outside
the area of the employee’s principal work site or home are considered reimbursable expenses.
Travel reimbursements may include meals, lodging, transportation cost and other incidental
expenses. ALL PAYMENTS WILL BE EXCHANGED IN US DOLLARS, CANADIAN
DOLLARS AND OTHERS ARE NOT ACCEPTABLE.

Effective September 1, 2011, all travel reimbursements paid from General funds must be
submitted within 30 days after the last date of travel and before September 15 of each fiscal
year. Travel reimbursements submitted after the current fiscal year may be forfeited. Travel
reimbursements disbursed from Special Revenue or Grant funds must be submitted within 30
days after the last date of travel and no later than 15 days after the end of the grant period.
Travel reimbursements submitted after 15 days of a grant closing period will be returned to the
requester/attendee.

Request to Attend Form

Effective March 1, 2018 the request to attend will only be expected through the online portal for
all employees who travel on business on behalf of HCDE outside the area of the employee’s
principal work site/ home. A request to attend online form is required to accompany a travel
reimbursement form for all out of county / out of state travel. A request to attend form is done
before the travel reimbursement form and it is not required for attending a workshop, conference
or a luncheon held at any HCDE locations (Irvington, NPO, Special Schools other facilities).

Step One: You will receive a notification in your HCDE outlook saying “Welcome Back”
Please edit /submit your Travel Reimbursements.

2 Reply [E2Reply All 5} Forward G5 1M
Fri 4/27/2018 5:06 PM
— HCDE-PORTAL
Welcome Back! Please edit and submit your Travel Reimbursement

To O
Co O um—

A new TravelReimbursement form for SRS for the HOUSTOMN PURBLIC SECTOR CPE EVENT is available at the following link:

https://hcdeportal.hcde-texas.org/Nintex/Lists/TravelReimbursement/EditForm.aspx?ID=129

TravelReimbursement #129




The system automatically populates the numbered travel reimbursement in the email. This
document is ready for review and needs to be updated for approval/payment.

b

Attendee * — Division® Center for After School Summer and

Expanded Leaming

TravelReimbursement #185

Conference/Workshop *  Mational Afterschool Assodation (NAA)

Location City * State/Region *
Hyatt Atlanta Atlanta Georgia

Date and Time of Departure * Date and Time of Return *

3/18/2018 2:00:00 PM 3/21/2018 4:00:00 P

Select Goals * | Recruit and maintain a high-quality professional staff

Purpose * The Maticnal Afterschool Association Convention is the premier national conference for

afterschool professionals. [t provides an unparalleled opportunity to learn from national
experts in the field. The 2018 NAA convention will also provide the opportunity to meet with
over 100 exhibitors and network with other afterschool professionals to explore ideas about
programming and learn about new materials and technology. Chasidy Celestine was
selected as one of NAL's Next Generation of Afterschool Leaders Award. She is attending
the conference as a free participant in acceptance of her award.

Out of County Travel

All expenses related to out of county travel must be approved by the budget manager or
designee. The designee for each division must be on the signature authority form as an
alternate signer. If an employee is no longer employed with HCDE, a payment authorization
form must be submitted with supporting documentation for processing a reimbursement.

Out of State Travel
Travel out of state must be approved by the Superintendent or designee. The designee or
alternate signer must be on the signature authority form.

*Before proceeding to the next segment check to make sure:
e Attendee’s legal name (no nicknames) and the attendee’s division is selected. This
ensures the correct budget codes are populated for travel reimbursements.



< Identify the Workshop/Conference name, location, city, and state information.

e Date /time of departure and return date/time should be provided as this will help to
calculate your per diem for the future travel

 Make certain to provide the goals or the benefits expected results you hope to gain from
this travel.

Step Two: Use this section to update all travel related expenses associated with this
travel. In this section the attendee will provide the actual numbers.

EXPENSES

Registration Fee 0 $ 0.00
Lodging 0O $ 0.00
Transportation

Total Vehicle Miles  57.9 X 0.5450 £ 31.56
CommonCarrier 0 3 estimates are required for Air Travel $ 0.00
Parking/Other  80.33 $ 8033
Total Transportation $ 111.89

Per Diem Calculation

1stQ 2ndQ 3rdQ 4thQ

Departure Date 1] 1] 1 1 2
InterimDays 2 x4 8
Return Date 1 1 1 1] 3
Reduction of Quarters based on Meals Provided 3

Total Quarters x Per Diem Rate 10 x 17.25 = § 17250

Please add a reason for changing the Per Diem rate from the default value:
The GSA per diem for Atlanta is $69 divided by 4 equals to 17.25.

TOTAL EXPENSES




Meal Expenses
Meal expenses are reimbursed on a per diem basis. Meal expenses incurred on full travel
days associated with overnight travel are considered substantiated without receipts if the
expenses are equal to the per diem rate and accompanied by a full agenda. Out of State
meal expenses will be paid at the federal rate in accordance with the CONUS per diem
guideline for that state/county.

Meal expenses that are approved and do not require an overnight stay may be
reimbursed. However, non overnight stay meal reimbursements will be processed through
payroll and the reimbursed amount will be subject to applicable taxes. Employees must
provide adequate documentation verifying the time, place and business purpose for each
meal reimbursement request.

Transportation Expenses
Travel expenses may include personal automobile mileage, common carrier cost, and
other approved travel arrangements to and from the business related destination. Travel
reimbursements for transportation expenses incurred, require substantiation and itemized
receipts. Refer to the Official Rate Guide for determining reimbursement basis.

Airfare Expenses
All reimbursement requests for airfare expenses require three (3) quotes. An airfare quote
form must accompany the travel reimbursement form.

Miscellaneous Expenses
Miscellaneous expenses may include toll fees, parking fees, conference materials, and
telephonel/internet expenses etc that are reasonable and necessary for business
purposes. Miscellaneous expenses require substantiation and receipts. Refer to the
Official Rate Guide for determining reimbursement basis.

Official Rate Guide Used for Determining Reimbursement
Expenses incurred related to business travel are subject to the Business Office standard
business procedures.

Reimbursable travel expenses Based on:
Non-prepaid registration, lodging and transportation actual receipt
Conference materials cost minus sales taxes

Per diem within the State of Texas (overnight / day travel) Current rate $9.00 per quarter

Per diem outside the state of Texas Current rate per city, (see per diem
mileage guide)

Parking at an event or out of town actual receipt

Airport parking at Hobby and IAH rate up to $15.00 per day

Ground transportation actual receipt (excluding tips)
Rental cars (with prior approval) actual receipt

Rental car fuel actual receipt from gas station (no

reimbursement for fuel fill-up at
rental drop off location)

Personal automobile mileage current federal rate
Tips (personal) unallowable (see tips below)
Toll road fees actual receipt

Other miscellaneous expenses actual receipt



Express Services

Employees are prohibited from participating in services that will cause an additional expense
incurred for personal conveniences. Employees will not be reimbursed for these types of
expenses unless deemed necessary and reasonable for the business agenda and approved by
the budget manager. Examples of express services may include but not limited to airport
express check-ins, late check-out of the hotel, etc.

Parking at Houston airports
Employees shall choose the most cost effective rate not to exceed $15.00 per day for extended
parking between off—site lots at either Hobby Airport or Bush Intercontinental Airport.

Rental Cars

All requests for rental vehicles for purposes of out of town travel require prior approval from the

budget manager. Estimated rental costs should appear on the request to attend form to confirm
approval. Employees should not purchase additional rental vehicle insurance since HCDE has

coverage for Hired Car Damage. If additional insurance is purchased, the employee will not be

reimbursed.

Employees should request vehicles that will accommodate the number of passengers plus
luggage according to the rental agency recommendation. For example, if you are traveling with
6 passengers, request a vehicle that will accommodate 6 passengers plus luggage. This may
require a vehicle larger than a mid-size car.

Hotel Reservation insurance/refund coverage

HCDE will reimburse employees for the cost of insurance if deemed necessary, reasonable and
allocable for valid reasons, if the hotel reservation needs to be changed due to itinerary changes
or cancellations. Adequate documentation must be provided to ensure support for the
expenditure. The cost of insurance must be included in the “Request to Attend” and prior
approval is required. Employees should make every effort to ensure that hotel accommodations
are made with anticipation (preferably 30 days or more) to take advantage of the discounted
rate. Employees are expected to avoid all cancellations by calling the respective hotel before
the deadline

Commute Miles

Commute miles refer to miles driven from your personal residence to your principal or regular
work location(s) during or after work hours, whether required or not by the employer. Therefore,
if you are scheduled to travel to a conference in your personal vehicle, you do not have to
deduct commute miles. Nor do you have to deduct commute miles if you are scheduled to
depart from your home to the airport.

Eligible Per Diem at Conferences

If your conference registration fee includes meals (breakfast, including continental breakfast,
lunch or dinner, including a scheduled reception that is hosted by the conference vendor, you
will not be reimbursed per diem. You must reduce the quarters based on all meals provided.
However, if you have an acceptable medical reason why you could not eat the meals provided
and you purchased food on your own, you may be reimbursed up to the $9.00 per diem amount.
The reason must be health related or due to a scheduled business meeting. All approved
exceptions must be substantiated with documentation. Note: The reduction of quarters on
meals provided does not include private vendor related parties and/or events. A FULL
agenda of the conference must accompany all travel reimbursements.




Tips for Business Meals

Any meal expenses purchased for meetings, conferences or trainings are allowable up to a
maximum of 15% gratuity in restaurants and up to 10% for delivery drivers Gratuities paid over
the 15% maximum must accompany an itemized receipt that shows the gratuity amount charge
by the restaurant.

Food (non-employees)

All food reimbursements for non-employees (students, parents, etc.) are allowable but are
reimbursed up to the current per diem rate or as authorized by the budget manager or as
allowed by grant regulations. Actual and itemized receipt must be submitted with travel
reimbursement.

Step Three: This section requires the proper budget codes. The amounts must equal to the
expenses above and it is the division’s budget managers responsibility to verify funds are
available for approval. Each line item must have sufficient funds available or this document will
not be processed.

Budget Codes
Budget Manager Code Account Available Expense
922 2888-21-922-99-922 - 1,000 1725 § 17250

64120000 - Per Diem

922 2888-21-922-99-922 - 3,689 111.89 § 111.89
64130000 - Transportation

$ 28439

What to do when funds are unavailable (exceeds budget balance)?
(1) Contact your budget manager or designee;
(2) Initiate a budget transfer and forward to the Business Office;
(3) Confirm that the budget transfer was processed

Step Four: This section requires the approval and the attendee must provide supporting
documents for all travel associated with this travel reimbursement.

Select the Supervisor to approve the Attendee’s TravelReimbursement *

Lisa Caruthers

Attachments *  Chasidy NAA pdf

Close

Authorized Signatures-Only the budget manager or authorized designee is allowed to approve
and sign a travel reimbursement form, unless otherwise noted. Budget managers should
ensure that the signature authorization form is updated at all times.
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DATE DEVELOPED: 05/23/2018 REVISED DATE: 05/23/2018

SUBJECT: Request to Attend Procedures (Out of County or State)

Purpose
To provide guidelines for processing request to attend related to employee travel expenses.

Procedure

Travel expenses incurred by an employee who travels on business on behalf of HCDE outside
the area of the employee’s principal work site or home are considered reimbursable expenses.
Travel reimbursements may include meals, lodging, transportation cost and other incidental
expenses

Request to Attend Form

Effective March 1, 2018 the request to attend will only be expected through the online portal for
all employees who travel on business on behalf of HCDE outside the area of the employee’s
principal work site/ home. A request to attend online form is required to accompany a travel
reimbursement form for all out of county / out of state travel. A request to attend form is done
before the travel reimbursement form and it is not required for attending a workshop, conference
or a luncheon held at any HCDE locations (Irvington, NPO, Special Schools other facilities).

Step One: Log in the online request portal which can be found on the HUB.
https://hcdeportal.hcde-texas.org

Select New Request to Attend to begin the form. Below represents the online form in
three segments of information about the “attendee” the person who will be doing the
travel. Each segment should be completed in detail as this represents a rough estimate
of the future travel.



https://hcdeportal.hcde-texas.org/

,* RequestToAttend #351
_—

Attendee * - Division * [SHI0E

Workshop/Conference *  SLO Summer Institute

Location City * State/Region *
Embassy Suites San Marcos Texas - out of county
Date and Time of Departure * Date and Time of Return *
6/18/2018 12:00:00 PM 6/20/2018 £:00:00 PM

BENEFITS ANTICIPATED
Select Goals * Deliver value to Harris County by utilizing resources in an ethical, transparent and fiscally

responsible manner

Impact education by responding to the evolving needs of Harris County

Purpose * Prepare for implementation of the SLO process.

Out of County Travel
All expenses related to out of county travel must be approved by the budget manager or
designee.

Out of State Travel
Travel out of state must be approved by the Superintendent or designee. The designee or
alternate signer must be on the signature authority form.

*Before proceeding to the next segment check to make sure:

e Attendee’s legal name (no nicknames) and the attendee’s division is selected. This
ensures the correct budget codes are populated for estimated travel.

« ldentify the Workshop/Conference name, location, city, and state information.

e Date /time of departure and return date/time should be provided as this will help to
calculate your per diem for the future travel

e Make certain to provide the goals or the benefits expected results you hope to gain from
this travel.



Step Two: Use this section to identify all travel related expenses and the proper budget
codes associated with this travel.

EXPENSES

Registration Fee 300 $ 300.00

Lodging 2139 $ 213.90
Transportation

Total Vehicle Miles 0 b 0.5450 % 0.00

CommonCarrier 0 3 estimates are required for Air Travel 3 0.00

Parking/Other 0O $ 0.00

Total Transportation % 0.00

Per Diem Calculation

1st() 2nd(} 3rd 4thQ
Departure Date 0 0 1 1 2
InterimDays 1 xd 4
Return Date 1 1 1 o 3
Reduction of Quarters based on Meals Provided o
Total Quarters x Per Diem Rate 9 x 9 = % 81.00

TOTAL EXPENSES $ 594.90

Meal Expenses

Meal expenses are reimbursed on a per diem basis. Meal expenses incurred on full travel
days associated with overnight travel are considered substantiated without receipts if the
expenses are equal to the per diem rate and accompanied by a full agenda. Out of State
meal expenses will be paid at the federal rate in accordance with the CONUS per diem
guideline for that state/county.

Meal expenses that are approved and do not require an overnight stay may be
reimbursed. However, non overnight stay meal reimbursements will be processed through
payroll and the reimbursed amount will be subject to applicable taxes. Employees must
provide adequate documentation verifying the time, place and business purpose for each
meal reimbursement request.



Transportation Expenses
Travel expenses may include personal automobile mileage, common carrier cost, and
other approved travel arrangements to and from the business related destination. Travel
reimbursements for transportation expenses incurred, require substantiation and itemized
receipts. Refer to the Official Rate Guide for determining reimbursement basis.

Airfare Expenses
All reimbursement requests for airfare expenses require three (3) quotes. An airfare quote
form must accompany the request t attend form.

Miscellaneous Expenses
Miscellaneous expenses may include toll fees, parking fees, conference materials, and
telephonel/internet expenses etc that are reasonable and necessary for business
purposes. Miscellaneous expenses require substantiation and receipts. Refer to the
Official Rate Guide for determining reimbursement basis.

Official Rate Guide Used for Determining Reimbursement
Expenses incurred related to business travel are subject to the Business Office standard
business procedures.

Reimbursable travel expenses Based on:
Non-prepaid registration, lodging and transportation actual receipt
Conference materials cost minus sales taxes

Per diem within the State of Texas (overnight / day travel) Current rate $9.00 per quarter

Per diem outside the state of Texas Current rate per city, (see per diem
mileage guide)

Parking at an event or out of town actual receipt

Airport parking at Hobby and IAH rate up to $15.00 per day

Ground transportation actual receipt (excluding tips)
Rental cars (with prior approval) actual receipt

Rental car fuel actual receipt from gas station (no

reimbursement for fuel fill-up at
rental drop off location)

Personal automobile mileage current federal rate

Tips (personal) unallowable (see tips below)
Toll road fees actual receipt

Other miscellaneous expenses actual receipt

Express Services

Employees are prohibited from participating in services that will cause an additional expense
incurred for personal conveniences. Employees will not be reimbursed for these types of
expenses unless deemed necessary and reasonable for the business agenda and approved by
the budget manager. Examples of express services may include but not limited to airport
express check-ins, late check-out of the hotel, etc.

Parking at Houston airports
Employees shall choose the most cost effective rate not to exceed $15.00 per day for extended
parking between off—site lots at either Hobby Airport or Bush Intercontinental Airport.




Rental Cars

All requests for rental vehicles for purposes of out of town travel require prior approval from the

budget manager. Estimated rental costs should appear on the request to attend form to confirm
approval. Employees should not purchase additional rental vehicle insurance since HCDE has

coverage for Hired Car Damage. If additional insurance is purchased, the employee will not be

reimbursed.

Hotel Reservation insurance/refund coverage

HCDE will reimburse employees for the cost of insurance if deemed necessary, reasonable and
allocable for valid reasons, if the hotel reservation needs to be changed due to itinerary changes
or cancellations. Adequate documentation must be provided to ensure support for the
expenditure. The cost of insurance must be included in the “Request to Attend” and prior
approval is required. Employees should make every effort to ensure that hotel accommodations
are made with anticipation (preferably 30 days or more) to take advantage of the discounted
rate. Employees are expected to avoid all cancellations by calling the respective hotel before
the deadline.

Commute Miles

Commute miles refer to miles driven from your personal residence to your principal or regular
work location(s) during or after work hours, whether required or not by the employer. Therefore,
if you are scheduled to travel to a conference in your personal vehicle, you do not have to
deduct commute miles. Nor do you have to deduct commute miles if you are scheduled to
depart from your home to the airport.

Eligible Per Diem at Conferences

If your conference registration fee includes meals (breakfast, including continental breakfast,
lunch or dinner, including a scheduled reception that is hosted by the conference vendor, you
will not be reimbursed per diem. You must reduce the quarters based on all meals provided.
However, if you have an acceptable medical reason why you could not eat the meals provided
and you purchased food on your own, you may be reimbursed up to the $9.00 per diem amount.
The reason must be health related or due to a scheduled business meeting. All approved
exceptions must be substantiated with documentation. Note: The reduction of quarters on
meals provided does not include private vendor related parties and/or events.

Step Three: This section requires the proper budget codes. The amounts must equal to the
expenses and it is the division’s budget managers responsibility to verify funds are available
before approving to make sure that each line item has the sufficient amount before this
document can be completed for processing.

Budget Codes
Budget Manager Code Account Available Expense
970 1998-23-607-99-970 - 1,654 213.9 £ 213.50

64110000 - Lodging

970 1998-23-607-99-970 - 1,832 300 $ 300.00
64140000 - Registration Fee

L

970 1998-23-607-99-970 - 78 a1 $ 81.00

64120000 - Per Diem

$ 594.90



Step Four: This section requires the approval and the attendee must provide supporting
documents for all travel associated with this request to attend.

Select the Supervisor to approve the Attendee's RequestToAttend *

v Attendee and Supenvisor cannot
J be the same person, this field is
Reguired. *

Flease select a value...

Attachments * ™ add Attachment

Save B Close Cancel

Authorized Signatures-Only the budget manager or authorized designee is allowed to approve
and sign a request to attend form, unless otherwise noted. Budget Managers are responsible
for verifying funds are available before approving and budget managers should ensure that the
signature authorization form is updated always. All travel reimbursements are subject to review
and final approval by the Business Office.

Request to Attend-Supporting Documentation
The following documents must be attached when processing. Failure to provide this information
will delay your request to attend from being processed.
e Full copy of workshop, conference or meeting agenda
e Hotel conformation including the cost for the duration of the trip
< Air flight quotes, rental car conformation, insurance coverage documentation, eligible per
diem
e Mileage calculation results from Google Maps website

Note: Reimbursements will not be processed without the receipts.



Harrls County

1 Educatlon Airline Quotes

The HCDE Airfare Quote Form should be completed by the Employee to ensure that HCDE is getting the
best value when flying. Three (3) quotes must be procured from the airline carrier for reimbursement.
The actual quote from each airline carrier and this form must accompany the airfare receipt when
submitting your travel reimbursement form. ALL PAYMENTS WILL BE EXCHANGED IN US DOLLARS,

CANADIAN DOLLARS AND OTHERS ARE NOT ACCEPTABLE.

Description of Travel
(to and from)

Airline Name:

Airline Name:

Airline Name:

1)

2)

3)

4)

5)

©®  |&B (B | |

¥ |&B |&B (B |&B

¥ B (B | |

Comments:

Submit this form along with the hard-copy quotes as backup for the transaction with your travel

reimbursement request.

Employee Name:

Title:

Signature:

Date:

06/25/14




TE,

Texas Education Agency

1701 North Congress Avenue * Austin, Texas 78701-1494 « 512 463-9734 « 512 463-9838 FAX * tea.texas.gov

Michael Williams
Commissioner

Summary of Current Texas Travel Reimbursement Guidelines

Mileage, lodging, and meal reimbursement rates published by the Texas Comptroller of Public
Accounts apply to all grants funded by TEA for individuals on travel status.

Mileage

Travelers are required to calculate mileage by one of the following two methods:

o Odometer reading (point-to-point method)

e Electronic mapping source (such as that on www.Mapquest.com or any other online
mapping service). If this method is chosen, the traveler must print out the driving
directions provided by the site and attach them to the travel voucher.

Travelers are required to select the shortest and most economical route but may justify the
selection of another route if it was chosen for safety reasons and specific justification of the
selection is given.

To assist employees in documenting their travel, some districts have developed mileage charts
listing the distance between various duty points within the district. Such a chart should be
developed in accordance with local policy and must be based on one of the two approved
methods of mileage calculation (odometer reading or electronic mapping source). Travelers
whose districts have developed such a chart are not required to calculate their mileage by either
the odometer reading or electronic mapping source method; reference to the district’'s mileage
chart is sufficient.

Meals and Lodging

The following maximum meal and lodging reimbursement rates apply to in-state and out-of-state
travel.

e If local policy restricts travel, per diem, and other travel expenses to a rate less than
state law, the applicant must budget and request reimbursement from the grant at the
lesser rate.

e If local policy exceeds the maximum recovery rate specified in the Appropriations Bill,
then the difference must be paid from state or local funds, i.e., not from grant funds.

e Travel allowances, in which the per diem is paid to the employee regardless of the
amount actually expended, are not allowable.

In-State Travel

The Federal Rate Schedule is used for reimbursement of in-state meal and lodging
expenditures. Because the reimbursement rates can change, it is recommended that travelers
print the page at the time reservations are made and submit the printout with the travel
reimbursement voucher as a supporting document.


http://www.mapquest.com/

Follow these steps to access meal and lodging reimbursement information and rates through the
Texas State Comptroller’s website.

1. Select the “Finances & Economy” tab at the top of the home page.
2. Scroll down to the “Fiscal Management” section, and select “State of Texas Travel
Information.”
3. Inthe “Travel Rates” section, select “Domestic Maximum Per Diem Rates.”
4. On the page that opens, locate the traveler’s destination by clicking Texas on the US
map.
5. Clicking Texas brings up a list of Texas cities and counties. Find reimbursement rates as
follows:
¢ If the Texas city to which you are traveling is not listed, check the county list. If
the county to which you are traveling is listed, use the rate given for that county.
e |f the Texas county to which you are traveling is not listed, use the current
maximum rate for lodging and for meals, as specified in the General
Appropriations Act and on the Comptroller’'s website.

Non-Overnight Meals

In accordance with local policy, an employee whose duties require the employee to travel
outside the employee’s designated headquarters, without an overnight stay away from the
employee’s headquarters, may be reimbursed for the actual cost of the employee’s meals, not
to exceed the maximum rate listed on the Texas State Comptroller’s website.

Travel must begin at one duty point and end at another; regardless of the time of day of the
travel, mileage to and from the employee’s home or location other than a duty point is not
allowable to be charged to the grant. In the absence of a local policy, no reimbursement shall be
made from the grant for this purpose.

“Designated headquarters” is defined as the area within the boundaries of the city or town in
which a traveler’s place of employment is located. Travel must take the employee outside
designated headquarters for more than six consecutive hours; the cost of meals for travel
lasting less than six consecutive hours is not allowable to be charged to the grant.

Applying Meal Funds to Lodging Reimbursement

For both in-state and out-of-state travel, the traveler may apply funds available for meal
reimbursement (i.e., up to the rate specified in the Federal Rate Schedule) toward lodging. For
instance, if the traveler chooses for the sake of convenience to stay in a hotel that costs $10
more a night than the allowable maximum for lodging, the traveler can apply $10 of the
maximum available for meal reimbursement toward the lodging rate. If the traveler chooses to
apply meal reimbursement to lodging, the maximum meal reimbursement rate is reduced by the
same amount (applying $10 of the meal reimbursement to lodging would reduce the meal
reimbursement by $10).

NOTE: The opposite case does not apply; that is, a traveler may not reduce the amount spent
on lodging and increase the amount spent on meals. Under no circumstances may a traveler be
reimbursed from grant funds for meals at a rate that exceeds the rate given on the Federal Rate
Schedule.

Out-of-State Travel

An employee who travels within or outside the continental United States shall be reimbursed for
the actual cost of lodging and meals. However, the reimbursements out of grant funds may not
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exceed the maximum meals and lodging rates based on federal travel regulations that are
issued by the Texas Comptroller of Public Accounts. (See instructions for locating online federal
meal and lodging rates given in the “In-State Travel” section, preceding.) If local policy
reimburses at a lesser amount, you must comply with local policy. If local policy reimburses at a
greater amount, you must pay the difference from local or state funds (not from grant funds).

NOTE: The opposite case does not apply; that is, a traveler may not reduce the amount spent
on lodging and increase the amount spent on meals. Under no circumstances may a traveler be
reimbursed from grant funds for meals at a rate that exceeds the rate given on the Federal Rate
Schedule (or $46, depending on whether the destination is specified in the Federal Rate
Schedule).

Hotel Taxes

School districts are usually exempt from Texas state sales tax on lodging but are not exempt
from any city taxes or other taxes imposed for lodging. Employees may be reimbursed for
applicable taxes.

Travel Allowances

Travel allowances for in-state and out-of-state travel, in which the traveler receives a flat per
diem for lodging and/or meals, regardless of the actual amount expended, are not allowable in
Texas. Grantees must adhere to the guidelines stated above in lieu of a travel allowance.

Travel Documentation

Travel costs must be properly documented to be reimbursable. The employee must document
travel costs with a travel voucher or other comparable documentation. Auditable documentation
must include the following at a minimum:

¢ Name of the individual claiming travel reimbursement
Destination and purpose of the trip, including how it was necessary to accomplish the
objectives of the grant project

e Dates of travel
Actual mileage (not to exceed reimbursement at the maximum allowable rate)

¢ Actual amount expended on lodging per day, with a receipt attached (may not exceed
the maximum allowable)

e Actual amount expended on meals per day (may not exceed the maximum allowable;
tips and gratuities are not reimbursable)
Actual amount expended on public transportation, such as taxis and shuttles

e Actual amount expended on a rental car, with a receipt attached and justification for why
a rental car was necessary and how it was more cost effective than alternate
transportation; receipts for any gasoline purchased for the rental car must be attached
(mileage is not reimbursed for a rental car—only the cost of gasoline is reimbursed)

e Actual amount expended on incidentals, such as hotel taxes, copying of materials, and
other costs associated with the travel

e Total amount reimbursed to the employee

Travel costs that are not supported by proper documentation as described above are not
allowable to be charged to TEA grants and are subject to disallowance by state and federal
auditors and monitors.

If you have any questions about these travel reimbursement rates that apply to all TEA grants,
please submit a request through the TEA Help Desk.
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HarrisCounty ACCOUNTING PROCEDURES | Reference:

HARRIS COUNTY DEPARTMENT OF

M Education EDUCATION DEE (LOCAL)

DATE DEVELOPED: 03/26/06 REVISED DATE: 06/25/14

SUBJECT: Personal vehicle mileage reimbursements (in-county)

Purpose
To provide guidelines for processing employees personal in-county vehicle mileage

reimbursements.

Procedure

Personal vehicle mileage reimbursements are allowed for employees who have incurred travel
related expenses while conducting business on behalf of HCDE in the state of Texas and within
the boundaries of Harris County. All personal mileage reimbursements should be submitted
through the Travel Management System or TMS for approval unless authorized to submit in
another form. Reimbursements will be paid at the current effective state mileage rate and may
be adjusted accordingly. Division personnel are responsible for verifying funds are available
before approving TMS transactions. Personal vehicle mileage reimbursements are requested
and processed electronically through the Travel Management System (TMS) unless the
employee is no longer employed with HCDE. If a termed employee submits a reimbursement
for personal mileage, the supervisor must prepare and submit a payment authorization and
provide all required documentation for processing payment.

Method of pay
Personal vehicle mileage reimbursements are processed via direct deposit.

Required Documentation

Employees are not required to submit documentation of proof for mileage, with their request for
reimbursement through TMS. However, proof of insurance is required and must be submitted
with the first request at the beginning of each fiscal year. Budget managers and supervisors are
required to certify and approve that the travel is necessary and reasonable in accordance with
state and federal guidelines. If mileage expense incurred is related to a particular case number
or cause number, the employee should document that case humber or cause nhumber with the

request.

Authorized Signatures-Only the budget manager or authorized designee is allowed to
approve and sign personal vehicle mileage reimbursements. Budget managers should
ensure that the signature authorization form is updated at all times.

Responsibility of the Employee and Budget Manager
All travel is subject to audit; therefore, budget managers may be required to submit additional
information regarding employee travels during audit reviews.

Effective September 1, 2011, all travel reimbursements paid from General funds must be
submitted within 30 days after the last date of travel and before September 15 of each fiscal
year.




Mileage reimbursement expenses incurred that are charged to Special Revenue or grant funds
may be requested through TMS no later than 30 business days after the last date of travel or no
later than 15 days after the end of the grant period. (For example, an employee who is paid
from grant funds traveled on July 13" and returned on July 16" and the grant ends on August
30, the reimbursement should be submitted and processed (paid) no later than September 15.

Allowable Expenses Supporting documentation needed
e Parking fees actual receipts, signed
e Toll road fees actual receipts, signed

Note: Notation of case number or cause number, if grant related
Note: Reimbursements will not be processed without the receipts.

What to do when Funds are unavailable (budget exceeds balance)?
If you were notified that your personal vehicle mileage reimbursement was not
processed due to funds unavailable, follow the steps below:

(1) Contact your budget manager or designee;

(2) Initiate a budget transfer and forward to the Business Office;

(3) Confirm that the budget transfer was processed and ;

(4) Notify an Accounts Payable specialist after the budget transfer/amendment has

been processed

Note: a payment will not be processed when there are no funds available.

Automobile Insurance Coverage

Employees must submit a copy of their insurance at the beginning of each fiscal year with the
first mileage reimbursement request. Proof of insurance is required before a mileage
reimbursement request may be processed. Employee’s name must appear on the
document for proof of insurance. It is the employee’s responsibility to ensure that the
insurance is current.

Commute Miles

Commute mileage is the distance an employee drive from their residence and:

(1) Their regular place of work-sometimes referred to as ‘home base’;

(2) The first assignment of the day (where an employee starts work at different locations on
different days of the week);

(3) Each assignment if an employee works a split shift or

(4) The first assignment when an employee telecommutes and their residence is the worksite.

Commute miles must be deducted on day trips. This cost is a personal commuting expense
and will not be reimbursed-regardless of how far an employee’s home is from their regular
work-site.

If an employee works during his or her commute, commute mileage remains non-reimbursable.
for example: Engaging in a business phone call during your commute does not change the trip
from personal commute to a business commute. Employees shall comply with state law with
regards to using a cell phone while driving. State law states that using a cell phone while
driving in a school zone is prohibited.

If an employee has been directed to make a stop at a location to conduct business (pickup
supplies or materials) on behalf of HCDE, those miles must be included in the total traveled
miles. The employee should record mileage starting from his or her place of residence.



Telework Miles

Employees who have a telework agreement on file with Human Resources and are required

to travel from their residence while teleworking to a meeting may have mileage reimbursed only
after deducting the normal commute miles. For further information on teleworking and the
telework agreement, please refer to the Teleworking Procedure located on the HCDE Portal

in Human Resources procedure folder.

Travel Allowance

All employees receiving a travel allowance shall not submit a reimbursement request
for in county mileage.

Processing Deadlines

Mileage reimbursement submitted through TMS are processed weekly provided that there were
no TMS processing errors.




Harris County Cities, Towns & Census Designated Places

Addicks

Aldine

Alief

Allendale
Almeda
Almeda Plaza
Atascocita
Bammel

Barker

Barrett

Bay Oaks
Bayridge Park
Bayside Terrace
Baytown
Beaumont Place
Bellaire

Bellaire Junction
Bellaire West
Bordersville
Brookhaven
Brownwood
Bunker Hill
Village
Channelview
Clear Lake City
Clinton Park
Cloverleaf
Coady

Crosby
Cypress

Deco

Deer Park
Dogwood Acres
Dyersdale

East Haven

East Houston
East La Porte

El Jardin Del Mar
El Lago

Eldon

Fairbanks
Foster Place
Galena Park
Genoa

Golden Acres
Golfcrest
Greens Bayou
Harrisburg
Hawthorne Place
Heaker

Heakers

Hedwig Village
Hennessey
Highland Heights
Highlands
Hilshire Village
Hockley
Houmont Park
Houston
Houston Heights
Hudson
Huffman
Hufsmith
Humble

Hunters Creek
Village

Jacinto City
Jeanetta

Jersey Village
Katy

Kingwood
Kinwood

Klein

Kohrville

La Porte
Lamar Terrace
Link Five

Lois

Lomax
Louetta
Lynchburg
Magnolia
Gardens
Magnolia Park
Manchester
Mantu

Mayfair
McNair
Melendy
Meyerland
Moonshine Hill
Morgans Point
Mount Houston
Mykawa
Nassau Bay
North Houston
North Shadydale
North Shore
Oates Prairie
Olcott

Pamela Heights
Park Place
Pasadena
Pecan Park

Pelly

Pierce Junction
Piney Point Village
Red Bluff

River Terrace
Riverside Crest
Riverside Terrace
Rose Hill
Rosslyn
Satsuma
Scenic Woods
Seabrook
Settegast
Sheldon
Shoreacres
Skyscraper
Shadows

South Houston
Southside Place
Spring

Spring Valley
Sunny Side

Surf Oaks
Sylvan Beach
Taylor Lake Village
Todville
Tomball
Walden Woods
Webster

West University
Place

Westfield
Westwood Park
Winchester
Wooster
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Texas Education Agency

1701 North Congress Avenue * Austin, Texas 78701-1494 « 512 463-9734 « 512 463-9838 FAX + tea.texas.gov

Michael Williams
Commissioner

January 8, 2015
TO THE ADMINISTRATOR ADDRESSED:

SUBJECT: Current Travel and Mileage Reimbursement Rates Applicable to State and Federal
Grants from the Texas Education Agency

The Texas Comptroller of Public Accounts has published the travel and mileage reimbursement
rates to be effective January 1, 2015, through August 31, 2015, as listed below:

 The automobile mileage reimbursement rate is 57.5 cents per mile.

e The lodging reimbursement rate is up to $85 a night for in-state travel to areas not listed
on the federal per diem rate map.

e The lodging reimbursement rate is up to $83 a night for out-of-state travel to areas not
listed on the federal per diem rate map.

e The meal reimbursement rate for overnight travel is up to $46 per day.
e The meal reimbursement rate for non-overnight travel is up to $36.

The mileage, lodging, and meal reimbursement rates published by the comptroller apply to all
grants funded by the Texas Education Agency for individuals on travel status.

For more detailed information regarding allowable travel expenses, consult the Texas State
Comptroller’'s website. Follow these steps to locate information on the comptroller’s site
regarding per diem rates for lodging and meals for specific cities or counties:

1. Select the “Finances & Economy” tab at the top of the home page.

2. Scroll down to the “Fiscal Management” section, and select “State of Texas Travel
Information.”

3. Inthe “Resources” section, select the “Textravel” logo.

4. Select either the Meals and Lodging or the Transportation tab.

5. Inthe “Rates” section in the right column, select “Current Rates.”

See the attached guidelines for more travel information. If you have any further questions,
please submit a request to the TEA Help Desk.

Sincerely,

Cory Green, Chief Grants Administrator
Division of Grants Administration


http://www.gsa.gov/portal/content/104877?utm_source=OGP&utm_medium=print-radio&utm_term=perdiem&utm_campaign=shortcuts
http://www.gsa.gov/portal/content/104877?utm_source=OGP&utm_medium=print-radio&utm_term=perdiem&utm_campaign=shortcuts
http://window.state.tx.us/
http://window.state.tx.us/
http://www.tea.state.tx.us/WorkArea/DownloadAsset.aspx?id=25769807587
https://txeduagency.zendesk.com/hc/en-us





















































































Harris County ACCOUNTING PROCEDURES | Reference:

HARRIS COUNTY DEPARTMENT oF | CH (LOCAL)
“ Education EDUCATION
DATE DEVELOPED: 03/26/06 REVISED DATE: 04/29/10

SUBJECT: Tips & Gratuities

Purpose
To provide guidelines for reimbursement for tips and gratuities during business meetings on

behalf of HCDE.

Procedure
A tip is always optional; it is intended to reward good customer service. On the other hand,
HCDE employees have a fiduciary responsibility to be prudent regarding the use of public funds.

Employees may give tips in excess of the established guidelines, but only the maximum
amounts will be reimbursed as authorized in this procedure.

Tips for Meals:
For the purpose of business meetings, HCDE allows up to a maximum of 15% of the meal

expense as a gratuity to the waitperson for excellent service. Gratuities established by a
restaurant for parties over a certain number of persons are allowable and will be reimbursed in
full providing that the request for reimbursement accompany documents and or receipts that
substantiates (time, date, purpose and a list of the attendees) the business meeting. For
example, if an establishment accesses an 18-25% gratuity (usually for larger parties) the
employee will be reimbursed for the total of the bill.

Tips for Catering/Food Delivery:

The delivery fee for food often covers the expenses for delivery such as vehicle fuel and use,
insurance expense and ‘to go’ supplies (containers, etc.) and not a gratuity for the delivery
person. HCDE allows a maximum of 10% of the food total to be paid for catering/food delivery
expenses. For example,

Invoice total: $ 75.00
LESS Delivery fee: - 10.00
Food Total: $ 65.00

Maximum allowable tip: $ 6.50

Other tips or gratuities:
Reimbursements for tips/gratuities for the following services are considered personal services
and are unallowable for reimbursements:

e maid service

e valet parking

e taxi/shuttle/ground transportation

e baggage handler

e bell hopper

e rest room attendant

e concierge services




Harris County | AccouNTING PROCEDURES | Reference:
CH (Local)
HARRIS COUNTY DEPARTMENT OF
M Education EDUCATION
DATE DEVELOPED: 02/09/09 REVISED DATE: 04/29/11

SUBJECT: Processing stale dated checks (checks dated after 90 days)

Purpose
To provide guidelines for processing checks dated after 90 days.

Procedure

Checks issued by Harris County Department of Education for payment of goods and services,
payroll and other considerations may be voided after 90 days from the date of issuance. The
Business Office will review all checks that have not been presented for payment within 90 days
from the date of issuance and send a final “request for replacement check form” to the payee.

Payees must complete the replacement check request form before a replacement check can be
processed. If no response is received within 30 days of the final replacement check notice,
checks may be submitted to the State of Texas Comptroller’s office as unclaimed property.




HarrisCounty ACCOUNTING PROCEDURES | Reference:

HARRIS COUNTY DEPARTMENT OF CH (LOCAL)
"‘ Education EDUCATION
DATE DEVELOPED: 03/26/06 REVISED DATE: 05/04/16

SUBJECT: Replacement checks

Purpose
To provide guidelines for initiating replacement checks processed through Accounts Payable.

Procedure

Checks processed, mailed and not received by an employee or vendor may be replaced after
notification has been received in the Business Office. The following information should be
provided: vendor or employee’s name, check number, check amount, confirmation of
address and the check date. Reissued checks may take up to 7 business days for processing.

Lost checks

The Accounts Payable staff should be notified immediately of lost checks. There is a 7
business day waiting period after the issuance date before a replacement check may be
processed. Checks assumed lost will be placed on a stop payment status. If a check is
determined to be stolen or cashed without the authorization of the payee, HCDE will contact the
vendor for further instructions.

Suspected Fraud

Vendors who report their checks to be cashed without their knowledge will be required to
complete a bank affidavit. HCDE will not reissue a check until 30 days after the notice of
incident.




Harris County ACCOUNTING Reference:
CH (LOCAL)
M Education HARRIS COUNTY DEPARTMENT OF
EDUCATION
DATE DEVELOPED: 08/23/07 REVISED DATE: 08/21/2018

SUBJECT: Processing vendor payments

Purpose
To ensure that all vendors are paid accurately and in a timely manner.

Procedure
The following procedure should be followed to ensure that vendors are paid accurately and in a
timely manner:

Division Personnel:

Obtain approval from the budget manager or designee to make a purchase or to request
a service from a vendor.

Follow Purchasing procedures & guidelines for allowable vendors, purchases, services
and limitations (approved cooperative vendors, 3 quotes, $ limitations per item, etc.).
Verify the receipt of a complete vendor package with the Purchasing Department.

Verify a vendor number has been assigned to the vendor.

Contact Purchasing to obtain a vendor number for employees (for TMS or
reimbursement purposes).

Verify funds are available in the budget.

Process a requisition.

For goods or services that are allowable and will be paid with a Payment Authorization,
obtain a formal receipt or invoice, not a quote. Accounts Payable will not process
payments with a quote.

Retain a copy of the Payment Authorization and supporting documentation for your files.
Ensure that all invoices are mailed directly to the Business Office, attention: Accounts
Payable or email to AccountsPayable@hcde-texas.org

Business Office/Accounts Payable (A/P):

Receive all invoices through mail or email (from the vendor only).

Review invoices and compare amounts against payment authorization or purchase order
for accuracy.

Notify the divisions of all invoices that do not have supporting documentation or
approval. (Note: Invoices are available for review or may be photocopied by the
requester at his or her convenience).

Obtain signature of approval from budget managers or authorized person for “OK to
Pay” invoices.

Process invoices within 30 days provided that the invoice and supporting documentation
are available.

Mail checks according to the Business Office calendar.




Authorized Signatures-Only the budget manager or authorized designee is allowed to approve
and sign vendor invoices, purchase orders or payment authorizations. Budget managers should
ensure that the signature authorization form is updated at all times.

ALL PAYMENTS WILL BE EXCHANGED IN US DOLLARS, CANADIAN DOLLARS AND
OTHERS ARE NOT ACCEPTABLE.

What to do when Funds are unavailable (budget exceeds balance)?
If you were notified that your payment authorization or purchase order was not processed due to
funds unavailable, follow the steps below:

(1) Contact your budget manager or designee;

(2) Initiate a budget transfer and forward to the Business Office;

(3) Confirm that the budget transfer was processed and ;

(4) Notify an Accounts Payable specialist after the budget transfer/amendment has been
processed

Note: a payment will not be processed when there are no funds available.

Vendor Payments

e All payments must be made by either a check, a wire, or a vendor ACH.
e All payments via wire will require two approvals through the depository bank

e All payments must be mailed to the vendor unless the payment is requested to be
released to the vendor with the Assistant Supt for Business written approval.

e Payroll benefit checks will be provided to the Human Resource Executive Director
for mailing with employee lists.



Harris County

~“~~4 Education

Customary Expense Reimbursement Guidelines

for Independent Consultants

All Independent Consultants shall be paid on a reimbursement basis for customary and necessary
expenses in accordance with the approved contracts and within the customary limits provided in this

guideline:

NOTE: All reimbursements must be HCDE business related expenses. In addition, business related
expenses must be substantiated by providing proof of the dates, time, location and the business
purpose for each business occurrence. All receipts must be itemized.

REIMBURSABLE EXPENSE

ACCEPTABLE ACCOUNTING DOCUMENTATION and LIMITATIONS

Meals
Meal Tips

Personal Automobile Miles

Common Carrier (airline, bus, etc)

Ground Transportation (shuttle, cab)
Luggage

Incidentals (other business related expenses)
Toll Fees

Event parking

Airport parking

Lodging

Conference Registration

actual cost with itemized receipt
Itemized receipts(s) up to 15% of total bill

Effective Federal Rate with Google map and referenced
destinations with the total number of miles traveled

Coach rate

actual cost with itemized receipt

1 bag with receipt

actual cost with receipt

Up to $10.00 per day with receipt

actual cost with receipt

Up to $15.00 per day

According to GSA guidelines plus $50.00 for TEXAS only
Out of State-Up to maximum per GSA guidelines

actual cost with receipt and a complete agenda



NON REIMBURSABLE EXPENSES

Airline club membership fees

Baggage insurance

Costs incurred by unreasonable failure to cancel reservations
Donations and contributions

Entertainment under federal grants and contracts

Excessive service tipping (over 10% of total cost)

Fines or tickets resulting from traffic, parking, or other violations
In-flight headsets

Lost, broken or stolen property

Maid service

Movies or games (hotel, theater or rentals)

Newspaper and magazines

Personal items

Alcoholic beverages
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HarrisCounty ACCOUNTING PROCEDURES | Reference:

HARRIS COUNTY DEPARTMENT OF DEE (LOCAL)

DATE DEVELOPED: 03/11/09 REVISED DATE: 11/04/16

SUBJECT: Processing payments for Independent Consultants

Purpose
HCDE may solicit services from many independent consultants to help fulfill the objectives and

goals set forth by divisions. This procedure is to assist Budget managers or designees with
initiating payments for independent consultants. Budget managers should ensure that all
expenses are reasonable, necessary and substantiated. All Independent Consultants
contractual expenses must be paid on a reimbursement basis.

ALL PAYMENTS WILL BE EXCHANGED IN US DOLLARS, CANADIAN DOLLARS AND
OTHERS ARE NOT ACCEPTABLE.

Procedure
In order to ensure that independent consultants are paid accurately and in a timely manner, the
following procedure should be followed:

Before services are rendered:

(1)
(2)

)

(4)

()

Obtain a vendor package from HCDE Portal: Purchasing

Verify that the consultant signed and returned all the requested information provided in
the vendor package to Purchasing. (Note: a consultant will be setup in the system with
a valid TIN or EIN, if a completed vendor package has been received in the Purchasing
department)

A new vendor package includes the following forms:

W-9 (all changes to ownership status requires a new W-9)

Vendor information form

Felony Conviction Notice Form

CIQ (required each time a new contract is approved by the Board)

Evidence of finger printing if the consultant will have unsupervised contact with students

Prepare a contract which will include specific fees and allowable reimbursable
expenses in addition to the flat service fee. Allowable reimbursable fees may include:
mileage, business lunches, workshop fees, parking fees or toll fees etc.

Obtain the appropriate approval(s) for the total anticipated amount of the contract
service agreement. Follow all purchasing procedures in accordance with the
procurement policies. If Board approval is necessary, be aware of the board agenda
dates for submission.

Prepare a requisition to process a purchase order for the total amount of the contract.
According to CH Local, http://pol.tasb.org/Policy/Code/578 all contract purchases above
$50,000 require board approval and must be processed through a Purchase Order.



http://pol.tasb.org/Policy/Code/578

Contracts $2,500 or less may be processed on a Payment Authorization and will require
a copy of the consultant’s contract for each payment processed. The following account
codes should be used for consultant’'s payments:

(a) Account code 6219-0000 should be used to charge all flat professional service fees
and nonaccountable reimbursable fees. A nonaccountable reimbursable expense
includes reimbursements and fees that have not been substantiated (date, time, purpose
of business connection).

(b) Account code 6499-0000 should be used to charge all allowable reimbursable fees
(as specified in the contractual agreement) requested with receipts and/or other
acceptable forms of accounting. Refer to the guidelines below regarding allowable
reimbursable fees and acceptable forms of accounting.

All requests for reimbursements must accompany itemized receipts.

(6) The consultant’s invoice must be on personal or business stationery. The use of HCDE
stationery is not acceptable. All receipts should be taped on an 8X11 sheet of paper.
Budget managers or designee should verify that the service was provided and sign the
invoice for approval by denoting “Ok to pay”. Budget manager’s signature serves as
authorization and certification that all policies and procedures have been adhered to
and that HCDE received the best value for the service.
Allowable Reimbursable Expenses Acceptable form of documentation
Mileage for traveling (out of town) copy of mileage result from Google Maps website
and the purpose of the business trip
Mileage (in county) Personal log - including date, to and from address,
the name(s) of the persons attending the meeting,
purpose of the meeting and the total miles for each
location
Parking original receipts, signed
Toll fees original receipts signed
Business lunches original receipts, including the number guests and
purpose of the business meeting
Lodging original receipts, signed
(7) Monitor each budgeted line item for consultant's expenses and ensure funds

(8)

availability. A payment cannot be processed without funds available. All change order
requests for processing additional expenses over the original and approved contract
amount may require board approval.

Submit approved invoices and payment authorizations, if applicable and approved to
the Business Office before the due date.

P card Purchases

Payments for services rendered from independent consultants or any vendor on a P card is
prohibited or not allowed. Expenses charged to a 6200 account code is prohibited. All
payments for services should be requested on a Purchase Order or a Payment Authorization, if
approved. However, business cards, t-shirts and other expenses deemed reasonable and
necessary for business reasons may be allowed to be purchased on a P card.



Authorized Signatures-Only the budget manager or authorized designee is allowed to approve
and sign a payment authorization and invoices. Budget managers should ensure that the
signature authorization form is updated at all times.

What to do when funds are unavailable (exceeds budget balance)?
If you were notified that your payment authorization or purchase order was not processed due to
funds unavailable, follow the steps below:

(1) Contact your budget manager or designee;

(2) Initiate a budget transfer and forward to the Business Office;

(3) Confirm that the budget transfer was processed and ;

(4) Notify an Accounts Payable specialist after the budget transfer/amendment has been

processed

Note: A payment will not be processed when funds are unavailable.

Responsibility of Independent consultant

(1) Complete a vendor package.

(2) Submit invoices on business or personal stationery to the budget manager and other
expenses with detail of deliverables or services.

(3) Retain copies of all submitted receipts for your records.

(4) Verify that information on Form 1099-Misc is accurate

(5) Report all payments and Form 1099-Misc discrepancies to the Business Office/Accounts
Payable as soon as possible.

(6) Submit an updated vendor information form to Purchasing for change of address.

(7) Submit a new W-9 for changes in business status.

Responsibility of the Business Office/Accounts Payable

(1) Ensure that a W-9 is on file and a valid TIN or EIN is provided before any payment is
processed.

(2) Verify all required documents (invoices, contracts, etc) are attached to each purchase
order or payment authorization and the signature of the budget manager or designee is
on the invoice.

(3) Report discrepancies of any kind regarding the independent consultant’s invoice(s) to
the Budget Manager, Accounting Manager or Asst. Superintendent of Business.

Responsibility of the Purchasing Division
(1) Verify receipt of a vendor package.
(2) Ensure that the W-9 is complete and accurate.
(3) Setup the vendor file.
(4) Provide the divisions with a copy of the signed consultant’s contract.
(5) Submit the original purchase order and contract to the Business Office.
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SUBJECT: Processing payments for non-employee reimbursements

Purpose
HCDE may receive local and state grant funds to reimburse non-employees (board members,

parents, respite payees, teachers, students, community members, etc) for services or other
contractual arrangements. This procedure is to assist budget managers with initiating payments
or reimbursements for non-employees. ALL PAYMENTS WILL BE EXCHANGED IN US
DOLLARS, CANADIAN DOLLARS AND OTHERS ARE NOT ACCEPTABLE.

Procedure

Reimbursements may be approved and payments may be processed after HCDE has received
all the required receipts and other acceptable forms of accounting documentation. In order to
ensure that non-employees payments or reimbursements are processed accurately and in a
timely manner, the following procedure must be followed:

Responsibility of the budget managers or designees

Be familiar with allowable and non allowable reimbursable expenses per grant.

Verify that all acceptable and appropriate forms of accounting documentation are attached
to each payment authorization for reimbursement before submission to the Business Office.
Ensure incurred expenses are reasonable, necessary and substantiated

Review, approve and sign all required documentation.

(1) Prepare a payment authorization for a non-employee reimbursement using the
appropriate account codes as followed:

Non-employees Board Members
Meals 6419-0005 6419-0001
Conf Fees 6419-0007 6419-0003
Lodging 6419-0004 6419-0000
Transportation 6419-0006 6419-0002
Allowable Reimbursable Expenses Acceptable form of documentation
Mileage for traveling (out of town) copy of mileage result from Google Maps website

and the purpose of the trip

Mileage (in county) Personal log- including date, address from-address
to, attach name(s) of the person attending the
meeting, the purpose of the trip and the total miles

Parking original receipts, signed
Toll fees original receipts, signed




Meals original receipts (up to the per diem rate) and an

agenda
Lodging original receipts, signed
Conference or workshop fees original receipts, agenda

(2) Monitor budgeted line items.
(3) Submit invoices and payment authorizations to the Business Office before the due date.

Effective 06/25/2014, a Request to Attend form is not required for non-employee
approved business travel on behalf of HCDE.

Responsibility of the Business Office/Accounts Payable
(1) Verify all required documents are attached to each payment or reimbursement request
and signed by the budget manager.
(2) Notify budget manager or designee of all discrepancies regarding the non-employee’s
receipts and/or accounting documentation.
(3) Process checks in accordance with the Business Services calendar

Authorized Signatures-Only the budget manager or authorized designee is allowed to approve
and sign a payment authorization or purchase order. Budget managers should ensure that the
signature authorization form is updated at all times.

What to do when Funds are unavailable (budget exceeds balance)?
If you were notified that your payment authorization or purchase order was not processed due to
funds unavailable, follow the steps below:

(1) Contact your budget manager or designee;

(2) Initiate a budget transfer and forward to the Business Office;

(3) Confirm that the budget transfer was processed and ;

(4) Notify an Accounts Payable specialist after the budget transfer/amendment has been

processed

Note: a payment will not be processed when there are no funds available.
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DATE DEVELOPED: 04/14/09 REVISED DATE: 05/03/13

SUBJECT: Processing payments for business-related reimbursements under an Accountable /
Non-Accountable plan

Purpose
HCDE will reimburse employees for allowable business-related expenses incurred while

conducting business on behalf of HCDE. This procedure is to provide assistance to employees
in understanding the importance of providing documentation with a request for reimbursement
under an accountable or non-accountable plan.

Procedure

Reimbursements will be processed in accordance with the Business Office procedures and
other federal, local and state related mandates. HCDE accountable and non-accountable plan
rules may be subject to substantiation and tax withholding. All requests for reimbursement of
business-related expenses must be submitted with the required documentation that
substantiates or accounts for the amount of the reimbursement within the current fiscal year. All
travel reimbursements disbursed from grant funds must be submitted within 30 days after the
last date of travel and no later than 15 days after the end of the grant period. Request for travel
reimbursements submitted after the 15 day period after a grant period has ended will be
returned to the requester. Reimbursements not supported by the appropriate documentation
may be included in the employee’s taxable income and subject to withholding.

What is an accountable or non accountable plan?

An Accountable plan is a plan whereas the employee must account for and show proof in detail
of the business-related expenses incurred they are requesting reimbursement for. A Non-
accountable plan is a plan whereas the employee does not have to account for or show proof
in detail of the business-related expenses incurred they are requesting reimbursement for.

HCDE Accountable (Reimbursement) Plan
For Employees

This plan is designated for reimbursements to employees which require receipts for
payment.

A reimbursement under an Accountable Plan requires the following:
Must have paid or incurred deductible expenses while performing services as an
employee. (business connection)
Must adequately account for expenses within the current fiscal year of occurrence or
travel
Must return any amounts in excess of allowable expenses within the current fiscal year
of occurrence or travel
Must provide itemized and original receipts, signed




Amounts paid under an Accountable Plan are not considered wages and are not subject to the

withholding and payment of income reportable on the W2-wage statement, if requirements are

met.

If the business-related expenses covered under an accountable plan are not substantiated or
accounted for within the current fiscal year, the amount will be treated as paid under a
nonaccountable plan and will be subject to the withholdings and payment of income reportable

on W2-wage statement.

Example of Accountable Plan reimbursements and required documentation for accounting:

Expenses (reimbursements)
Per diem (meals)

Mileage (in state)

Mileage (out of state)

Lodging

Parking fees

Cell phone charges

Blackberry service

Receipts

Required documentation for accounting

copy of request to attend and travel reimbursement
request. Rates vary by state and therefore will be paid
based on individual state rates.

complete mileage log referencing to: and from: address,
purpose of trip

complete mileage log referencing to: and from: address,
purpose of trip or a copy of the mileage guide from
Google Map website referencing total miles

copy of itemized hotel statement and purpose of business
trip

original receipts

copy of phone bill that identifies each business-related
call or a written statement contesting that all calls are
HCDE allowed calls.

For business-related calls to be reimbursed, calls must be
itemized on a monthly bill. Personal calls should be
highlighted and not included in the reimbursement request.

itemized phone bill must identify the service cost separate
from any other charges note the business purpose and a
written statement contesting that all emails are primarily
to conduct HCDE business.

itemized receipts are required for full reimbursement of
actual expenses. Credit card receipts bearing only the total
costs are not considered adequate documentation and are
not acceptable.



HCDE NON-Accountable (Reimbursement) Plan
For Employees

This plan is designated for allowances and payments made to employees that do not
require receipts to substantiate the payment.

A reimbursement under a non-accountable plan are as followed:
Employee is not required to or does not substantiate or account for expenses (receipts)
within the current fiscal year.
Employee is not required to or is not expected to return cash advances on non business-
related expenses within 60 days of occurrence.
Amounts are reimbursed to employees through payroll and are identified as additional
wages (example: car allowances)

Examples of non-accountable reimbursements:
Car allowances
Travel allowances
Misc allowances
Cellular phone allowances

Cash advances are prohibited. Amounts paid under a non-accountable plan are considered
wages and are subject to the withholdings and payroll taxes.

Non-accountable reimbursements are initiated through Human Resources and require the
Superintendent and/or Board approval.
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SUBJECT: Processing payments for Telecommunications and Utility Invoices

Purpose
To provide guidelines on processing payments for Telecommunications & Utility Invoices

Procedure

All original telecommunication and utility invoices must be mailed to the Business
Office/Attention: Accounts Payable. Faxed copies are not acceptable unless received from the
vendor. All invoices are date stamped and processed in the Business Office. All invoices are
required to be reviewed and confirmed via email by the Budget Manager for all payments, errors
and adjustments.

Authorized Signatures-Only the budget manager or authorized designee are allowed to
approve Telecommunications and utility invoices. Budget managers should ensure that
the Signature authorization form is updated at all times.

The following steps should be followed to ensure that invoices are reviewed, approved, and paid
in a timely manner:

Telecommunication invoices paid with a payment authorization:

1. All telecommunication invoices paid with a payment authorization form are compiled on
a spreadsheet in the Business Office. The spreadsheet details each Budget Manager’'s
divisional expenditures and budget codes.

2. The original invoices, the cost spreadsheet and the personal phone call
acknowledgement form are scanned/emailed to each Budget Manager and designee.

3. The Budget Manager and/or designee should review the spreadsheet for reasonable
cost, possible errors and/or billing adjustments.

4. The Budget Manager must reply via email to confirm the charges and approval of the
invoices.

5. The Project Manager in the Technology Division reviews and approves all Verizon,
AT&T and Comcast invoices.

6. The Business Office will prepare a payment authorization.

7. The payment authorization is reviewed and approved by the Asst. Superintendent of
Business.

8. The payment authorization is processed for payment.

9. All email confirmations will be monitored and kept on file in the Business Office as they
are received. Budget Managers are encouraged to respond promptly to all email
notifications. Budget Managers who have not responded to the email notifications will
be contacted for a final reminder.




Telecommunication invoices paid with a Purchase Order

1.

2.

3.

All telecommunication invoices paid with a Purchase Order are scanned/emailed to
each Budget Manager and designee.

The Budget Manager and/or designee should review the invoices for reasonable
cost, possible errors and/or billing adjustments.

The Budget Manager must reply via email to confirm the charges and approval of the
invoices.

The Project Manager in the Technology Division reviews and approves all Verizon,
AT&T and Comcast invoices.

The Purchase Order is processed for payment.

All email confirmations will be monitored and kept on file in the Business Office as
they are received. Budget Managers are encouraged to respond promptly to all email
notifications. Budget Managers who have not responded to the email notifications
will be contacted for a final reminder.

Utility invoices paid with a Purchase Order:

1.

2.

All utility invoices will be available for review on the S:Drive/Facilities Invoices. Only
authorized personnel will have access to this folder.

Facilities Budget Manager or designee should review the utility invoices posted on
the S:Drive/Facilities Invoices for reasonable cost, possible errors and/or billing
adjustments at least monthly.

The Budget manager should reply via email with a confirmation of approval to pay at
the end of each month. All billing errors and/or adjustments should be directed to the
Facilities Budget Manager for review. All payment adjustments will be processed on
the next regularly scheduled check run.

The purchase order is processed for payment

All email confirmations will be monitored and kept on file in the Business Office as
they are received. Budget Managers are encouraged to respond promptly to all email
notifications. Budget Managers who have not responded to the email notifications
will be contacted for a final reminder.

What to do when funds are unavailable (exceeds budget balance)?

If you were notified that your payment authorization or purchase order was not
processed due to funds unavailable, follow the steps below:

(1) Contact your budget manager or designee;

(2) Contact the Purchasing Department to request a change order;

(3) Confirm that the change order was processed and ;

(4) Notify an Accounts Payable Specialist after the change order has been processed
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HARRIS COUNTY DEPARTMENT OF
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DATE DEVELOPED: 11/2006 REVISED DATE: 4/6/2010

SUBJECT: Texas Sales & Hotel Occupancy Tax

Purpose
To provide guidelines for Sales and Hotel occupancy taxes

Procedure

All purchases should be planned for and made through the regular procurement channels using
a Payment Authorization or a Purchase Order. Employees of HCDE are discouraged from
personally making purchases of business supplies. However, the occasional case of an
employee making a purchase of supplies on their P Card on behalf of the Department with prior
authorization by the supervisor is acceptable. Employee should complete a tax exempt form for
purpose of excluding taxes.

Texas Sales Tax

Harris County Department of Education has been exempted by the State Comptroller's Office
from paying Texas Sales Tax under Chapter 303, Local Government Code. HCDE employees
are NOT exempt from paying the sales tax of other states.

EXHIBIT 1, TEXAS SALES AND USE TAX EXEMPTION CERTIFICATIONS may only be used
for business purchases; personal use is strictly forbidden. TEXAS SALES AND USE TAX
EXEMPTION CERTIFICATION forms are available on the ‘HCDE portal’ for the purpose of
claiming this exemption. Presenting the form to a merchant will prevent you from being liable
for paying sales tax.

The exemption certificate does not need a number to be valid; however, you may provide the
eleven-digit HCDE Texas taxpayer identification number #17460012150 if the seller requests it.

Employees who have obtained prior approval from their supervisor for the purchase may
complete, sign and date the TEXAS SALES AND USE TAX EXEMPTION CERTIFICATION
form. The phrase to use following ‘Purchaser claims this exemption for the following reason:’ is:
Harris County Department of Education is a local governmental entity.

Employees should follow the instructions above and make every effort to avoid the payment of
Texas sales tax. Otherwise, the Assistant Superintendent for Business Services will make the
decision of whether or not to reimburse the employee for sales tax paid.

A reasonable facsimile of TEXAS SALES AND USE TAX EXEMPTION CERTIFICATION is
shown on the following page.




01-339 (Back) (Rev. 12-02/4)

TEXAS SALES AND USE TAX EXEMPTION CERTIFICATION

Name of purchaser, firm or agency

Harris County Department of Education
Address (Street & number, P.O. Box or Route number) Phone (Area code and number)
6300 Irvington Blvd. (713) 694-6300

City, State, ZIP code

H

ouston, TX 77022-5618

|, the purchaser named above, claim an exemption from payment of sales and use taxes (for the purchase of taxable
items described below or on the attached order cr invoice) from:

Seller:

Street address: City, State, ZIP code:

Description of items to be purchased or on the attached order or invoice:

Purchaser claims this exemption for the following reason:

Harris County Department of Education is a local governmental entity.

| understand that | will be liable for payment of sales or use taxes which may become due for failure to comply with the provisions of the
Tax Code: Limited Sales, Excise, and Use Tax Act; Municipal Sales and Use Tax Act; Sales and Use Taxes for Special Purpose Taxing
Authorities; County Sales and Use Tax Act; County Health Services Sales and Use Tax; The Texas Health and Safety Code; Special
Provisions Relating to Hospital Districts, Emergency Services Districts, and Emergency Services Districts in counties with a population
of 125,000 or less.

! understand that it is a criminal offense to give an exemption certificate to the seller for taxable itemns that | know, at the time of purchase,
will be used in a manner other than that expressed in this certificate and, depending on the amount of tax evaded, the offense may range
from a Class C misdemeanor fo a felony of the second degree.

S
h

Purchaser Title Date

n
ere )

NOTE: This certificate cannot be issued for the purchase, lease, or rental of a motor vehicle.
THIS CERTIFICATE DOES NOT REQUIRE A NUMBER TO BE VALID.

Sales and Use Tax "Exemption Numbers" or "Tax Exempt" Numbers do not exist. This certificate should be
furnished to the supplier. Do not send the completed certificate to the Comptroller of Public Accounts.




Hotel Occupancy Taxes

For the purposes of the hotel occupancy tax exemption, the State Comptroller considers HCDE
a local government entity; therefore, HCDE is NOT exempt from paying hotel occupancy taxes.
Hotel occupancy tax is NOT the same as Texas Sales tax.

Employees should NOT fill out hotel occupancy tax forms at the hotel, motel, condominium or
bed and breakfast at which they are lodging while traveling on HCDE business.

The Harris County Department of Education Public Facility Corporation (HCDE-PFC) has been
exempted from paying hotel occupancy tax; however, there are no employees of the HCDE-
PFC. The HCDE-PFC is an entity separate from Harris County Department of Education; it has
its own tax identification number.

There may be as many as four sources of hotel occupancy taxes levied on your hotel bill:
state, county, city, and community venue tax.

An excerpt from the Texas Comptroller's website
http://www.window.state.tx.us/taxinfo/hotel/faghotel.html is shown on the following page.



http://www.window.state.tx.us/taxinfo/hotel/faqhotel.html

NOTE: The following is provided for information purposes only. Updated April 28, 2010.

9 Window on State Government

Susan Combs Texas Comprroller of Public Accounts
}

Printed from http://www.window.state.tx.us/taxinfo/hotel/faghotel.htm| website on 4-28-
10.

Hotel Occupancy Tax
Frequently Asked Questions — FAQs

Who has to collect hotel taxes? A hotel's owner, operator, or manager must collect hotel taxes
from their guests. The tax covers hotels, motels, and bed and breakfasts, as well as
condominiums, apartments, and houses rented for less than 30 consecutive days. Hotel tax does
not apply to condominiums, apartments, and houses leased for more than 30 consecutive days.

What is the hotel tax rate? The state hotel tax rate is 6%. Cities and some counties can each
levy local hotel taxes, generally at rates varying up to 7%; sports and community venue projects
can levy hotel taxes at rates varying up to 2%, except for Dallas County which can impose a
hotel venue tax at a rate of up to 3%.

For example, in Houston there is 6% state tax, 7% Houston tax, 2% Harris County tax and 2%
Harris County-Houston Sports Authority tax.

Is there hotel tax on meeting or banquet rooms? The 6 percent state hotel tax applies to any
room or space in a hotel, including meeting and banquet rooms. Local hotel taxes, however, are
due only on those rooms ordinarily used for sleeping.

There are no state or local hotel taxes on meeting and banquet rooms located in a building where
no sleeping accommodations are provided.

Who is exempt from paying state and local hotel taxes? The following organizations and
individuals do not have to pay hotel tax:

. the U.S. government and its employees traveling on official business;

. foreign diplomats issued a tax exemption card by the U.S. Department of State,
unless the card specifically excludes hotel tax;

. certain Texas state officials with special hotel tax exemption cards (includes

heads of state agencies, members of state boards and commissions, judicial officials
at the district court level and above, state legislators, and legislative employees);

. permanent residents, that is, guests who occupy a room for at least 30 conse-
cutive days; any interruption in the term of occupancy will void the exemption
(guests who stay 30 or more days and notify the hotel in writing of their inten-
tion beforehand are exempt from the day of notification, while guests who do not
notify the hotel must pay the tax the first 30 days and are exempt thereafter);


http://www.window.state.tx.us/taxinfo/hotel/faqhotel.html
http://www.window.state.tx.us/

. some nonprofit entities and their employees traveling on official business; the
entity must have received a hotel tax exemption letter from the Comptroller's office
and the reason for the exemption must be written on the exemption certificate, for
example, "exempt per Electric Cooperative Act, Utilities Code, Chapter 161" or
"exempt per Telephone Cooperative Act, Utilities Code, Chapter 162."

Who is exempt from paying only the state hotel tax? Religious, charitable, and educational
organizations (defined in Comptroller Rule 3.161) that have received a letter of exemption from
the Comptroller's office are exempt from the 6% state hotel tax. The exemption extends to their
employees traveling on official business, but does not apply to any local hotel taxes, which must
be paid.

. Exempt religious organizations include nonprofit churches and their guiding or
governing bodies, but does not include missionary organizations, Bible study groups,
or churches made up only of family members.

. Charitable organizations include nonprofit organizations whose sole purpose is to
provide food, clothing, drugs, treatment, or shelter directly to indigent and needy
persons. Not included are 501(c)(3) not-for-profit corporations, social groups,
professional or business groups, fraternal organizations, or similar organizations.

. Educational organizations include independent school districts, public and private
elementary and secondary schools, and Texas institutions of higher education (public
and private colleges, universities, junior colleges, and community colleges). Not
included are research organizations, home schools, and organizations that mainly
provide support services to schools. (Italics added for emphasis.)

Are third-party contractors working for the federal government exempt? No, third-party
contractors completing contracts for the government or using federal grant money are not exempt
and must pay state and local hotel taxes.

Are local government agencies and their employees exempt from hotel taxes? No, county
and city agencies and their employees must pay state and local hotel taxes, and cannot request
refunds of taxes paid.

For the online list of organizations that have received a letter of hotel tax exemption, visit the
Comptroller's Exemption Search.



http://info.sos.state.tx.us/pls/pub/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=34&pt=1&ch=3&rl=161
http://www.window.state.tx.us/taxinfo/exempt/exempt_search.html
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SUBJECT: Processing direct deposit for employee reimbursements

Purpose
To provide guidelines for processing employee reimbursements via direct deposit.

Procedure

Effective September 1, 2010, all employee reimbursements will be processed via direct deposit.
Employees must complete and submit a direct deposit form to the Business Office for processing.
Employees hired after June 1, 2013 will be automatically signed up for direct deposit based on the
information provided to Payroll. All direct deposit forms must accompany a voided check or a bank
information form provided by their financial institution.

Direct deposit forms will not be processed without the employee’s signature. Direct deposit must be
canceled in writing. Direct deposit forms should not be faxed or scanned.

Cancellations:
1. Employee must notify the Payroll Office.
2. Employee must complete a cancellation request form.

Separation from HCDE
In the event of separation of employment from HCDE, the employee will receive a check.

Direct Deposit returns
1. Once direct deposit is processed, it cannot be immediately retrieved. Please allow at least 24
to 48 hours for the bank to process the return.
2. Inthe case of closed accounts, HCDE must receive the funds back from the financial
institution before the funds are reissued.
3. Employee should complete a new direct deposit form to reinstate direct deposit
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SUBJECT: Signature Authority Form

Purpose
To provide guidelines for Budget Managers and designee on approvals.

Procedure

Only authorized individuals may commit HCDE to purchases, sales, leases or other
arrangements with external parties or approve expenses incurred by employees. Any
employee who makes a commitment without proper authorization may be personally
liable for the transaction. The primary responsibility for ensuring that expenditures are
accounted for and are for the benefit of HCDE rests with the budget manager. In the absence
of the budget manager, the budget manager may designate an exempt employee(s) to approve
transactions on his or her behalf.

All authorized designees must be listed on the signature authority form. Authorized designees
must be exempt employees only. The signature authority form must be updated as needed
when there are personnel changes and forwarded to the Business Office. Failure to follow
proper procedures may result in a delay in processing payments.
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SUBJECT: Cellular and Smart Phone Allowance

Harris County Department of Education (HCDE) recognizes that the performance of certain job
responsibilities may require use of a cellular (cell) phone or smart phone. HCDE offers a cell
phone allowance to employees whose duties and responsibilities require them to carry a cell
phone.

Employees who hold positions that include the need for a cell phone (see eligibility criteria
below) may receive a cell phone allowance to compensate for business-related costs incurred
when using their individually-owned cell phones. The allowance shall cover phone usage that is
reasonably related to the needs of the Department. Simple convenience is not sufficient criterion
and does not justify the need for a cell phone allowance.

Eligibility

Employees whose job duties include the frequent need for a cell phone may receive a cell
phone allowance. An employee is eligible for an allowance if at least one of the following criteria
is met:

e The job function of the employee requires considerable time outside of the assigned
office or work area and it is important to the Department that the employee be accessible
during those times;

e The job function of the employee requires the employee to be accessible outside of
scheduled or normal working hours;

e The job function of the employee requires the employee to have wireless data and
internet access outside of scheduled or normal working hours; and/or

e The employee is designated as a “first responder” to emergencies.

An employee who occasionally requires a cell phone for business purposes is not eligible for an
allowance; however; the employee may submit an itemized record of these expenses for
reimbursement. In general, non-exempt employees are not eligible for a cell phone allowance
without demonstrable need for an allowance being provided and approved by the
Superintendent. Employees who are issued an HCDE cell phone or smart phone are not eligible
for an allowance.

Approval of Allowance

Division directors are responsible for identifying employees who hold positions that include the
need for a cell phone. Each division is strongly encouraged to review whether or not a cell
phone or smart phone device is necessary for the position, and to select an alternative means of
communication when such alternatives would provide adequate and a less costly expense to
the Department.

A cell phone allowance may be requested and approved by the division director by submitting a
written recommendation to the Superintendent. The recommendation shall include justification
related to the business need for the employee to have a cell phone for the employee’s assigned
position. The division director's Executive Team member must also concur with the division
director’'s recommendation.
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Cell phone allowances are funded by the division submitting the request.

Payment

The cell phone allowance is paid through payroll and is included in the employee’s check or
direct deposit. The allowance is reflected as a separate line item on the employee’s pay
voucher. This allowance does not increase the employee’s base salary; nor is it included in the
calculation of any Department benefits. Additionally, it is not considered part of the base pay
used for calculating percentage salary increases. The allowance is taxable.

The cell phone allowance amount is determined each fiscal year based on the employee’s
approval for an allowance to cover both cell phone and data services; cell phone services only;
or data services only. A standard rate is determined by the Department based on the service
level approved, and the rate may change in any given fiscal year.

Employee Responsibilities

The employee is responsible for purchasing a cell phone or smart phone device and for
establishing a service contract with the cell phone provider of the employee’s choice. The cell
phone contract is in the name of the employee, who is solely responsible for all payments to the
service provider. The employee purchases cellular phone service and equipment; determines
plan choices, service levels, calling areas, service and phone features; and accepts termination
clauses and payment terms.

HCDE does not accept any liability for claims, charges, or disputes between the service provider
and the employee.

An employee receiving a cell phone allowance must be able to show, if requested by the
employee’s supervisor, a copy of the monthly plan charges and business-related use. If the
employee terminates the cell phone plan or contract at any point, then the employee must notify
the supervisor within five (5) business days to terminate the allowance.

Review Requirements

The Division Director is responsible for an annual review of the business need for a cell phone
allowance to determine if the allowance should be changed or discontinued. If the allowance
requires either change or discontinuation, then the Division Director shall provide the Human
Resources division with such written notification. The Division Director may cancel the phone
allowance at any time and for any reason, as deemed appropriate by the director.

Cancellation

The cell phone allowance shall not be considered permanent or guaranteed. An allowance
agreement will be immediately cancelled if an employee receiving a cell phone allowance
terminates employment with the Department. Any such allowance will also be cancelled if an
employee changes positions and is no longer eligible for the allowance.

If the allowance is cancelled, then the employee remains responsible for any contractual

obligations related to the employee’s cell phone plan and any payments due to the cell phone
provider.

Page 2 of 2



No:

Harris County
Department of

~—~4 Education

TEMPORARY PERSONNEL REQUISITION FORM

Requisition
Division: Date of Request:
Date Needed: Length of Assignment:
To Whom Will They report To: Work Hours:
Lunch Hour: Person requesting Temp:

Skills Needed:

Description of Performance Responsibilities:

Budget Information

Budget Code Account Code Percentage

Justification for Request

Please provide justification for request:

Approval Signatures

Division Director: Date:

Human Resources Director: Date:

For Internal Use Only

Temp Agency: Job No: Date:

Recruiter Processing Request: Quoted Rate: Estimated Total:

Temp’s Name:

Distribution:

Human Resources

Purchasing

Requesting Division Revised: 10 29 2008
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ACCOUNTING PROCEDURES Reference:

HARRIS COUNTY DEPARTMENT OF EDUCATION

DATE DEVELOPED: 07/18/2018 REVISED DATE: 07/18/2018

SUBJECT: Grant Indirect Distribution in General Fund

Purpose
Indirect cost earned from grants is recorded in the General Fund, and it is used to fund part of the Human

Resources, Business Service, Technology and Adult Education expenditures.

Grants Indirect Cost calculations

Divisions will use the restricted indirect cost rate approved by the Texas Education Agency in preparing grant
applications or the maximum rate allowed by the grantor. Total grant program costs, multiplied by the indirect
cost rate, equals total indirect costs. HCDE policy requires budget managers to budget the maximum indirect
cost allowable under the grant.

Indirect cost rates are valid for one year July 1-June 30. More than one indirect cost rate must be used to
calculate indirect cost when a grant period is longer than this period.



Sample Procedure:

A division contracts with another division to provide a service(s) within GENERAL FUND:
Steps
1 Determine the amount to be charged to the division for the service.
2 ldentify the revenue budget code and budget manager
3 Once services has been completed, the provider need to send invoice to the contracting division
4 Send explanation memo describing the agreement to the Chief Accounting Officer
so that a journal entry can be processed in the general ledger.

The memo should explain which Budget Manager is providing the services and which Budget
Manager is being charged the cost.

The contracting division is the division that needs the service.
The provider division is the division which delivers the service.

Contracting Division
BMér - Debit Credit

) Charée |

199] 9]41[014 | 99]014 | 6299|0000 | [ Consultants ] ----------------- > [ $ 600

BMér H

Provider Division
199 9]oo[051 | 99|051 | 5726]0000 | [ Local Revenue ] > |$ 600

A division contracts with another division to provide a service between Funds -say GENERAL FUND
and HEAD START FUND
Note: Offsetting Cash or Due to/from.

Contracting Division

BMér - Debit Credit

205 8[41|901 | 99]901 | 6299|0000 | [ Expense ] ----------------- > $ 600

Provider Division
BMér -

Increase

199 941|050 | 99|050 | 5726(0000 | [ Revenue ] > $ 600




Harris County
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ACCOUNTING PROCEDURES

HARRIS COUNTY DEPARTMENT OF EDUCATION

Reference:

DATE DEVELOPED: 07/18/2018

REVISED DATE: 07/18/2018

SUBJECT: Grant Indirect Distribution in General Fund

Purpose

Indirect cost earned from grants is recorded in the General Fund, and it is used to fund part of the Human
Resources, Business Service, Technology and Adult Education expenditures.

Grants Indirect Cost calculations

Divisions will use the restricted indirect cost rate approved by the Texas Education Agency in preparing grant
applications or the maximum rate allowed by the grantor. Total grant program costs, multiplied by the indirect
cost rate, equals total indirect costs. HCDE policy requires budget managers to budget the maximum indirect

cost allowable under the grant.

Indirect cost rates are valid for one year July 1-June 30. More than one indirect cost rate must be used to

calculate indirect cost when a grant period is longer than this period.

Indirect cost distribution

When the grant drawdowns are prepared in a monthly basis, the indirect cost earn is calculated. When the
monies are received, a journal entry is prepared to record the cash received. The indirect cost amount is
recorded in the general fund as revenue in the department wide budget manager division. When all the monthly
transactions are recorded, the monthly indirect cost earned is distributed to the Human Resources, Business
Service, Technology and Adult Education divisions as follows:

e The first allocation is to the Adult Education Division. The year to date expenditure report is printed and
is compared to the year to date revenue for this division. If there is difference, indirect cost is allocated

to cover the difference.

e Once the Adult Ed allocation is done, the remainder of the monthly indirect cost is allocated to Human
Resources, Business Service and Technology is based on the divisions annual expenditure budget.

* This distribution is calculated each month.

« Atfiscal year-end once all accruals and expenditures have been posted, the final indirect cost distribution
is done based on actual expenditure percentages between Human Resources, Business Service and

Technology rather than expenditure budgets. Adult Education expenditures will always be covered first
and the remainder will be allocated to the other three divisions.
« The following excel spreadsheet is used for the distribution of the indirect cost:

Indirect Cost Distribution and Reconciliation
FY 2017-2018
(Run Detail Revenue Status Report-Loc 098)

Grand Total Year-to-Date Expenditure 158,537.45

32,032.34

758,197.06

3,432.54

2,729.38

78,918.93 1,043.98

1,011,046.46

Grant Name Ad Ed-Reg

Ad Ed-State

HS-Jan-Aug

HS-Sept-Dec

AdEd-TANF

AdEd-TANF  ECI-DARS

Am Corp

TEACy8 HS/CCP Sep-De Case Cy9 Yrl

Totals

59990021

59990107

Account Number

June Indirect Cost Collected
Adult Ed - BM 201

30,516.93
11,935.64
18,581.29
3,158.82
5,760.20
9,662.27

100% 99,566.83

17%
31%
52%

Human Resources - BM 030
Business Services - BM 050
Technology - BM 090

896.75

152.45
277.99
466.31

83,673.61

14,224.51
25,938.82
43,510.28

49.70

8.45
15.41
25.84

1,652.87

280.99
512.39
859.49

12,337.30 652.66

110.95
202.32
339.38

2,097.34
3,824.56
6,415.40

129,779.82
11,935.64

20,033.51
36,531.70
61,278.97

Totals: 49,098.22

Grand Total Year-to-Date 207,635.67

896.75

32,929.09

83,673.61

841,870.67

49.70

3,482.24

1,652.87

4,382.25

12,337.30 652.66

91,256.23  1,696.64

129,779.82

1,140,826.28
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Program Overview: Head Start

What Is Head Start Area 1?

Head Start Area 1 is one of many federally-funded programs for which the Harris
County Department of Education (HCDE) serves as grantee. Head Start is a
comprehensive child development program with a goal of school readiness and an
emphasis on parent participation. It is designed for children in low-income families and
those with special needs such as disabilities or difficult family circumstances. Head
Start provides services to 3 and 4 year old children to help prepare them for
kindergarten and beyond. Area 1 Head Start supports the geographical areas located
within the boundaries on the north, south, east and west of Harris County.

Services Provided

The Head Start program is a national program administered by the Department of
Health and Human Services. Head Start offers services in Education and Early Child
Development, Health, Nutrition, Family Services, Mental Wellness and Disability
services for all eligible children and family members. Families who meet eligibility
requirements may apply for Head Start services at no charge.

Purpose of Policy and Procedure Manual

The purpose of this manual is to define and interpret the standards, rules and
regulations set-forth by the Department of Health and Human Services. It is an effort to
provide guidelines for all Head Start staff and interested parties to insure adequate
financial management of grant funds required by the Department of Health and Human
Services as well as HCDE.

All questions and concerns should be directed to:

Venetia Peacock

Senior Director of Head Start
6300 Irvington Boulevard
Houston, Texas 77022

(713) 672-9343

Or

Jesus J. Amezcua, Ph.D., CPA, RTSBA

Assistant Superintendent for Business Support Services
6300 Irvington Boulevard

Houston, Texas 77022

(713) 696-1371

HCDE FOG- Grant Manual Page 2



Program Overview: Adult Ed Program

Adult Education Programs Services

The Adult Ed Division of the Harris County Department of Education (LMISD) serves as
contractor to the Houston-Galveston Area Council (HGAC) for the Adult Education and
Literacy state and federal grants. Adult Ed provides services for GED and ESL classes
and other coursework with the goal of improving the educational attainment of the Harris
County and Liberty County workforce.

It is designed for adults that need to receive their GED Certificate, improve basic
academic skills, learn English and pass the citizenship exam. Adult Ed services are
provided to adults above 17 years old. Adult Ed. Program supports the geographical
areas located within the boundaries on the North, South, East and West of Harris
County and all of Liberty County.

Services Provided

The Adult Ed program is a national program administered by the Texas Workforce
Commission. Adult Ed offers services in adult education classes for all eligible adults
and family members. Adults who meet eligibility requirements may apply for Adult Ed
services at no charge.

Purpose of Policy and Procedure Manual

The purpose of this manual is to define and interpret the standards, rules and
regulations set-forth by the Uniform Grant Guidance as effective Dec 2014.. Itis an
effort to provide guidelines for all Adult Ed staff and interested parties to insure
adequate financial management of grant funds required by the Department of Education
and the Texas Workforce Commission as well as LMISD.

All questions and concerns should be directed to:

Stefanie Ross

Director of Adult Education
6515 Irvington Boulevard
Houston, Texas 77022
(713) 691-8765

Or

Jesus J. Amezcua, Ph.D., CPA, RTSBA

Assistant Superintendent for Business Support Services
6300 Irvington Boulevard

Houston, Texas 77022

(713) 696-1371

HCDE FOG- Grant Manual Page 3



Program Overview: After School Programs

After School Programs Services

The CASE Division is one of many programs for which the Harris County Department of
Education (HCDE) serves as grantee. CASE provides services for after school
programs with the intent to improve the education of Harris County students.

It is designed for K-12 schools that need to implement after school programs. CASE
programs services are provided to students above 4 years old. CASE Program supports
the geographical areas located within the boundaries on the Harris County.

Services Provided

The CASE program is a program funded by multiple sources. Among these are the
Houston Endowment, HGAC, TEA, City of Houston and others. CASE offers services in
after school programming for all eligible students who meet eligibility requirements at no
charge.

Purpose of Policy and Procedure Manual

The purpose of this manual is to define and interpret the standards, rules and
regulations set-forth by the Uniform Grant Guidance as effective Dec 2014. Itis an
effort to provide guidelines for all CASE staff and interested parties to insure adequate
financial management of grant funds required by the Department of Education and the
various funding sources as well as HCDE.

All questions and concerns should be directed to:

Lisa Caruthers, Ph.D.
CASE Director

6005 West View
Houston, Texas 77055
(713) 696-1336

Or

Jesus J. Amezcua, Ph.D., CPA, RTSBA

Assistant Superintendent for Business Support Services
6300 Irvington Boulevard

Houston, Texas 77022

(713) 696-1371

HCDE FOG- Grant Manual Page 4



Program Overview: Misc Grant Programs

MISC grant programs services

Various divisions receive miscellaneous grants from other organizations, and HCDE
Harris County Department of Education (HCDE) serves as grantee. Each Division
receiving grants provides services with the intent to improve the education of Harris
County students.

A description of each grant is received from the funding organization, and the services
established through a letter of award. See HCDE Financial Operating Guide for grants.

Purpose of Policy and Procedure Manual

The purpose of this manual is to define and interpret the standards, rules and
regulations set-forth by the Uniform Grant Guidance as effective Dec 2014. Itis an
effort to provide guidelines for all division staff and interested parties to insure adequate
financial management of grant funds required by the respective granting agency and the
various funding sources as well as HCDE.

All guestions and concerns should be directed to the Business Office who will identify
the respective program manager or director as necessary:

Jesus J. Amezcua, Ph.D., CPA, RTSBA

Assistant Superintendent for Business Support Services
6300 Irvington Boulevard

Houston, Texas 77022

(713) 696-1371

HCDE FOG- Grant Manual Page 5



Financial Management Overview

To ensure prudent financial management of the various programs, all federal rules,
regulations and standards must be adhered to maintain and continue funding. HCDE is
committed to ensuring that adequate internal controls are in place to satisfy the
requirements of governing bodies.

Uniform Grant Guidance

HCDE will follow the uniform grant guidance as approved by the federal government on
December 2014. Any updates from the Office of Management and Budget will be
incorporated into the manual as applicable from the respective granting federal agency.

Respective granting agency can be (but not limited to):
Corporation for National Community Service
Health and Human Services

Department of Education

National Aeronautics and Space Agency NASA
Department of Agriculture USDA

agrwnE

The uniform grant guidance includes adhering to all applicable areas and in specific with
title 2 of the federal code regulations subtitle A, Chapter II, Part 200. The contents
include the following:

Subpart A are the definitions 200.0 to 200.99 (HCDE)

Subpart B are general provisions 200.100 to 200.113 (HCDE)

Subpart C are pre-award requirements and contents of federal awards — (granting
agency)

Subpart D are the Post Federal Award Requirements (granting Agency)

Subpart E are the Cost Principles (HCDE)

Subpart F are the Audit requirements (Auditor-HCDE)

As described in §200.110 Effective/applicability date, this part supersedes the
following OMB guidance documents and requlations under Title 2 of the Code of
Federal Regulations:
(a) A-21, “Cost Principles for Educational Institutions” (2 CFR part 220);
(b) A-87, “Cost Principles for State, Local and Indian Tribal Governments” (2 CFR
part 225) and also FEDERAL REGISTER notice 51 FR 552 (January 6, 1986);
(c) A-89, “Federal Domestic Assistance Program Information”;
(d) A-102, “Grant Awards and Cooperative Agreements with State and Local
Governments”;
(e) A-110, “Uniform Administrative Requirements for Awards and Other
Agreements with Institutions of Higher Education, Hospitals, and Other
Nonprofit Organizations” (codified at 2 CFR 215);
() A-122, “Cost Principles for Non-Profit Organizations” (2 CFR part 230);
(9) A-133, “Audits of States, Local Governments and Non-Profit Organizations”;

and
(h) Those sections of A-50 related to audits performed under Subpart F—Audit
Requirements of this part.
[78 FR 78608, Dec. 26, 2013, as amended at 79 FR 75882, Dec. 19, 2014]

HCDE FOG- Grant Manual Page 6


http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#sp2.1.200.d
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#sp2.1.200.e

Contents

Subpart A—Acronyms and Definitions

ACRONYMS

§200.0 Acronyms.

§200.1 Definitions.

§200.2 Acquisition cost.

§200.3 Advance payment.

§200.4 Allocation.

§200.5 Audit finding.

§200.6 Auditee.

§200.7 Auditor.

§200.8 Budget.

8200.9 Central service cost allocation plan.
§200.10 Catalog of Federal Domestic Assistance (CFDA) number.
§200.11 CFDA program title.
§200.12 Capital assets.

§200.13 Capital expenditures.
§200.14 Claim.

§200.15 Class of Federal awards.
§200.16 Closeout.

§200.17 Cluster of programs.
§200.18 Cognizant agency for audit.
§200.19 Cognizant agency for indirect costs.
§200.20 Computing devices.

§200.21 Compliance supplement.
§200.22 Contract.

§200.23 Contractor.

§200.24 Cooperative agreement.
8200.25 Cooperative audit resolution.
§200.26 Corrective action.

§200.27 Cost allocation plan.
§200.28 Cost objective.

§200.29 Cost sharing or matching.
§200.30 Cross-cutting audit finding.
§200.31 Disallowed costs.

§200.32 [Reserved]

§200.33 Equipment.

Equipment means tangible personal property (including information technology
systems) having a useful life of more than one year and a per-unit acquisition cost
which equals or exceeds the lesser of the capitalization level established by the
non-Federal entity for financial statement purposes, or $5,000. See also §§200.12
Capital assets, 200.20 Computing devices, 200.48 General purpose equipment, 200.58
Information technology systems, 200.89 Special purpose equipment, and 200.94

Supplies.

HCDE FOG- Grant Manual
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http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_120
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http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_122
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_123
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_124
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HCDE has a capitalization policy of more than $5000 in accordance with CFB
Local Policy.

§200.34 Expenditures.

§200.35 Federal Agency.

§200.36 Federal Audit Clearinghouse (FAC).

8200.37 Federal Awarding agency.

§200.38 Federal Award.

§200.39 Federal Award date.

§200.40 Federal financial assistance.

§200.41 Federal interest.

§200.42 Federal program.

§200.43 Federal share.

§200.44 Final cost objective.

§200.45 Fixed amount awards.

§200.46 Foreign public entity.

8200.47 Foreign organization.

§200.48 General purpose equipment.

8200.49 Generally Accepted Accounting Principles (GAAP).
§200.50 Generally Accepted Government Auditing Standards (GAGAS).
§200.51 Grant agreement.

§200.52 Hospital.

§200.53 Improper payment.

§200.54 Indian tribe (or “federally recognized Indian tribe”).
8200.55 Institutions of Higher Education (IHES).

§200.56 Indirect (facilities & administrative (F&A)) costs.
8200.57 Indirect cost rate proposal.

§200.58 Information technology systems.

§200.59 Intangible property.

§200.60 Intermediate cost objective.

§200.61 Internal controls.

§200.62 Internal control over compliance requirements for Federal awards.
§200.63 Loan.

§200.64 Local government.

8200.65 Major program.

§200.66 Management decision.

§200.67 Micro-purchase.

Micro-purchase means a purchase of supplies or services using simplified acquisition
procedures, the aggregate amount of which does not exceed the micro-purchase
threshold. Micro-purchase procedures comprise a subset of a non-Federal entity's small
purchase procedures. The non-Federal entity uses such procedures in order to expedite
the completion of its lowest-dollar small purchase transactions and minimize the
associated administrative burden and cost. The micro-purchase threshold is set by the
Federal Acquisition Regulation at 48 CFR Subpart 2.1 (Definitions). It is $3,000 except
as otherwise discussed in Subpart 2.1 of that regulation, but this threshold is
periodically adjusted for inflation.
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http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_135
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_136
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_137
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_138
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_139
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_140
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_141
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_142
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_143
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_144
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_145
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_146
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_147
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_148
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_149
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_150
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_151
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_152
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_153
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_154
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_155
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_156
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_157
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_158
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_159
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_160
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_161
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_162
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_163
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_164
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_165
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_166
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_167

§200.68 Modified Total Direct Cost (MTDC).
§200.69 Non-Federal entity.

§200.70 Nonprofit organization.

§200.71 Obligations.

§200.72 Office of Management and Budget (OMB).
§200.73 Oversight agency for audit.

§200.74 Pass-through entity.

§200.75 Participant support costs.

§200.76 Performance goal.

§200.77 Period of performance.

8200.78 Personal property.

§200.79 Personally Identifiable Information (PII).
8200.80 Program income.

§200.81 Property.

8200.82 Protected Personally Identifiable Information (Protected PII).
§200.83 Project cost.

8200.84 Questioned cost.

§200.85 Real property.

§200.86 Recipient.

§200.87 Research and Development (R&D).

§200.88 Simplified acquisition threshold.

Simplified acquisition threshold means the dollar amount below which a non-Federal
entity may purchase property or services using small purchase methods. Non-Federal
entities adopt small purchase procedures in order to expedite the purchase of items
costing less than the simplified acquisition threshold. The simplified acquisition
threshold is set by the Federal Acquisition Regulation at 48 CFR Subpart 2.1
(Definitions) and in accordance with 41 U.S.C. 1908. As of the publication of this part,
the simplified acquisition threshold is $150,000, but this threshold is periodically

ad"usted for inflation. iAIso see definition of §200.67 Micro-iurchase.i

§200.89 Special purpose equipment.
§200.90 State.

§200.91 Student Financial Aid (SFA).
§200.92 Sub-award.

§200.93 Sub-recipient.

§200.94 Supplies.

§200.95 Termination.

8200.96 Third-party in-kind contributions.
§200.97 Un-liquidated obligations.
8200.98 Unobligated balance.

§200.99 Voluntary committed cost sharing.
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http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_169
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_170
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_171
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_172
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_173
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_174
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_175
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_176
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_177
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_178
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_179
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_180
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_181
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_182
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_183
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_184
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_185
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_186
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_187
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_188
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_189
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_190
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_191
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_192
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_193
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_194
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_195
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_196
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_197
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_198
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_199

Subpart B—General Provisions

§200.100 Purpose. As noted in subtitle.
§200.101 Applicability. As noted in subtitle.
§200.102 Exceptions. As noted in subtitle.
§200.103 Authorities. As noted in subtitle.
§200.104 Supersession. As noted in subtitle.
§200.105 Effect on other issuances. As noted in subititle.
§200.106 Agency implementation. As noted in subtitle.
§200.107 OMB responsibilities. As noted in subtitle.
§200.108 Inquiries. As noted in subititle.
§200.109 Review date. As noted in subititle.
§200.110 Effective/applicability date. As noted in subtitle.

§200.112 Conflict of interest.

The Federal awarding agency must establish conflict of interest policies for Federal
awards. The non-Federal entity must disclose in writing any potential conflict of interest
to the Federal awarding agency or pass-through entity in accordance with applicable
Federal awarding agency policy.

§200.113 Mandatory disclosures.

The non-Federal entity or applicant for a Federal award must disclose, in a timely
manner, in writing to the Federal awarding agency or pass-through entity all violations of
Federal criminal law involving fraud, bribery, or gratuity violations potentially affecting
the Federal award. Failure to make required disclosures can result in any of the
remedies described in §200.338 Remedies for noncompliance, including suspension or
debarment. (See also 2 CFR part 180 and 31 U.S.C. 3321).

Subpart C—Pre-Federal Award Requirements and Contents of Federal Awards

For Granting Agencies
§200.200 Purpose.
§200.201 Use of grant agreements (including fixed amount awards), cooperative agreements,
and contracts.
§200.202 Requirement to provide public notice of Federal financial assistance programs.
§200.203 Notices of funding opportunities.
§200.204 Federal awarding agency review of merit of proposals.
8200.205 Federal awarding agency review of risk posed by applicants.
§200.206 Standard application requirements.
§200.207 Specific conditions.
8200.208 Certifications and representations.

HCDE FOG- Grant Manual Page 10


http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#sp2.1.200.b
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_1100
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_1101
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http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_1107
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_1108
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_1109
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_1110
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_1111
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_1112
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_1113
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#sp2.1.200.c
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_1200
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_1201
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_1201
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_1202
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_1203
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_1204
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_1205
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_1206
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_1207
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_1208

8200.209 Pre-award costs.

8200.210 Information contained in a Federal award.
8200.211 Public access to Federal award information.
§200.212 Suspension and debarment.

Subpart D—Post Federal Award Requirements

STANDARDS FOR FINANCIAL AND PROGRAM MANAGEMENT

§200.300 Statutory and national policy requirements. As outlined by subtitle.
§200.301 Performance measurement. As outlined by subtitle.
§200.302 Financial management.

(b) The financial management system of each non-Federal entity must provide for
the following (see also §8200.333 Retention requirements for records, 200.334
Requests for transfer of records, 200.335 Methods for collection, transmission and
storage of information, 200.336 Access to records, and 200.337 Restrictions on public
access to records):

(1) Identification, in its accounts, of all Federal awards received and expended and
the Federal programs under which they were received. Federal program and Federal
award identification must include, as applicable, the CFDA title and number, Federal

award identification number and year, name of the Federal agency, and name of the
pass.ough ey i ny R it i e e i e S o Fsee

(2) Accurate, current, and complete disclosure of the financial results of each
Federal award or program in accordance with the reporting requirements set forth in
§8200.327 Financial reporting and 200.328 Monitoring and reporting program
performance. If a Federal awarding agency requires reporting on an accrual basis from
a recipient that maintains its records on other than an accrual basis, the recipient must
not be required to establish an accrual accounting system. This recipient may develop
accrual data for its reports on the basis of an analysis of the documentation on hand.
Similarly, a pass-through entity must not require a subrecipient to establish an accrual
accounting system and must allow the subrecipient to develop accrual data for its
reports on the basis of an analysis of the documentation on hand.
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(3) Records that identify adequately the source and application of funds for
federally-funded activities. These records must contain information pertaining to Federal
awards, authorizations, obligations, unobligated balances, assets, expenditures, income
and interest and be supported by source documentation.

(4) Effective control over, and accountability for, all funds, property, and other
assets. The non-Federal entity must adequately safeguard all assets and assure that

the‘ are used soIeI‘ for authorized Eurioses. See §200.303 Internal controls. HCDE
iSi Comiarison of exienditures with budﬁet amounts for each Federal award.

6) Written procedures to implement the requirements of §200.305 Payment. HCDE

(7) Written procedures for determining the allowability of costs in accordance with

Subpart E—Cost Principles of this part and the terms and conditions of the Federal
award. _

§200.303 Internal controls.
HCDE has:

(a) Established and maintained effective internal control over the Federal award
that provides reasonable assurance that the non-Federal entity is managing the Federal
award in compliance with Federal statutes, regulations, and the terms and conditions of
the Federal award. These internal controls should be in compliance with guidance in
“Standards for Internal Control in the Federal Government” issued by the Comptroller
General of the United States or the “Internal Control Integrated Framework”, issued by
the Committee of Sponsoring Organizations of the Treadway Commission (COSO).

(b) Comply with Federal statutes, regulations, and the terms and conditions of the
Federal awards.

(c) Evaluate and monitor the non-Federal entity's compliance with statutes,
regulations and the terms and conditions of Federal awards. See letter (a) above.
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(d) Take prompt action when instances of noncompliance are identified including
noncompliance identified in audit findings. *

(e) Take reasonable measures to safeguard protected personally identifiable
information and other information the Federal awarding agency or pass-through entity
designates as sensitive or the non-Federal entity considers sensitive consistent with
applicable Federal, state, local, and tribal laws regarding privacy and obligations of
confidentiality.

[78 FR 78608, Dec. 26, 2013, as amended at 79 FR 75883, Dec. 19, 2014]

§200.304 Bonds. As outlined by subtitle.

§200.305 Payment.

8200.306 Cost sharing or matching. As outlined by subtitle.

§200.307 Program income.

8200.308 Revision of budget and program plans.

8200.309 Period of performance. As outlined by subtitle.

PROPERTY STANDARDS
8200.310 Insurance coverage.
The non-Federal entity must, at a minimum, provide the equivalent insurance

coverage for real property and equipment acquired or improved with Federal
funds as provided to property owned by the non-Federal entity. Federally-owned

property need not be insured unless required by the terms and conditions of the
Federal award. *
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See CRB Legal and Local

8200.311 Real property.

When real property is no longer needed for the originally authorized purpose, the
non-Federal entity must obtain disposition instructions from the Federal awarding
agency or pass-through entity. The instructions must provide for one of the
following alternatives:

(1) Retain title after compensating the Federal awarding agency.

(2) Sell the property and compensate the Federal awarding agency.

(3) Transfer title to the Federal awarding agency or to a third party
designated/approved by the Federal awarding agency. [78 FR 78608, Dec. 26,

2013, as amended at 79 FR 75884, Dec. 19, 2014|

8200.312 Federally-owned and exempt property.
In accordance with federal requirements, the non-federal entity must submit
annually an inventory listing of federally-owned property in its custody to the
Federal awarding agency. Upon completion of the Federal award or when the
property is no longer needed, the non-Federal entity must report the property to
the Federal awarding agency for further Federal agency utilization.

8§200.313 Eiuiiment.

§200.314 Suiilies.
8200.315 Intaniible irOEerti.

8200.316 Property trust relationship. As outlined by subtitle.

PROCUREMENT STANDARDS

8200.317 Procurements by states.
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When procuring property and services under a Federal award, a state must follow the
same policies and procedures it uses for procurements from its non-Federal funds. The
state will comply with §200.322 Procurement of recovered materials and ensure that
every purchase order or other contract includes any clauses required by section
§200.326 Contract provisions. All other non-Federal entities, including sub-recipients of
a state, will follow 88200.318 General procurement standards through 200.326 Contract
provisions.

8200.318 General procurement standards.

(a) The Non-Federal entity must use its own documented procurement procedures
which reflect applicable State, local, and tribal laws and regulations, provided that the

procurements conform to applicable Federal law and the standards identified in this
part. h

(b) Non-Federal entities must maintain oversight to ensure that contractors perform

in accordance with the terms, conditions, and specifications of their contracts or

(c)(1) The Non-Federal entity must maintain written standards of conduct covering
conflicts of interest and governing the actions of its employees engaged in the selection,
award and administration of contracts. No employee, officer, or agent may participate in
the selection, award, or administration of a contract supported by a Federal award if he
or she has a real or apparent conflict of interest. Such a conflict of interest would arise
when the employee, officer, or agent, any member of his or her immediate family, his or
her partner, or an organization which employs or is about to employ any of the parties
indicated herein, has a financial or other interest in or a tangible personal benefit from a
firm considered for a contract. The officers, employees, and agents of the non-Federal
entity may neither solicit nor accept gratuities, favors, or anything of monetary value
from contractors or parties to subcontracts. However, non-Federal entities may set
standards for situations in which the financial interest is not substantial or the gift is an
unsolicited item of nominal value. The standards of conduct must provide for disciplinary
actions to be applied for violations of such standards by officers, employees, or agents
of the non-Federal entity.
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(2) If the non-Federal entity has a parent, affiliate, or subsidiary organization that is
not a state, local government, or Indian tribe, the non-Federal entity must also maintain
written standards of conduct covering organizational conflicts of interest. Organizational
conflicts of interest means that because of relationships with a parent company, affiliate,
or subsidiary organization, the non-Federal entity is unable or appears to be unable to
be impartial in conducting a procurement action involving a related organization. HCDE

(d) The Non-Federal entity's procedures must avoid acquisition of unnecessary or
duplicative items. Consideration should be given to consolidating or breaking out
procurements to obtain a more economical purchase. Where appropriate, an analysis
will be made of lease versus purchase alternatives, and any other appropriate analysis
to determine the most economical a

(e) To foster greater economy and efficiency, and in accordance with efforts to
promote cost-effective use of shared services across the Federal Government, the non-
Federal entity is encouraged to enter into state and local intergovernmental agreements

or inter-entity agreements where appropriate for procurement or use of common or

shared goods and services.

() The Non-Federal entity is encouraged to use Federal excess and surplus
property in lieu of purchasing new equipment and property whenever such use is
feasible and reduces project costs.
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(9) The Non-Federal entity is encouraged to use value engineering clauses in
contracts for construction projects of sufficient size to offer reasonable opportunities for
cost reductions. Value engineering is a systematic and creative analysis of each
contract item or task to ensure that its essential function is provided at the overall lower

(h) The Non-Federal entity must award contracts only to responsible contractors
possessing the ability to perform successfully under the terms and conditions of a
proposed procurement. Consideration will be given to such matters as contractor
integrity, compliance with public policy, record of past performance, and financial and
technical resources. See also §200.212 Suspension and debarment.

(i) The Non-Federal entity must maintain records sufficient to detail the history of
procurement. These records will include, but are not necessarily limited to the following:
rationale for the method of procurement, selection of contract type, contractor selection
or rejection, and the basis for the contract price.

()(1) The Non-Federal entity may use a time and materials type contract only after
a determination that no other contract is suitable and if the contract includes a ceiling
price that the contractor exceeds at its own risk. Time and materials type contract
means a contract whose cost to a non-Federal entity is the sum of:

(i) The actual cost of materials; and

(ii) Direct labor hours charged at fixed hourly rates that reflect wages, general and
administrative expenses, and profit.

(2) Since this formula generates an open-ended contract price, a time-and-
materials contract provides no positive profit incentive to the contractor for cost control
or labor efficiency. Therefore, each contract must set a ceiling price that the contractor
exceeds at its own risk. Further, the non-Federal entity awarding such a contract must
assert a high degree of oversight in order to obtain reasonable assurance that the
contractor is using efficient methods and effective cost controls.

(k) The Non-Federal entity alone must be responsible, in accordance with good
administrative practice and sound business judgment, for the settlement of all
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contractual and administrative issues arising out of procurements. These issues include,
but are not limited to, source evaluation, protests, disputes, and claims. These

standards do not relieve the non-Federal entity of any contractual responsibilities under
its contracts. The Federal awarding agency will not substitute its judgment for that of the
non-Federal entity unless the matter is primarily a Federal concern. Violations of law will
be referred to the local, state, or federal authority having proper jurisdiction.

and procurement and contract. All contracts are signed either by the
Superintendent or the Assistant Superintendent for Business.

[78 FR 78608, Dec. 26, 2013, as amended at 79 FR 75885, Dec. 19, 2014]
§200.319 Competition.

(a) All procurement transactions must be conducted in a manner providing full and
open competition consistent with the standards of this section. In order to ensure
objective contractor performance and eliminate unfair competitive advantage,
contractors that develop or draft specifications, requirements, statements of work, or
invitations for bids or requests for proposals must be excluded from competing for such
procurements. Some of the situations considered to be restrictive of competition include
but are not limited to:

(1) Placing unreasonable requirements on firms in order for them to qualify to do
business;

(2) Requiring unnecessary experience and excessive bonding;

(3) Noncompetitive pricing practices between firms or between affiliated companies;

(4) Noncompetitive contracts to consultants that are on retainer contracts;

(5) Organizational conflicts of interest;

(6) Specifying only a “brand name” product instead of allowing “an equal” product to
be offered and describing the performance or other relevant requirements of the
procurement; and

(7) Any arbitrary action in the procurement process.

(b) The Non-Federal entity must conduct procurements in a manner that prohibits
the use of statutorily or administratively imposed state, local, or tribal geographical
preferences in the evaluation of bids or proposals, except in those cases where
applicable Federal statutes expressly mandate or encourage geographic preference.
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Nothing in this section preempts state licensing laws. When contracting for
architectural and engineering (A/E) services, geographic location may be a selection
criterion provided its application leaves an appropriate number of qualified firms, given
the nature and size of the project, to compete for the contract.

(c) The Non-Federal entity must have written procedures for procurement
transactions. These procedures must ensure that all solicitations:

(1) Incorporate a clear and accurate description of the technical requirements for
the material, product, or service to be procured. Such description must not, in
competitive procurements, contain features which unduly restrict competition. The
description may include a statement of the qualitative nature of the material, product or
service to be procured and, when necessary, must set forth those minimum essential
characteristics and standards to which it must conform if it is to satisfy its intended use.
Detailed product specifications should be avoided if at all possible. When it is
impractical or uneconomical to make a clear and accurate description of the technical
requirements, a “brand name or equivalent” description may be used as a means to
define the performance or other salient requirements of procurement. The specific
features of the named brand which must be met by offers must be clearly stated; and

(2) Identify all requirements which the offerors must fulfill and all other factors to be
used in evaluating bids or proposals.

(d) The Non-Federal entity must ensure that all prequalified lists of persons, firms,
or products which are used in acquiring goods and services are current and include
enough qualified sources to ensure maximum open and free competition. Also, the non-
Federal entity must not preclude potential bidders from qualifying during the solicitation
period.

[78 FR 78608, Dec. 26, 2013, as amended at 79 FR 75885, Dec. 19, 2014]

HCDE uses policies CH Legal and CH Local which identify the factors in
determining the best value and the method of procurement and contract. HCDE
also has operating guidelines covering the procurement process.

8200.320 Methods of procurement to be followed.
The non-Federal entity must use one of the following methods of procurement.

(a) Procurement by micro-purchases. Procurement by micro-purchase is the
acquisition of supplies or services, the aggregate dollar amount of which does not
exceed the micro-purchase threshold (8200.67 Micro-purchase). To the extent
practicable, the non-Federal entity must distribute micro-purchases equitably among
qualified suppliers. Micro-purchases may be awarded without soliciting competitive
guotations if the non-Federal entity considers the price to be reasonable. HCDE uses
policies CH Legal and CH Local which is more restrictive.
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(b) Procurement by small purchase procedures. Small purchase procedures are
those relatively simple and informal procurement methods for securing services,
supplies, or other property that do not cost more than the Simplified Acquisition
Threshold. If small purchase procedures are used, price or rate quotations must be
obtained from an adequate number of qualified sources. HCDE uses policies CH
Legal and CH Local which are more restrictive.

(c) Procurement by sealed bids (formal advertising). Bids are publicly solicited and
a firm fixed price contract (lump sum or unit price) is awarded to the responsible bidder
whose bid, conforming with all the material terms and conditions of the invitation for
bids, is the lowest in price. The sealed bid method is the preferred method for procuring
construction, if the conditions in paragraph (c)(1) of this section apply.

() In order for sealed bidding to be feasible, the following conditions should be
present:

(i) A complete, adequate, and realistic specification or purchase description is
available;

(i) Two or more responsible bidders are willing and able to compete effectively for
the business; and

(iif) The procurement lends itself to a firm fixed price contract and the selection of
the successful bidder can be made principally on the basis of price.

(2) If sealed bids are used, the following requirements apply:

(i) Bids must be solicited from an adequate number of known suppliers, providing
them sufficient response time prior to the date set for opening the bids, for state, local,
and tribal governments, the invitation for bids must be publically advertised,;

(ii) The invitation for bids, which will include any specifications and pertinent
attachments, must define the items or services in order for the bidder to properly
respond;

(i) All bids will be opened at the time and place prescribed in the invitation for bids,
and for local and tribal governments, the bids must be opened publicly;

(iv) A firm fixed price contract award will be made in writing to the lowest
responsive and responsible bidder. Where specified in bidding documents, factors such
as discounts, transportation cost, and life cycle costs must be considered in determining
which bid is lowest. Payment discounts will only be used to determine the low bid when
prior experience indicates that such discounts are usually taken advantage of; and

(v) Any or all bids may be rejected if there is a sound documented reason.

HCDE uses policies CH Legal and CH Local which identify the factors in
determining the best value and the method of procurement and contract. HCDE
also has operating guidelines covering the procurement process.
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(d) Procurement by competitive proposals. The technique of competitive proposals
is normally conducted with more than one source submitting an offer, and either a fixed
price or cost-reimbursement type contract is awarded. It is generally used when
conditions are not appropriate for the use of sealed bids. If this method is used, the
following requirements apply:

(1) Requests for proposals must be publicized and identify all evaluation factors
and their relative importance. Any response to publicized requests for proposals must
be considered to the maximum extent practical;

(2) Proposals must be solicited from an adequate number of qualified sources;

(3) The Non-Federal entity must have a written method for conducting technical
evaluations of the proposals received and for selecting recipients;

(4) Contracts must be awarded to the responsible firm whose proposal is most
advantageous to the program, with price and other factors considered; and

(5) The Non-Federal entity may use competitive proposal procedures for
qualifications-based procurement of architectural/engineering (A/E) professional
services whereby competitors' qualifications are evaluated and the most qualified
competitor is selected, subject to negotiation of fair and reasonable compensation. The
method, where price is not used as a selection factor, can only be used in procurement
of A/E professional services. It cannot be used to purchase other types of services
though A/E firms are a potential source to perform the proposed effort.

Professional

Services are also procured under Chapter 44.031 or Chapter 2252.003.
(e) [Reserved]
(f) Procurement by noncompetitive proposals. Procurement by noncompetitive

proposals is procurement through solicitation of a proposal from only one source and
may be used only when one or more of the following circumstances apply:

ili The item is available onli from a sinile source; —
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(2) The public exigency or emergency for the requirement will not permit a delay
resulting from competitive solicitation;

(3) The Federal awarding agency or pass-through entity expressly authorizes

noncompetitive proposals in response to a written request from the non-Federal entity;
or *

(4) After solicitation of a number of sources, competition is determined inadequate.

[78 FR 78608, Dec. 26, 2013, as amended at 79 FR 75885, Dec. 19, 2014]

§200.321 Contracting with small and minority businesses, women's
business enterprises, and labor surplus area firms.

a) The Non-Federal entity must take all necessary affirmative steps to assure that
minority businesses, women's business enterprises, and labor surplus area firms are
used when possible.

(b) Affirmative steps must include:

(1) Placing qualified small and minority businesses and women's business
enterprises on solicitation lists;

(2) Assuring that small and minority businesses, and women's business enterprises
are solicited whenever they are potential sources;

(3) Dividing total requirements, when economically feasible, into smaller tasks or
guantities to permit maximum participation by small and minority businesses, and
women's business enterprises;

(4) Establishing delivery schedules, where the requirement permits, which
encourage participation by small and minority businesses, and women's business
enterprises;

(5) Using the services and assistance, as appropriate, of such organizations as the
Small Business Administration and the Minority Business Development Agency of the
Department of Commerce; and

(6) Requiring the prime contractor, if subcontracts are to be let, to take the
affirmative steps listed in paragraphs (1) through (5) of this section.
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8200.322 Procurement of recovered materials.

A non-Federal entity that is a state agency or agency of a political subdivision of a
state and its contractors must comply with section 6002 of the Solid Waste Disposal
Act, as amended by the Resource Conservation and Recovery Act. The requirements of
Section 6002 include procuring only items designated in guidelines of the Environmental
Protection Agency (EPA) at 40 CFR part 247 that contain the highest percentage of
recovered materials practicable, consistent with maintaining a satisfactory level of
competition, where the purchase price of the item exceeds $10,000 or the value of the
guantity acquired during the preceding fiscal year exceeded $10,000; procuring solid
waste management services in a manner that maximizes energy and resource
recovery; and establishing an affirmative procurement program for procurement of
recovered materials identified in the EPA guidelines.

[78 FR 78608, Dec. 26, 2013, as amended at 79 FR 75885, Dec. 19, 2014]

§200.323 Contract cost and price.

(a) The Non-Federal entity must perform a cost or price analysis in connection with
every procurement action in excess of the Simplified Acquisition Threshold including
contract modifications. The method and degree of analysis is dependent on the facts
surrounding the particular procurement situation, but as a starting point, the non-Federal
entity must make independent estimates before receiving bids or proposals.

(b) The Non-Federal entity must negotiate profit as a separate element of the price
for each contract in which there is no price competition and in all cases where cost
analysis is performed. To establish a fair and reasonable profit, consideration must be
given to the complexity of the work to be performed, the risk borne by the contractor, the
contractor's investment, the amount of subcontracting, the quality of its record of past
performance, and industry profit rates in the surrounding geographical area for similar
work.

(c) Costs or prices based on estimated costs for contracts under the Federal award
are allowable only to the extent that costs incurred or cost estimates included in
negotiated prices would be allowable for the non-Federal entity under Subpart E—Cost
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Principles of this part. The non-Federal entity may reference its own cost principles that
comply with the Federal cost principles.

(d) The cost plus a percentage of cost and percentage of construction cost
methods of contracting must not be used.

8200.324 Federal awarding agency or pass-through entity review.

(a) The Non-Federal entity must make available, upon request of the Federal
awarding agency or pass-through entity, technical specifications on proposed
procurements where the Federal awarding agency or pass-through entity believes such
review is needed to ensure that the item or service specified is the one being proposed
for acquisition. This review generally will take place prior to the time the specification is
incorporated into a solicitation document. However, if the non-Federal entity desires to
have the review accomplished after a solicitation has been developed, the Federal
awarding agency or pass-through entity may still review the specifications, with such
review usually limited to the technical aspects of the proposed purchase.

(b) The Non-Federal entity must make available upon request, for the Federal
awarding agency or pass-through entity pre-procurement review, procurement
documents, such as requests for proposals or invitations for bids, or independent cost
estimates, when:

(1) The Non-Federal entity's procurement procedures or operation fails to comply
with the procurement standards in this part;

(2) The procurement is expected to exceed the Simplified Acquisition Threshold
and is to be awarded without competition or only one bid or offer is received in response
to a solicitation;

(3) The procurement, which is expected to exceed the Simplified Acquisition
Threshold, specifies a “brand name” product;

(4) The proposed contract is more than the Simplified Acquisition Threshold and is
to be awarded to other than the apparent low bidder under a sealed bid procurement; or

(5) A proposed contract modification changes the scope of a contract or increases
the contract amount by more than the Simplified Acquisition Threshold.
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(c) The Non-Federal entity is exempt from the pre-procurement review in paragraph
(b) of this section if the Federal awarding agency or pass-through entity determines that
its procurement systems comply with the standards of this part.

(1) The Non-Federal entity may request that its procurement system be reviewed
by the Federal awarding agency or pass-through entity to determine whether its system
meets these standards in order for its system to be certified. Generally, these reviews
must occur where there is continuous high-dollar funding, and third-party contracts are
awarded on a regular basis;

(2) The Non-Federal entity may self-certify its procurement system. Such self-
certification must not limit the Federal awarding agency's right to survey the system.
Under a self-certification procedure, the Federal awarding agency may rely on written
assurances from the non-Federal entity that it is complying with these standards. The
non-Federal entity must cite specific policies, procedures, regulations, or standards as
being in compliance with these requirements and have its system available for review.

HCDE uses policies CH Legal and CH Local which identify the factors in
determining the best value and the method of procurement and contract. HCDE
also has operating guidelines covering the procurement process. HCDE
maintains records of all processes available for review and all procurements have
aright to audit clause.

§200.325 Bonding requirements.

For construction or facility improvement contracts or subcontracts exceeding the
Simplified Acquisition Threshold (Which is $150,000), the Federal awarding agency or
pass-through entity may accept the bonding policy and requirements of the non-Federal
entity provided that the Federal awarding agency or pass-through entity has made a
determination that the Federal interest is adequately protected. If such a determination
has not been made, the minimum requirements must be as follows:

(a) A bid guarantee from each bidder equivalent to five percent of the bid price. The
“bid guarantee” must consist of a firm commitment such as a bid bond, certified check,
or other negotiable instrument accompanying a bid as assurance that the bidder will,
upon acceptance of the bid, execute such contractual documents as may be required
within the time specified.

(b) A performance bond on the part of the contractor for 100 percent of the contract
price. A “performance bond” is one executed in connection with a contract to secure
fulfillment of all the contractor's obligations under such contract.

(c) A payment bond on the part of the contractor for 100 percent of the contract
price. A “payment bond” is one executed in connection with a contract to assure
payment as required by law of all persons supplying labor and material in the execution
of the work provided for in the contract.
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§200.326 Contract provisions.

The non-Federal entity's contracts must contain the applicable provisions described in
Appendix Il to Part 200—Contract Provisions for non-Federal Entity Contracts Under
Federal Awards.

PERFORMANCE AND FINANCIAL MONITORING AND REPORTING
§200.327 Financial reporting.

Unless otherwise approved by OMB, the Federal awarding agency may solicit only the
standard, OMB-approved government wide data elements for collection of financial
information (at time of publication the Federal Financial Report or such future collections
as may be approved by OMB and listed on the OMB Web site). This information must
be collected with the frequency required by the terms and conditions of the Federal
award, but no less frequently than annually nor more frequently than quarterly except in
unusual circumstances, for example where more frequent reporting is necessary for the
effective monitoring of the Federal award or could significantly affect program
outcomes, and preferably in coordination with performance reportin

§200.328 Monitoring and reporting program performance.

(a) Monitoring by the non-Federal entity. The non-Federal entity is responsible for
oversight of the operations of the Federal award supported activities. The non-Federal
entity must monitor its activities under Federal awards to assure compliance with
applicable Federal requirements and performance expectations are being achieved.
Monitoring by the non-Federal entity must cover each program, function or activity. See
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also §200.331 Requirements for pass-through entities. HCDE has assigned a program
director for each grant to make sure that grant requirements are met.

(b) Non-construction performance reports. The Federal awarding agency must use
standard, OMB-approved data elements for collection of performance information
(including performance progress reports, Research Performance Progress Report, or
such future collections as may be approved by OMB and listed on the OMB Web site).

HCDE adheres to the required program reports as outlined by the granting
agency.

(1) The Non-Federal entity must submit performance reports at the interval required
by the Federal awarding agency or pass-through entity to best inform improvements in
program outcomes and productivity. Intervals must be no less frequent than annually
nor more frequent than quarterly except in unusual circumstances, for example where
more frequent reporting is necessary for the effective monitoring of the Federal award or
could significantly affect program outcomes. Annual reports must be due 90 calendar
days after the reporting period; quarterly or semiannual reports must be due 30
calendar days after the reporting period. Alternatively, the Federal awarding agency or
pass-through entity may require annual reports before the anniversary dates of multiple
year Federal awards. The final performance report will be due 90 calendar days after
the period of performance end date. If a justified request is submitted by a non-Federal
entity, the Federal agency may extend the due date for any performance report.

HCDE adheres to the required program reports as outlined by the granting
agency.

(2) The Non-Federal entity must submit performance reports using OMB-approved
government wide standard information collections when providing performance
information. As appropriate in accordance with above mentioned information collections,
these reports will contain, for each Federal award, brief information on the following
unless other collections are approved by OMB:

HCDE adheres to the required program reports as outlined by the granting
agency.

(i) A comparison of actual accomplishments to the objectives of the Federal award
established for the period. Where the accomplishments of the Federal award can be
guantified, a computation of the cost (for example, related to units of accomplishment)
may be required if that information will be useful. Where performance trend data and
analysis would be informative to the Federal awarding agency program, the Federal
awarding agency should include this as a performance reporting requirement.

(i) The reasons why established goals were not met, if appropriate.

(iif) Additional pertinent information including, when appropriate, analysis and
explanation of cost overruns or high unit costs.
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(c) Construction performance reports. For the most part, onsite technical
inspections and certified percentage of completion data are relied on heavily by Federal
awarding agencies and pass-through entities to monitor progress under Federal awards
and sub awards for construction. The Federal awarding agency may require additional
performance reports only when considered necessary.

HCDE adheres to the required program reports as outlined by the granting
agency.

(d) Significant developments. Events may occur between the scheduled
performance reporting dates that have significant impact upon the supported activity. In
such cases, the non-Federal entity must inform the Federal awarding agency or pass-
through entity as soon as the following types of conditions become known:

HCDE adheres to the required program reports as outlined by the granting
agency.

(1) Problems, delays, or adverse conditions which will materially impair the ability to
meet the objective of the Federal award. This disclosure must include a statement of the
action taken, or contemplated, and any assistance needed to resolve the situation.

(2) Favorable developments which enable meeting time schedules and objectives
sooner or at less cost than anticipated or producing more or different beneficial results
than originally planned.

(e) The Federal awarding agency may make site visits as warranted by program
needs.

() The Federal awarding agency may waive any performance report required by
this part if not needed.

8200.329 Reporting on real property.

The Federal awarding agency or pass-through entity must require a non-Federal
entity to submit reports at least annually on the status of real property in which the
Federal Government retains an interest, unless the Federal interest in the real property
extends 15 years or longer. In those instances where the Federal interest attached is for
a period of 15 years or more, the Federal awarding agency or pass-through entity, at its
option, may require the non-Federal entity to report at various multi-year frequencies
(e.g., every two years or every three years, not to exceed a five-year reporting period; or
a Federal awarding agency or pass-through entity may require annual reporting for the
first three years of a Federal award and thereafter require reporting every five years).

HCDE adheres to the required program reports as outlined by the granting
agency.
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SUB-RECIPIENT MONITORING AND MANAGEMENT
§200.330 Sub-recipient and contractor determinations.

The non-Federal entity may concurrently receive Federal awards as a recipient, a
sub recipient, and a contractor, depending on the substance of its agreements with
Federal awarding agencies and pass-through entities. Therefore, a pass-through entity
must make case-by-case determinations whether each agreement it makes for the
disbursement of Federal program funds casts the party receiving the funds in the role
of a subrecipient or a contractor. The Federal awarding agency may supply and require
recipients to comply with additional guidance to support these determinations provided
such guidance does not conflict with this section.

(a) Subrecipients. A sub award is for the purpose of carrying out a portion of a
Federal award and creates a Federal assistance relationship with the subrecipient. See
§200.92 Sub award. Characteristics which support the classification of the non-Federal
entity as a subrecipient include when the non-Federal entity:

(1) Determines who is eligible to receive what Federal assistance;

(2) Has its performance measured in relation to whether objectives of a Federal
program were met;

(3) Has responsibility for programmatic decision making;

(4) Is responsible for adherence to applicable Federal program requirements
specified in the Federal award; and

(5) In accordance with its agreement, uses the Federal funds to carry out a
program for a public purpose specified in authorizing statute, as opposed to providing
goods or services for the benefit of the pass-through entity.

(b) Contractors. A contract is for the purpose of obtaining goods and services for
the non-Federal entity's own use and creates a procurement relationship with the
contractor. See §200.22 Contract. Characteristics indicative of a procurement
relationship between the non-Federal entity and a contractor are when the non-Federal
entity receiving the Federal funds:

(1) Provides the goods and services within normal business operations;
(2) Provides similar goods or services to many different purchasers;
(3) Normally operates in a competitive environment;

(4) Provides goods or services that are ancillary to the operation of the Federal
program; and
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(5) Is not subject to compliance requirements of the Federal program as a result of
the agreement, though similar requirements may apply for other reasons.

(c) Use of judgment in making determination. In determining whether an agreement
between a pass-through entity and another non-Federal entity casts the latter as a
subrecipient or a contractor, the substance of the relationship is more important than
the form of the agreement. All of the characteristics listed above may not be present in
all cases, and the pass-through entity must use judgment in classifying each agreement
as a sub award or a procurement contract.

HCDE makes determinations on sub recipients and contractors in accordance with this
section, and contracts are determined as such.

§200.331 Requirements for pass-through entities.

All pass-through entities must:

(a) Ensure that every sub award is clearly identified to the subrecipient as a sub
award and includes the following information at the time of the sub award and if any of
these data elements change, include the changes in subsequent sub award
modification. When some of this information is not available, the pass-through entity
must provide the best information available to describe the Federal award and sub
award. Required information includes:

(1) Federal Award Identification.

(i) Subrecipient name (which must match the name associated with its unique entity
identifier);

(ii) Subrecipient's unique entity identifier;

(iif) Federal Award ldentification Number (FAIN);

(iv) Federal Award Date (see §200.39 Federal award date);

(v) Sub award Period of Performance Start and End Date;

(vi) Amount of Federal Funds Obligated by this action;

(vii) Total Amount of Federal Funds Obligated to the subrecipient;
(viii) Total Amount of the Federal Award;

(ix) Federal award project description, as required to be responsive to the Federal
Funding Accountability and Transparency Act (FFATA);
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(x) Name of Federal awarding agency, pass-through entity, and contact information
for awarding official,

(xi) CFDA Number and Name; the pass-through entity must identify the dollar
amount made available under each Federal award and the CFDA number at time of
disbursement;

(xii) Identification of whether the award is R&D; and

(xiii) Indirect cost rate for the Federal award (including if the de minimis rate is
charged per §200.414 Indirect (F&A) costs).

(2) All requirements imposed by the pass-through entity on the subrecipient so that
the Federal award is used in accordance with Federal statutes, regulations and the
terms and conditions of the Federal award.

(3) Any additional requirements that the pass-through entity imposes on the
subrecipient in order for the pass-through entity to meet its own responsibility to the
Federal awarding agency including identification of any required financial and
performance reports;

(4) An approved federally recognized indirect cost rate negotiated between the
subrecipient and the Federal Government or, if no such rate exists, either a rate
negotiated between the pass-through entity and the subrecipient (in compliance with
this part), or a de minimis indirect cost rate as defined in §200.414 Indirect (F&A) costs,
paragraph (f) of this part.

(5) A requirement that the subrecipient permit the pass-through entity and auditors
to have access to the subrecipient's records and financial statements as necessary for
the pass-through entity to meet the requirements of this part; and

(6) Appropriate terms and conditions concerning closeout of the sub award.

(b) Evaluate each subrecipient's risk of noncompliance with Federal statutes,
regulations, and the terms and conditions of the sub award for purposes of determining
the appropriate subrecipient monitoring described in paragraphs (d) and (e) of this
section, which may include consideration of such factors as:

(1) The subrecipient's prior experience with the same or similar sub awards;
(2) The results of previous audits including whether or not the subrecipient receives
a Single Audit in accordance with Subpart F—Audit Requirements of this part, and the

extent to which the same or similar sub award has been audited as a major program;

(3) Whether the subrecipient has new personnel or new or substantially changed
systems; and
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(4) The extent and results of Federal awarding agency monitoring (e.g., if the
subrecipient also receives Federal awards directly from a Federal awarding agency).

(c) Consider imposing specific sub award conditions upon a subrecipient if
appropriate as described in 8200.207 Specific conditions.

(d) Monitor the activities of the subrecipient as necessary to ensure that the sub
award is used for authorized purposes, in compliance with Federal statutes, regulations,
and the terms and conditions of the sub award; and that sub award performance goals
are achieved. Pass-through entity monitoring of the subrecipient must include:

(1) Reviewing financial and performance reports required by the pass-through
entity.

(2) Following-up and ensuring that the subrecipient takes timely and appropriate
action on all deficiencies pertaining to the Federal award provided to the subrecipient
from the pass-through entity detected through audits, on-site reviews, and other means.

(3) Issuing a management decision for audit findings pertaining to the Federal
award provided to the subrecipient from the pass-through entity as required by
8200.521 Management decision.

(e) Depending upon the pass-through entity's assessment of risk posed by the
subrecipient (as described in paragraph (b) of this section), the following monitoring
tools may be useful for the pass-through entity to ensure proper accountability and
compliance with program requirements and achievement of performance goals:

(1) Providing subrecipients with training and technical assistance on program-
related matters; and

(2) Performing on-site reviews of the subrecipient's program operations;

(3) Arranging for agreed-upon-procedures engagements as described in §200.425
Audit services.

(f) Verify that every subrecipient is audited as required by Subpart F—Audit
Requirements of this part when it is expected that the subrecipient's Federal awards
expended during the respective fiscal year equaled or exceeded the threshold set forth
in 8200.501 Audit requirements.

(g9) Consider whether the results of the subrecipient's audits, on-site reviews, or
other monitoring indicate conditions that necessitate adjustments to the pass-through
entity's own records.

(h) Consider taking enforcement action against noncompliant subrecipients as
described in §200.338 Remedies for noncompliance of this part and in program
regulations.
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[78 FR 78608, Dec. 26, 2013, as amended at 79 FR 75885, Dec. 19, 2014]

HCDE makes determinations on sub recipients and contractors in accordance with this
section, and contracts are determined as such.

8§200.332 Fixed amount sub-awards.

With prior written approval from the Federal awarding agency, a pass-through entity
may provide sub awards based on fixed amounts up to the Simplified Acquisition
Threshold, provided that the sub awards meet the requirements for fixed amount
awards in 8200.201 Use of grant agreements (including fixed amount awards),
cooperative agreements, and contracts.

HCDE makes determinations on sub recipients and contractors in accordance with this
section, and contracts are determined as such.

RECORD RETENTION AND ACCESS

§200.333 Retention requirements for records.

Financial records, supporting documents, statistical records, and all other non-
Federal entity records pertinent to a Federal award must be retained for a period of
three years from the date of submission of the final expenditure report or, for Federal
awards that are renewed quarterly or annually, from the date of the submission of the
guarterly or annual financial report, respectively, as reported to the Federal awarding
agency or pass-through entity in the case of a subrecipient. Federal awarding agencies
and pass-through entities must not impose any other record retention requirements
upon non-Federal entities. The only exceptions are the following:

(a) If any litigation, claim, or audit is started before the expiration of the 3-year
period, the records must be retained until all litigation, claims, or audit findings involving
the records have been resolved and final action taken.

(b) When the non-Federal entity is notified in writing by the Federal awarding
agency, cognizant agency for audit, oversight agency for audit, cognizant agency for
indirect costs, or pass-through entity to extend the retention period.

(c) Records for real property and equipment acquired with Federal funds must be
retained for 3 years after final disposition.

(d) When records are transferred to or maintained by the Federal awarding agency
or pass-through entity, the 3-year retention requirement is not applicable to the non-
Federal entity.

(e) Records for program income transactions after the period of performance. In
some cases, recipients must report program income after the period of performance.
Where there is such a requirement, the retention period for the records pertaining to the
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earning of the program income starts from the end of the non-Federal entity's fiscal year
in which the program income is earned.

(f) Indirect cost rate proposals and cost allocations plans. This paragraph applies to
the following types of documents and their supporting records: indirect cost rate
computations or proposals, cost allocation plans, and any similar accounting
computations of the rate at which a particular group of costs is chargeable (such as
computer usage chargeback rates or composite fringe benefit rates).

(2) If submitted for negotiation. If the proposal, plan, or other computation is
required to be submitted to the Federal Government (or to the pass-through entity) to
form the basis for negotiation of the rate, then the 3-year retention period for its
supporting records starts from the date of such submission.

(2) If not submitted for negotiation. If the proposal, plan, or other computation is not
required to be submitted to the Federal Government (or to the pass-through entity) for
negotiation purposes, then the 3-year retention period for the proposal, plan, or
computation and its supporting records starts from the end of the fiscal year (or other
accounting period) covered by the proposal, plan, or other computation.

HCDE complies with the State of Texas requirements which are more extensive
than the federal requirements.

8200.334 Requests for transfer of records.

The Federal awarding agency must request transfer of certain records to its custody
from the non-Federal entity when it determines that the records possess long-term
retention value. However, in order to avoid duplicate recordkeeping, the Federal
awarding agency may make arrangements for the non-Federal entity to retain any
records that are continuously needed for joint use.

HCDE complies with the State of Texas requirements which are more extensive
than the federal requirements.

8200.335 Methods for collection, transmission and storage of information.

In accordance with the May 2013 Executive Order on Making Open and Machine
Readable the New Default for Government Information, the Federal awarding agency
and the non-Federal entity should, whenever practicable, collect, transmit, and store
Federal award-related information in open and machine-readable formats rather than in
closed formats or on paper. The Federal awarding agency or pass-through entity must
always provide or accept paper versions of Federal award-related information to and
from the non-Federal entity upon request. If paper copies are submitted, the Federal
awarding agency or pass-through entity must not require more than an original and two
copies. When original records are electronic and cannot be altered, there is no need to
create and retain paper copies. When original records are paper, electronic versions
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may be substituted through the use of duplication or other forms of electronic media
provided that they are subject to periodic quality control reviews, provide reasonable
safeguards against alteration, and remain readable.

§200.336 Access to records.

(a) Records of non-Federal entities. The Federal awarding agency, Inspectors General, the
Comptroller General of the United States, and the pass-through entity, or any of their authorized
representatives, must have the right of access to any documents, papers, or other records of
the non-Federal entity which are pertinent to the Federal award, in order to make audits,
examinations, excerpts, and transcripts. The right also includes timely and reasonable access to
the non-Federal entity's personnel for the purpose of interview and discussion related to such
documents.

(b) Only under extraordinary and rare circumstances would such access include review of
the true name of victims of a crime. Routine monitoring cannot be considered extraordinary and
rare circumstances that would necessitate access to this information. When access to the true
name of victims of a crime is necessary, appropriate steps to protect this sensitive information
must be taken by both the non-Federal entity and the Federal awarding agency. Any such
access, other than under a court order or subpoena pursuant to a bona fide confidential
investigation, must be approved by the head of the Federal awarding agency or delegate.

(c) Expiration of right of access. The rights of access in this section are not limited to the
required retention period but last as long as the records are retained. Federal awarding

agencies and pass-through entities must not impose any other access requirements upon non-
Federal entities.

§200.337 Restrictions on public access to records.

No Federal awarding agency may place restrictions on the non-Federal entity that
limit public access to the records of the non-Federal entity pertinent to a Federal award,
except for protected personally identifiable information (PII) or when the Federal
awarding agency can demonstrate that such records will be kept confidential and would
have been exempted from disclosure pursuant to the Freedom of Information Act (5
U.S.C. 552) or controlled unclassified information pursuant to Executive Order 13556 if
the records had belonged to the Federal awarding agency. The Freedom of Information
Act (5 U.S.C. 552) (FOIA) does not apply to those records that remain under a non-
Federal entity's control except as required under §200.315 Intangible property. Unless
required by Federal, state, local, and tribal statute, non-Federal entities are not required
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to permit public access to their records. The non-Federal entity's records provided to a
Federal agency generally will be subject to FOIA and applicable exemptions.

[78 FR 78608, Dec. 26, 2013, as amended at 79 FR 75885, Dec. 19, 2014]

REMEDIES FOR NONCOMPLIANCE

§200.338 Remedies for noncompliance.

If a non-Federal entity fails to comply with Federal statutes, regulations or the terms
and conditions of a Federal award, the Federal awarding agency or pass-through entity
may impose additional conditions, as described in 8200.207 Specific conditions. If the
Federal awarding agency or pass-through entity determines that noncompliance cannot
be remedied by imposing additional conditions, the Federal awarding agency or pass-
through entity may take one or more of the following actions, as appropriate in the
circumstances:

(a) Temporarily withhold cash payments pending correction of the deficiency by the
non-Federal entity or more severe enforcement action by the Federal awarding agency
or pass-through entity.

(b) Disallow (that is, deny both use of funds and any applicable matching credit for)
all or part of the cost of the activity or action not in compliance.

(c) Wholly or partly suspend or terminate the Federal award.

(d) Initiate suspension or debarment proceedings as authorized under 2 CFR part
180 and Federal awarding agency regulations (or in the case of a pass-through entity,
recommend such a proceeding be initiated by a Federal awarding agency).

(e) Withhold further Federal awards for the project or program.

(f) Take other remedies that may be legally available.

§200.339 Termination. As outlined by subtitle.

§200.340 Notification of termination requirement. As outlined by subtitle.
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HCDE has implemented procedures to make sure grant requirements are met.

§200.341 Opportunities to object, hearings and appeals. As outlined by
subtitle.

As outlined by subtitle.

HCDE has implemented procedures to make sure grant requirements are met.
§200.342 Effects of suspension and termination.
HCDE has implemented procedures to make sure grant requirements are met.

CLOSEOUT
8200.343 Closeout.

The Federal awarding agency or pass-through entity will close-out the Federal
award when it determines that all applicable administrative actions and all required work
of the Federal award have been completed by the non-Federal entity. This section
specifies the actions the non-Federal entity and Federal awarding agency or pass-
through entity must take to complete this process at the end of the period of
performance.

(a) The Non-Federal entity must submit, no later than 90 calendar days after the
end date of the period of performance, all financial, performance, and other reports as
required by the terms and conditions of the Federal award. The Federal awarding
agency or pass-through entity may approve extensions when requested by the non-
Federal entity.

(b) Unless the Federal awarding agency or pass-through entity authorizes an
extension, a non-Federal entity must liquidate all obligations incurred under the
Federal award not later than 90 calendar days after the end date of the period of
performance as specified in the terms and conditions of the Federal award.

(c) The Federal awarding agency or pass-through entity must make prompt
payments to the non-Federal entity for allowable reimbursable costs under the Federal
award being closed out.

(d) The Non-Federal entity must promptly refund any balances of unobligated cash
that the Federal awarding agency or pass-through entity paid in advance or paid and
that are not authorized to be retained by the non-Federal entity for use in other projects.
See OMB Circular A-129 and see 8200.345 Collection of amounts due, for requirements
regarding unreturned amounts that become delinquent debts.
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(e) Consistent with the terms and conditions of the Federal award, the Federal
awarding agency or pass-through entity must make a settlement for any upward or
downward adjustments to the Federal share of costs after closeout reports are received.

(f) The Non-Federal entity must account for any real and personal property
acquired with Federal funds or received from the Federal Government in accordance
with 88200.310 Insurance coverage through 200.316 Property trust relationship and
200.329 Reporting on real property.

(9) The Federal awarding agency or pass-through entity should complete all
closeout actions for Federal awards no later than one year after receipt and acceptance
of all required final reports.

[78 FR 78608, Dec. 26, 2013, as amended at 79 FR 75885, Dec. 19, 2014]

HCDE has procedures in place to make sure that all grants are closed out and all
payments made by the 90" day.

POST-CLOSEOUT ADJUSTMENTS AND CONTINUING RESPONSIBILITIES

8200.344 Post-closeout adjustments and continuing responsibilities.
(a) The closeout of a Federal award does not affect any of the following:

(1) The right of the Federal awarding agency or pass-through entity to disallow
costs and recover funds on the basis of a later audit or other review. The Federal
awarding agency or pass-through entity must make any cost disallowance
determination and notify the non-Federal entity within the record retention period.

(2) The obligation of the non-Federal entity to return any funds due as a result of
later refunds, corrections, or other transactions including final indirect cost rate
adjustments.

(3) Audit requirements in Subpart F—Audit Requirements of this part.

(4) Property management and disposition requirements in Subpart D—Post Federal
Award Requirements of this part, 88200.310 Insurance Coverage through 200.316
Property trust relationship.

(5) Records retention as required in Subpart D—Post Federal Award Requirements
of this part, 88200.333 Retention requirements for records through 200.337 Restrictions
on public access to records.

(b) After closeout of the Federal award, a relationship created under the Federal
award may be modified or ended in whole or in part with the consent of the Federal
awarding agency or pass-through entity and the non-Federal entity, provided the
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responsibilities of the non-Federal entity referred to in paragraph (a) of this section,
including those for property management as applicable, are considered and provisions
made for continuing responsibilities of the non-Federal entity, as appropriate.

[78 FR 78608, Dec. 26, 2013, as amended at 79 FR 75885, Dec. 19, 2014]

=

COLLECTION OF AMOUNTS DUE

8200.345 Collection of amounts due. As outlined by subtitle.
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Subpart E—Cost Principles

GENERAL PROVISIONS
§200.400 Policy guide. As outlined by the subtitle.

§200.401 Application. As outlined by the subtitle.

BAsIC CONSIDERATIONS

8200.402 Composition of costs. As outlined by the subtitle.

Total cost. The total cost of a Federal award is the sum of the allowable direct and
allocable indirect costs less any applicable credits.

8200.403 Factors affecting allowability of costs. As outlined by the subtitle.

Except where otherwise authorized by statute, costs must meet the following
general criteria in order to be allowable under Federal awards:

€) Be necessary and reasonable for the performance of the Federal award
and be allocable thereto under these principles.

(b) Conform to any limitations or exclusions set forth in these principles or
in the Federal award as to types or amount of cost items.

(c) Be consistent with policies and procedures that apply uniformly to both
federally-financed and other activities of the non-Federal entity.

(d) Be accorded consistent treatment. A cost may not be assigned to a
Federal award as a direct cost if any other cost incurred for the same
purpose in like circumstances has been allocated to the Federal award as
an indirect cost.
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(e) Be determined in accordance with generally accepted accounting
principles (GAAP), except, for state and local governments and Indian
tribes only, as otherwise provided for in this part.

(HNot be included as a cost or used to meet cost sharing or matching
requirements of any other federally-financed program in either the
current or a prior period. See also §200.306 Cost sharing or matching
paragraph (b).

Be adequately documented. See also §8200.300 Statutory and national
policy requirements through 200.309 Period of performance of this part.

8200.404 Reasonable costs. As outlined by the subtitle

A cost is reasonable if, in its nature and amount, it does not exceed that which
would be incurred by a prudent person under the circumstances prevailing at the
time the decision was made to incur the cost. The question of reasonableness is
particularly important when the non-Federal entity is predominantly federally-funded. In
determining reasonableness of a given cost, consideration must be given to:

(a) Whether the cost is of a type generally recognized as ordinary and necessary
for the operation of the non-Federal entity or the proper and efficient performance of the
Federal award.

(b) The restraints or requirements imposed by such factors as: sound business
practices; arm's-length bargaining; Federal, state, local, tribal, and other laws and
regulations; and terms and conditions of the Federal award.

(c) Market prices for comparable goods or services for the geographic area.
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(d) Whether the individuals concerned acted with prudence in the circumstances
considering their responsibilities to the non-Federal entity, its employees, where
applicable its students or membership, the public at large, and the Federal Government.

(e) Whether the non-Federal entity significantly deviates from its established
practices and policies regarding the incurrence of costs, which may unjustifiably
increase the Federal award's cost.

[78 FR 78608, Dec. 26, 2013, as amended at 79 FR 75885, Dec. 19, 2014]

HCDE procures goods and services to arrive at best value and determines that
reasonable costs are used to charge to the all cost objectives whether federal or
non—federal.

8200.405 Allocable costs. As outlined by the subtitle

(a) A cost is allocable to a particular Federal award or other cost objective if the
goods or services involved are chargeable or assignable to that Federal award or cost
objective in accordance with relative benefits received. This standard is met if the cost:

(1) Isincurred specifically for the Federal award;

(2) Benefits both the Federal award and other work of the non-Federal entity and
can be distributed in proportions that may be approximated using reasonable
methods; and

(3) Is_necessary to the overall operation of the non-Federal entity and is
assignable in part to the Federal award in accordance with the principles in this subpart.

(b) All activities which benefit from the non-Federal entity's indirect (F&A) cost,
including unallowable activities and donated services by the non-Federal entity or third
parties, will receive an appropriate allocation of indirect costs.

(c) Any cost allocable to a particular Federal award under the principles provided
for in this part may not be charged to other Federal awards to overcome fund
deficiencies, to avoid restrictions imposed by Federal statutes, regulations, or terms and
conditions of the Federal awards, or for other reasons. However, this prohibition would
not preclude the non-Federal entity from shifting costs that are allowable under two or
more Federal awards in accordance with existing Federal statutes, regulations, or the
terms and conditions of the Federal awards.

(d) Direct cost allocation principles. If a cost benefits two or more projects or
activities in proportions that can be determined without undue effort or cost, the cost
must be allocated to the projects based on the proportional benefit. If a cost benefits
two or more projects or activities in proportions that cannot be determined because of
the interrelationship of the work involved, then, notwithstanding paragraph (c) of this
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section, the costs may be allocated or transferred to benefitted projects on any
reasonable documented basis. Where the purchase of equipment or other capital asset
is specifically authorized under a Federal award, the costs are assignable to the Federal
award regardless of the use that may be made of the equipment or other capital asset
involved when no longer needed for the purpose for which it was originally required.
See also §8200.310 Insurance coverage through 200.316 Property trust relationship
and 200.439 Equipment and other capital expenditures.

(e) If the contract is subject to CAS, costs must be allocated to the contract
pursuant to the Cost Accounting Standards. To the extent that CAS is applicable, the
allocation of costs in accordance with CAS takes precedence over the allocation
provisions in this part.

[78 FR 78608, Dec. 26, 2013, as amended at 79 FR 75885, Dec. 19, 2014

HCDE has adopted cost allocation plans that meet the allocable requirements.
Program managers review all expenditures and determine whether the cost is
allocable to the cost objective.

8200.406 Applicable credits. As outlined by the subtitle

(a) Applicable credits refer to those receipts or reduction-of-expenditure-type
transactions that offset or reduce expense items allocable to the Federal award as
direct or indirect (F&A) costs. Examples of such transactions are: purchase discounts,
rebates or allowances, recoveries or indemnities on losses, insurance refunds or
rebates, and adjustments of overpayments or erroneous charges. To the extent that
such credits accruing to or received by the non-Federal entity relate to allowable costs,
they must be credited to the Federal award either as a cost reduction or cash refund, as
appropriate.

(b) In some instances, the amounts received from the Federal Government to
finance activities or service operations of the non-Federal entity should be treated as
applicable credits. Specifically, the concept of netting such credit items (including any
amounts used to meet cost sharing or matching requirements) must be recognized in
determining the rates or amounts to be charged to the Federal award. (See 88200.436
Depreciation and 200.468 Specialized service facilities, for areas of potential application
in the matter of Federal financing of activities.)

[78 FR 78608, Dec. 26, 2013, as amended at 79 FR 75885, Dec. 19, 2014]

HCDE applies all rebates and credits that are applicable to each cost
objective.

§200.407 Prior written approval (prior approval). As outlined by the subtitle
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Under any given Federal award, the reasonableness and allocability of certain
items of costs may be difficult to determine. In order to avoid subsequent disallowance
or dispute based on unreasonableness or no allocability, the non-Federal entity may
seek the prior written approval of the cognizant agency for indirect costs or the
Federal awarding agency in advance of the incurrence of special or unusual
costs. Prior written approval should include the timeframe or scope of the agreement.
The absence of prior written approval on any element of cost will not, in itself, affect the
reasonableness or allocability of that element, unless prior approval is specifically
required for allowability as described under certain circumstances in the following
sections of this part:

(a) 8200.201 Use of grant agreements (including fixed amount awards),
cooperative agreements, and contracts, paragraph (b)(5);

(b) 8200.306 Cost sharing or matching;

(c) 8200.307 Program income;

(d) 8200.308 Revision of budget and program plans;

(e) 8200.311 Real property;

(f) 8200.313 Equipment;

(g) 8200.332 Fixed amount sub awards;

(h) 8200.413 Direct costs, paragraph (c);

(i) 8200.430 Compensation—personal services, paragraph (h);
() 8200.431 Compensation—fringe benefits;

(k) 8200.438 Entertainment costs;

() 8200.439 Equipment and other capital expenditures;

(m) 8200.440 Exchange rates;

(n) 8200.441 Fines, penalties, damages and other settlements;
(o) 8200.442 Fund raising and investment management COSts;
(p) 8200.445 Goods or services for personal use;

(q) 8200.447 Insurance and indemnification;
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(r) 8200.454 Memberships, subscriptions, and professional activity costs,
paragraph (c);

(s) 8200.455 Organization costs;

(t) 8200.456 Participant support costs;

(u) 8200.458 Pre-award costs;

(v) 8200.462 Rearrangement and reconversion costs;
(w) 8200.467 Selling and marketing costs;

(x) 8200.470 Taxes (including Value Added Tax); and
(y) 8200.474 Travel costs.

[78 FR 78608, Dec. 26, 2013, as amended at 79 FR 75885, Dec. 19, 2014]

HCDE reviews grant requirements and seeks approval as necessary
from granting agency.

8200.408 Limitation on allowance of costs. As outlined by the subtitle
§200.409 Special considerations.  As outlined by the subtitle
8200.410 Collection of unallowable costs. As outlined by the subtitle

8§200.411 Adjustment of previously negotiated indirect (F&A) cost
rates containing unallowable costs. As outlined by the subtitle

DIRECT AND INDIRECT (F&A) COSTS

§200.412 Classification of costs. As outlined by the subtitle

There is no universal rule for classifying certain costs as either direct or indirect (F&A)
under every accounting system. A cost may be direct with respect to some specific
service or function, but indirect with respect to the Federal award or other final cost
objective. Therefore, it is essential that each item of cost incurred for the same purpose
be treated consistently in like circumstances either as a direct or an indirect (F&A) cost
in order to avoid possible double-charging of Federal awards. Guidelines for
determining direct and indirect (F&A) costs charged to Federal awards are provided in
this subpart.
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8200.413 Direct costs.  As outlined by the subtitle

a)General. Direct costs are those costs that can be identified specifically with a
particular final cost objective, such as a Federal award, or other internally or
externally funded activity, or that can be directly assigned to such activities
relatively easily with a high degree of accuracy. Costs incurred for the same
purpose in like circumstances must be treated consistently as either direct
or indirect (F&A) costs. See also §200.405 Allocable costs.

(b) Application to Federal awards. Identification with the Federal award rather than
the nature of the goods and services involved is the determining factor in distinguishing
direct from indirect (F&A) costs of Federal awards. Typical costs charged directly to a
Federal award are the compensation of employees who work on that award, their
related fringe benefit costs, the costs of materials and other items of expense incurred
for the Federal award. If directly related to a specific award, certain costs that otherwise
would be treated as indirect costs may also include extraordinary utility consumption,
the cost of materials supplied from stock or services rendered by specialized facilities or
other institutional service operations.

(c) The salaries of administrative and clerical staff should normally be treated as
indirect (F&A) costs. Direct charging of these costs may be appropriate only if all of the
following conditions are met:

(1) Administrative or clerical services are integral to a project or activity;
(2) Individuals involved can be specifically identified with the project or activity;

(3) Such costs are explicitly included in the budget or have the prior written
approval of the Federal awarding agency; and

(4) The costs are not also recovered as indirect costs.

(d) Minor items. Any direct cost of minor amount may be treated as an indirect
(F&A) cost for reasons of practicality where such accounting treatment for that item of
cost is consistently applied to all Federal and non-Federal cost objectives.
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(e) The costs of certain activities are not allowable as charges to Federal awards.
However, even though these costs are unallowable for purposes of computing charges
to Federal awards, they nonetheless must be treated as direct costs for purposes of
determining indirect (F&A) cost rates and be allocated their equitable share of the non-
Federal entity's indirect costs if they represent activities which:

(1) Include the salaries of personnel,
(2) Occupy space, and
(3) Benefit from the non-Federal entity's indirect (F&A) costs.

HCDE calculates indirect costs according to the federal requirements, and
the calculation is sent to TEA (granting agency) for review and approval.

(f) For nonprofit organizations, the costs of activities performed by the non-Federal
entity primarily as a service to members, clients, or the general public when significant
and necessary to the non-Federal entity's mission must be treated as direct costs
whether or not allowable, and be allocated an equitable share of indirect (F&A) costs.
Some examples of these types of activities include:

(1) Maintenance of membership rolls, subscriptions, publications, and related
functions. See also 8200.454 Memberships, subscriptions, and professional activity
costs.

(2) Providing services and information to members, legislative or administrative
bodies, or the public. See also §8200.454 Memberships, subscriptions, and professional
activity costs and 200.450 Lobbying.

(3) Promotion, lobbying, and other forms of public relations. See also §8200.421
Advertising and public relations and 200.450 Lobbying.

(4) Conferences except those held to conduct the general administration of the
non-Federal entity. See also §200.432 Conferences.

(5) Maintenance, protection, and investment of special funds not used in operation
of the non-Federal entity. See also §200.442 Fund raising and investment management
costs.

(6) Administration of group benefits on behalf of members or clients, including life
and hospital insurance, annuity or retirement plans, and financial aid. See also
§200.431 Compensation—fringe benefits.

[78 FR 78608, Dec. 26, 2013, as amended at 79 FR 75885, Dec. 19, 2014]

HCDE is alocal government and not a non for profit organization.
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§200.414 Indirect (F&A) costs. As outlined by the subtitle

(a) Facilities and Administration Classification. For major IHEs and major nonprofit
organizations, indirect (F&A) costs must be classified within two broad categories:
“Facilities” and “Administration.” “Facilities” is defined as depreciation on buildings,
equipment and capital improvement, interest on debt associated with certain buildings,
equipment and capital improvements, and operations and maintenance expenses.
“Administration” is defined as general administration and general expenses such as the
director's office, accounting, personnel and all other types of expenditures not listed
specifically under one of the subcategories of “Facilities” (including cross allocations
from other pools, where applicable). For nonprofit organizations, library expenses are
included in the “Administration” category; for institutions of higher education, they are
included in the “Facilities” category. Major IHEs are defined as those required to use the
Standard Format for Submission as noted in Appendix Il to Part 200—Indirect (F&A)
Costs Identification and Assignment, and Rate Determination for Institutions of Higher
Education (IHEs) paragraph C. 11. Major nonprofit organizations are those which
receive more than $10 million dollars in direct Federal funding.

(b) Diversity of nonprofit organizations. Because of the diverse characteristics and
accounting practices of nonprofit organizations, it is not possible to specify the types of
cost which may be classified as indirect (F&A) cost in all situations. Identification with a
Federal award rather than the nature of the goods and services involved is the
determining factor in distinguishing direct from indirect (F&A) costs of Federal awards.
However, typical examples of indirect (F&A) cost for many nonprofit organizations may
include depreciation on buildings and equipment, the costs of operating and maintaining
facilities, and general administration and general expenses, such as the salaries and
expenses of executive officers, personnel administration, and accounting.

(c) Federal Agency Acceptance of Negotiated Indirect Cost Rates. (See also
§200.306 Cost sharing or matching.)

(1) The negotiated rates must be accepted by all Federal awarding agencies. A
Federal awarding agency may use a rate different from the negotiated rate for a class of
Federal awards or a single Federal award only when required by Federal statute or
regulation, or when approved by a Federal awarding agency head or delegate based on
documented justification as described in paragraph (c)(3) of this section.

(2) The Federal awarding agency head or delegate must notify OMB of any
approved deviations.

(3) The Federal awarding agency must implement, and make publicly available, the
policies, procedures and general decision-making criteria that their programs will follow
to seek and justify deviations from negotiated rates.

(4) As required under 8200.203 Notices of funding opportunities, the Federal
awarding agency must include in the notice of funding opportunity the policies relating to
indirect cost rate reimbursement, matching, or cost share as approved under paragraph

HCDE FOG- Grant Manual Page 48



http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_1414

(e)(1) of this section. As appropriate, the Federal agency should incorporate discussion
of these policies into Federal awarding agency outreach activities with non-Federal
entities prior to the posting of a notice of funding opportunity.

(d) Pass-through entities are subject to the requirements in 8200.331 Requirements
for pass-through entities, paragraph (a)(4).

(e) Requirements for development and submission of indirect (F&A) cost rate
proposals and cost allocation plans are contained in Appendices IlI-VII and Appendix I1X
as follows:

(1) Appendix Il to Part 200—Indirect (F&A) Costs Identification and Assignment,
and Rate Determination for Institutions of Higher Education (IHES);

(2) Appendix IV to Part 200—Indirect (F&A) Costs Identification and Assignment,
and Rate Determination for Nonprofit Organizations;

(3) Appendix V to Part 200—State/Local Governmentwide Central Service Cost
Allocation Plans;

(4) Appendix VI to Part 200—Public Assistance Cost Allocation Plans;

(5) Appendix VIl to Part 200—States and Local Government and Indian Tribe
Indirect Cost Proposals; and

(6) Appendix IX to Part 200—Hospital Cost Principles.

(f) In addition to the procedures outlined in the appendices in paragraph (e) of this
section, any non-Federal entity that has never received a negotiated indirect cost rate,
except for those non-Federal entities described in Appendix VII to Part 200—States and
Local Government and Indian Tribe Indirect Cost Proposals, paragraph D.1.b, may elect
to charge a de minimis rate of 10% of modified total direct costs (MTDC) which may be
used indefinitely. As described in §200.403 Factors affecting allowability of costs, costs
must be consistently charged as either indirect or direct costs, but may not be double
charged or inconsistently charged as both. If chosen, this methodology once elected
must be used consistently for all Federal awards until such time as a non-Federal entity
chooses to negotiate for a rate, which the non-Federal entity may apply to do at any
time.

(g9) Any Non-Federal entity that has a current federally negotiated indirect cost rate
may apply for a one-time extension of the rates in that agreement for a period of up to
four years. This extension will be subject to the review and approval of the cognizant
agency for indirect costs. If an extension is granted the non-Federal entity may not
request a rate review until the extension period ends. At the end of the 4-year
extension, the non-Federal entity must re-apply to negotiate a rate. Subsequent one-
time extensions (up to four years) are permitted if a renegotiation is completed between
each extension request.

HCDE FOG- Grant Manual Page 49



[78 FR 78608, Dec. 26, 2013, as amended at 79 FR 75886, Dec. 19, 2014]

§200.415 Required certifications. As outlined by the subtitle

Required certifications include:

(a) To assure that expenditures are proper and in accordance with the terms and
conditions of the Federal award and approved project budgets, the annual and final
fiscal reports or vouchers requesting payment under the agreements must include a
certification, signed by an official who is authorized to legally bind the non-Federal
entity, which reads as follows: “By signing this report, | certify to the best of my
knowledge and belief that the report is true, complete, and accurate, and the
expenditures, disbursements and cash receipts are for the purposes and
objectives set forth in the terms and conditions of the Federal award. | am aware
that any false, fictitious, or fraudulent information, or the omission of any material
fact, may subject me to criminal, civil or administrative penalties for fraud, false
statements, false claims or otherwise. (U.S. Code Title 18, Section 1001 and Title
31, Sections 3729-3730 and 3801-3812).”

(b) Certification of cost allocation plan or indirect (F&A) cost rate proposal. Each
cost allocation plan or indirect (F&A) cost rate proposal must comply with the
following:

(1) A proposal to establish a cost allocation plan or an indirect (F&A) cost rate,
whether submitted to a Federal cognizant agency for indirect costs or maintained on file
by the non-Federal entity, must be certified by the non-Federal entity using the
Certificate of Cost Allocation Plan or Certificate of Indirect Costs as set forth in
Appendices Il through VII, and Appendix IX. The certificate must be signed on
behalf of the non-Federal entity by an individual at a level no lower than vice

resident or chief financial officer of the non-Federal entity that submits the
Eroiosal. —

(2) Unless the non-Federal entity has elected the option under §200.414 Indirect
(F&A) costs, paragraph (f), the Federal Government may either disallow all indirect
(F&A) costs or unilaterally establish such a plan or rate when the non-Federal entity fails
to submit a certified proposal for establishing such a plan or rate in accordance with the
requirements. Such a plan or rate may be based upon audited historical data or such
other data that have been furnished to the cognizant agency for indirect costs and for
which it can be demonstrated that all unallowable costs have been excluded. When a
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cost allocation plan or indirect cost rate is unilaterally established by the Federal
Government because the non-Federal entity failed to submit a certified proposal, the
plan or rate established will be set to ensure that potentially unallowable costs will not
be reimbursed.

(c) Certifications by non-profit organizations as appropriate that they did not meet
the definition of a major nonprofit organization as defined in §200.414 Indirect (F&A)
costs, paragraph (a).

(d) See also §200.450 Lobbying for another required certification.

[78 FR 78608, Dec. 26, 2013, as amended at 79 FR 75886, Dec. 19, 2014]

SPECIAL CONSIDERATIONS FOR STATES, LOCAL GOVERNMENTS AND INDIAN
TRIBES

§200.416 Cost allocation plans and indirect cost proposals. As outlined
by the subtitle

(@) For states, local governments and Indian tribes, certain services, such as
motor pools, computer centers, purchasing, accounting, etc., are provided
to operating agencies on a centralized basis. Since Federal awards are
performed within the individual operating agencies, there needs to be a
process whereby these central service costs can be identified and
assigned to benefitted activities on a reasonable and consistent
basis. The central service cost allocation plan provides that process.

(b) Individual operating agencies (governmental department or agency), normally
charge Federal awards for indirect costs through an indirect cost rate. A separate
indirect cost rate(s) proposal for each operating agency is usually necessary to claim
indirect costs under Federal awards. Indirect costs include:

(1) The indirect costs originating in each department or agency of the governmental
unit carrying out Federal awards and

(2) The costs of central governmental services distributed through the central
service cost allocation plan and not otherwise treated as direct costs.

(c) The requirements for development and submission of cost allocation plans (for
central service costs and public assistance programs) and indirect cost rate proposals
are contained in appendices IV, V and VI to this part.

HCDE prepares an indirect cost proposal and uses it to charge indirect costs.

§200.417 Interagency service. As outlined by the subtitle
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The cost of services provided by one agency to another within the governmental unit
may include allowable direct costs of the service plus a pro-rated share of indirect costs.
A standard indirect cost allowance equal to ten percent of the direct salary and wage
cost of providing the service (excluding overtime, shift premiums, and fringe benefits)
may be used in lieu of determining the actual indirect costs of the service. These
services do not include centralized services included in central service cost allocation
plans as described in Appendix V to Part 200—State/Local Government and Indian
Tribe-Wide Central Service Cost Allocation Plans.

SPECIAL CONSIDERATIONS FOR INSTITUTIONS OF HIGHER EDUCATION

§200.418 Costs incurred by states and local governments. As outlined by
the subtitle

8200.419 Cost accounting standards and disclosure statement. As
outlined by the subtitle

GENERAL PROVISIONS FOR SELECTED ITEMS OF COST
8§200.420 Considerations for selected items of cost.

§200.421 Advertising and public relations.

(@) The term advertising costs means the costs of advertising media and corollary
administrative costs. Advertising media include magazines, newspapers, radio and
television, direct mail, exhibits, electronic or computer transmittals, and the like.

(b) The only allowable advertising costs are those which are solely for:

(1) The recruitment of personnel required by the non-Federal entity for performance
of a Federal award iSee also §200.463 Recruiting costs); *

(2) The procurement of goods and services for the performance of a Federal
award; h

(3) The disposal of scrap or surplus materials acquired in the performance of a

Federal award except when non-Federal entities are reimbursed for disposal costs at a
Eredetermined amount; or *
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(4) Program outreach and other specific purposes necessary to meet the
ecurement ofre Federalavar (HCDE uses advertising, and it s charged to the

(c) The term “public relations” includes community relations and means those
activities dedicated to maintaining the image of the non-Federal entity or maintaining or
promoting understanding and favorable relations with the community or public at large
or any segment of the public.

(d) The only allowable public relations costs are:

ili Costs sEecificalli reiuired bi the Federal award;—

(2) Costs of communicating with the public and press pertaining to specific activities
or accomplishments which result from performance of the Federal award (these costs

are considered necessar‘ as iart of the outreach effort for the Federal awardi; or

(3) Costs of conducting general liaison with news media and government public
relations officers, to the extent that such activities are limited to communication and

liaison necessary to keep the public informed on matters of public concern, such as
notices of fundinﬁ OEEortunities, financial matters, etc. _

(e) Unallowable advertising and public relations costs include the following:

(1) All advertising and public relations costs other than as specified in
paragraphs (b) and (d) of this section;

(2) Costs of meetings, conventions, convocations, or other events related to
other activities of the entity (see also §200.432 Conferences), including:

(i) Costs of displays, demonstrations, and exhibits;

(ii) Costs of meeting rooms, hospitality suites, and other special facilities
used in conjunction with shows and other special events; and

(iii) Salaries and wages of employees engaged in setting up and displaying
exhibits, making demonstrations, and providing briefings;

(3) Costs of promotional items and memorabilia, including models, gifts, and
souvenirs;

(4) Costs of advertising and public relations designed solely to promote the
non-Federal entity.
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—

§200.422 Advisory councils.

Costs incurred by advisory councils or committees are unallowable unless authorized

by statute, the Federal awarding agency or as an indirect cost where allocable to
Federal awards. See 8200.444 General costs of government, applicable to states, local
governments and Indian tribes.

I

8200.423 Alcoholic beverages. Unallowable
8200.424 Alumni/ae activities. Unallowable
§200.425 Audit services.

(a) A reasonably proportionate share of the costs of audits required by, and
performed in accordance with, the Single Audit Act Amendments of 1996 (31 U.S.C.
7501-7507), as implemented by requirements of this part, are allowable. However, the
following audit costs are unallowable:

(1) Any costs when audits required by the Single Audit Act and Subpart F—Audit
Requirements of this part have not been conducted or have been conducted but not in
accordance therewith; and

(2) Any costs of auditing a non-Federal entity that is exempted from having an audit
conducted under the Single Audit Act and Subpart F—Audit Requirements of this part
because its expenditures under Federal awards are less than $750,000 during the non-
Federal entity's fiscal year.

(b) The costs of a financial statement audit of a non-Federal entity that does not
currently have a Federal award may be included in the indirect cost pool for a cost
allocation plan or indirect cost proposal.

(c) Pass-through entities may charge Federal awards for the cost of agreed-upon-
procedures engagements to monitor subrecipients (in accordance with Subpart D—Post
Federal Award Requirements of this part, 88200.330 Subrecipient and contractor
determinations through 200.332 Fixed Amount Sub awards) who are exempted from the
requirements of the Single Audit Act and Subpart F—Audit Requirements of this part.
This cost is allowable only if the agreed-upon-procedures engagements are:

(1) Conducted in accordance with GAGAS attestation standards;

(2) Paid for and arranged by the pass-through entity; and

HCDE FOG- Grant Manual Page 54


http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_1422
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_1423
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_1424
http://www.ecfr.gov/cgi-bin/text-idx?SID=daf9f454d79344ef884779e46a9acd2f&node=pt2.1.200&rgn=div5#se2.1.200_1425

(3) Limited in scope to one or more of the following types of compliance
requirements: activities allowed or unallowed; allowable costs/cost principles; eligibility;
and reporting.

(HCDE uses audit costs, but they are charged part of indirect costs).
8200.426 Bad debts. Unallowable

§200.427 Bonding costs.

(a) Bonding costs arise when the Federal awarding agency requires assurance
against financial loss to itself or others by reason of the act or default of the non-Federal
entity. They arise also in instances where the non-Federal entity requires similar
assurance, including: bonds as bid, performance, payment, advance payment,
infringement, and fidelity bonds for employees and officials.

(b) Costs of bonding required pursuant to the terms and conditions of the Federal
award are allowable.

(c) Costs of bonding required by the non-Federal entity in the general conduct of its
operations are allowable as an indirect cost to the extent that such bonding is in
accordance with sound business practice and the rates and premiums are reasonable
under the circumstances.

8200.428 Collections of improper payments.

The costs incurred by a non-Federal entity to recover improper payments are allowable
as either direct or indirect costs, as appropriate. Amounts collected may be used by the
non-Federal entity in accordance with cash management standards set forth in
§200.305 Payment.

—

8200.429 Commencement and convocation costs. Unallowable

§200.430 Compensation—personal services.

(a) General. Compensation for personal services includes all remuneration, paid
currently or accrued, for services of employees rendered during the period of
performance under the Federal award, including but not necessarily limited to wages
and salaries. Compensation for personal services may also include fringe benefits
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which are addressed in §200.431 Compensation—fringe benefits. Costs of
compensation are allowable to the extent that they satisfy the specific requirements of
this part, and that the total compensation for individual employees:

(1) Is reasonable for the services rendered and conforms to the established written
policy of the non-Federal entity consistently applied to both Federal and non-Federal
activities;

(2) Follows an appointment made in accordance with a non-Federal entity's laws
and/or rules or written policies and meets the requirements of Federal statute, where
applicable; and

(3) Is determined and supported as provided in paragraph (i) of this section,
Standards for Documentation of Personnel Expenses, when applicable.

(b) Reasonableness. Compensation for employees engaged in work on Federal
awards will be considered reasonable to the extent that it is consistent with that paid for
similar work in other activities of the non-Federal entity. In cases where the kinds of
employees required for Federal awards are not found in the other activities of the non-
Federal entity, compensation will be considered reasonable to the extent that it is
comparable to that paid for similar work in the labor market in which the non-Federal
entity competes for the kind of employees involved.

(c) Professional activities outside the non-Federal entity. Unless an
arrangement is specifically authorized by a Federal awarding agency, a non-Federal
entity must follow its written non-Federal entity-wide policies and practices concerning
the permissible extent of professional services that can be provided outside the non-
Federal entity for non-organizational compensation. Where such non-Federal entity-
wide written policies do not exist, or do not adequately define the permissible extent of
consulting or other non-organizational activities undertaken for extra outside pay, the
Federal Government may require that the effort of professional staff working on Federal
awards be allocated between:

(1) Non-Federal entity activities, and

(2) Non-organizational professional activities. If the Federal awarding agency
considers the extent of non-organizational professional effort excessive or inconsistent
with the conflicts-of-interest terms and conditions of the Federal award, appropriate
arrangements governing compensation will be negotiated on a case-by-case basis.

(d) Unallowable costs. (1) Costs which are unallowable under other sections of
these principles must not be allowable under this section solely on the basis that they
constitute personnel compensation.

(2) The allowable compensation for certain employees is subject to a ceiling in
accordance with statute. For the amount of the ceiling for cost-reimbursement contracts,
the covered compensation subject to the ceiling, the covered employees, and other
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relevant provisions, see 10 U.S.C. 2324(e)(1)(P), and 41 U.S.C. 1127 and 4304(a)(16).
For other types of Federal awards, other statutory ceilings may apply.

(e) Special considerations. Special considerations in determining allowability of
compensation will be given to any change in a non-Federal entity's compensation policy
resulting in a substantial increase in its employees' level of compensation (particularly
when the change was concurrent with an increase in the ratio of Federal awards to
other activities) or any change in the treatment of allowability of specific types of
compensation due to changes in Federal policy.

(f) Incentive compensation. Incentive compensation to employees based on cost
reduction, or efficient performance, suggestion awards, safety awards, etc., is allowable
to the extent that the overall compensation is determined to be reasonable and such
costs are paid or accrued pursuant to an agreement entered into in good faith between
the non-Federal entity and the employees before the services were rendered, or
pursuant to an established plan followed by the non-Federal entity so consistently as to
imply, in effect, an agreement to make such payment.

(g) Nonprofit organizations. For compensation to members of nonprofit
organizations, trustees, directors, associates, officers, or the immediate families thereof,
determination must be made that such compensation is reasonable for the actual
personal services rendered rather than a distribution of earnings in excess of costs. This
may include directors and executive committee member's fees, incentive awards,
allowances for off-site pay, incentive pay, location allowances, hardship pay, and cost-
of-living differentials.

(h) Institutions of higher education (IHEs). (1) Certain conditions require special
consideration and possible limitations in determining allowable personnel compensation
costs under Federal awards. Among such conditions are the following:

(i) Allowable activities. Charges to Federal awards may include reasonable
amounts for activities contributing and directly related to work under an agreement,
such as delivering special lectures about specific aspects of the ongoing activity, writing
reports and articles, developing and maintaining protocols (human, animals, etc.),
managing substances/chemicals, managing and securing project-specific data,
coordinating research subjects, participating in appropriate seminars, consulting with
colleagues and graduate students, and attending meetings and conferences.

(i) Incidental activities. Incidental activities for which supplemental compensation is
allowable under written institutional policy (at a rate not to exceed institutional base
salary) need not be included in the records described in paragraph (i) of this section to
directly charge payments of incidental activities, such activities must either be
specifically provided for in the Federal award budget or receive prior written approval by
the Federal awarding agency.

(2) Salary basis. Charges for work performed on Federal awards by faculty
members during the academic year are allowable at the IBS rate. Except as noted in
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paragraph (h)(2)(ii) of this section, in no event will charges to Federal awards,
irrespective of the basis of computation, exceed the proportionate share of the IBS for
that period. This principle applies to all members of faculty at an institution. IBS is
defined as the annual compensation paid by an IHE for an individual's appointment,
whether that individual's time is spent on research, instruction, administration, or other
activities. IBS excludes any income that an individual earns outside of duties performed
for the IHE. Unless there is prior approval by the Federal awarding agency, charges of a
faculty member's salary to a Federal award must not exceed the proportionate share of
the IBS for the period during which the faculty member worked on the award.

(3) Intra-Institution of Higher Education (IHE) consulting. Intra-IHE consulting by
faculty is assumed to be undertaken as an IHE obligation requiring no compensation in
addition to IBS. However, in unusual cases where consultation is across departmental
lines or involves a separate or remote operation, and the work performed by the faculty
member is in addition to his or her regular responsibilities, any charges for such work
representing additional compensation above IBS are allowable provided that such
consulting arrangements are specifically provided for in the Federal award or approved
in writing by the Federal awarding agency.

(4) Extra Service Pay normally represents overload compensation, subject to
institutional compensation policies for services above and beyond IBS. Where extra
service pay is a result of Intra-IHE consulting, it is subject to the same requirements of
paragraph (b) above. It is allowable if all of the following conditions are met:

(i) The Non-Federal entity establishes consistent written policies which apply
uniformly to all faculty members, not just those working on Federal awards.

(i) The Non-Federal entity establishes a consistent written definition of work
covered by IBS which is specific enough to determine conclusively when work beyond
that level has occurred. This may be described in appointment letters or other
documentations.

(iif) The supplementation amount paid is commensurate with the IBS rate of pay
and the amount of additional work performed. See paragraph (h)(2) of this section.

(iv) The salaries, as supplemented, fall within the salary structure and pay ranges
established by and documented in writing or otherwise applicable to the non-Federal
entity.

(v) The total salaries charged to Federal awards including extra service pay are
subject to the Standards of Documentation as described in paragraph (i) of this section.

(5) Periods outside the academic year. (i) Except as specified for teaching activity
in paragraph (h)(5)(ii) of this section, charges for work performed by faculty members on
Federal awards during periods not included in the base salary period will be at a rate
not in excess of the IBS.
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(i) Charges for teaching activities performed by faculty members on Federal
awards during periods not included in IBS period will be based on the normal written
policy of the IHE governing compensation to faculty members for teaching assignments
during such periods.

(6) Part-time faculty. Charges for work performed on Federal awards by faculty
members having only part-time appointments will be determined at a rate not in excess
of that regularly paid for part-time assignments.

(7) Sabbatical leave costs. Rules for sabbatical leave are as follow:

(i) Costs of leaves of absence by employees for performance of graduate work or
sabbatical study, travel, or research are allowable provided the IHE has a uniform
written policy on sabbatical leave for persons engaged in instruction and persons
engaged in research. Such costs will be allocated on an equitable basis among all
related activities of the IHE.

(i) Where sabbatical leave is included in fringe benefits for which a cost is
determined for assessment as a direct charge, the aggregate amount of such
assessments applicable to all work of the institution during the base period must be
reasonable in relation to the IHE's actual experience under its sabbatical leave policy.

(8) Salary rates for non-faculty members. Non-faculty full-time professional
personnel may also earn “extra service pay” in accordance with the non-Federal entity's
written policy and consistent with paragraph (h)(1)(i) of this section.

(i) Standards for Documentation of Personnel Expenses (1) Charges to Federal
awards for salaries and wages must be based on records that accurately reflect the
work performed. These records must:

(i) Be supported by a system of internal control which provides reasonable
assurance that the charges are accurate, allowable, and properly allocated;

(if) Be incorporated into the official records of the non-Federal entity;

(i) Reasonably reflect the total activity for which the employee is compensated by
the non-Federal entity, not exceeding 100% of compensated activities (for IHE, this per
the IHE's definition of IBS);

(iv) Encompass both federally assisted and all other activities compensated
by the non-Federal entity on an integrated basis, but may include the use of
subsidiary records as defined in the non-Federal entity's written policy;

(v) Comply with the established accounting policies and practices of the non-
Federal entity (See paragraph (h)(1)(ii) above for treatment of incidental work for IHES.);
and
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(vi) [Reserved]

(vii) Support the distribution of the employee's salary or wages among specific
activities or cost objectives if the employee works on more than one Federal award; a
Federal award and non-Federal award; an indirect cost activity and a direct cost activity;
two or more indirect activities which are allocated using different allocation bases; or an
unallowable activity and a direct or indirect cost activity.

(viii) Budget estimates (i.e., estimates determined before the services are
performed) alone do not qualify as support for charges to Federal awards, but may be
used for interim accounting purposes, provided that:

(A) The system for establishing the estimates produces reasonable approximations
of the activity actually performed,;

(B) Significant changes in the corresponding work activity (as defined by the non-
Federal entity's written policies) are identified and entered into the records in a timely
manner. Short term (such as one or two months) fluctuation between workload
categories need not be considered as long as the distribution of salaries and wages is
reasonable over the longer term; and

(C) The Non-Federal entity's system of internal controls includes processes to
review after-the-fact interim charges made to a Federal awards based on budget
estimates. All necessary adjustment must be made such that the final amount charged
to the Federal award is accurate, allowable, and properly allocated.

(ix) Because practices vary as to the activity constituting a full workload (for IHEs,
IBS), records may reflect categories of activities expressed as a percentage distribution
of total activities.

(x) It is recognized that teaching, research, service, and administration are often
inextricably intermingled in an academic setting. When recording salaries and wages
charged to Federal awards for IHES, a precise assessment of factors that contribute to
costs is therefore not always feasible, nor is it expected.

(2) For records which meet the standards required in paragraph (i)(1) of this
section, the non-Federal entity will not be required to provide additional support or
documentation for the work performed, other than that referenced in paragraph (i)(3) of
this section.

(3) In accordance with Department of Labor regulations implementing the Fair
Labor Standards Act (FLSA) (29 CFR part 516), charges for the salaries and wages of
nonexempt employees, in addition to the supporting documentation described in this
section, must also be supported by records indicating the total number of hours worked
each day.
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(4) Salaries and wages of employees used in meeting cost sharing or matching
requirements on Federal awards must be supported in the same manner as salaries
and wages claimed for reimbursement from Federal awards.

(5) For states, local governments and Indian tribes, substitute processes or
systems for allocating salaries and wages to Federal awards may be used in place of or
in addition to the records described in paragraph (1) if approved by the cognizant
agency for indirect cost. Such systems may include, but are not limited to, random
moment sampling, “rolling” time studies, case counts, or other quantifiable measures of
work performed.

(i) Substitute systems which use sampling methods (primarily for Temporary
Assistance for Needy Families (TANF), the Supplemental Nutrition Assistance Program
(SNAP), Medicaid, and other public assistance programs) must meet acceptable
statistical sampling standards including:

(A) The sampling universe must include all of the employees whose salaries and
wages are to be allocated based on sample results except as provided in paragraph
())(5)(iii) of this section;

(B) The entire time period involved must be covered by the sample; and
(C) The results must be statistically valid and applied to the period being sampled.

(ii) Allocating charges for the sampled employees' supervisors, clerical and support
staffs, based on the results of the sampled employees, will be acceptable.

(i) Less than full compliance with the statistical sampling standards noted in
subsection (5)(i) may be accepted by the cognizant agency for indirect costs if it
concludes that the amounts to be allocated to Federal awards will be minimal, or if it
concludes that the system proposed by the non-Federal entity will result in lower costs
to Federal awards than a system which complies with the standards.

(6) Cognizant agencies for indirect costs are encouraged to approve alternative
proposals based on outcomes and milestones for program performance where these
are clearly documented. Where approved by the Federal cognizant agency for indirect
costs, these plans are acceptable as an alternative to the requirements of paragraph
()(1) of this section.

(7) For Federal awards of similar purpose activity or instances of approved blended
funding, a non-Federal entity may submit performance plans that incorporate funds from
multiple Federal awards and account for their combined use based on performance-
oriented metrics, provided that such plans are approved in advance by all involved
Federal awarding agencies. In these instances, the non-Federal entity must submit a
request for waiver of the requirements based on documentation that describes the
method of charging costs, relates the charging of costs to the specific activity that is
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applicable to all fund sources, and is based on quantifiable measures of the activity in
relation to time charged.

(8) For a non-Federal entity where the records do not meet the standards described
in this section, the Federal Government may require personnel activity reports, including
prescribed certifications, or equivalent documentation that support the records as
required in this section.

[78 FR 78608, Dec. 26, 2013, as amended at 79 FR 75886, Dec. 19, 2014]

—

8200.431 Compensation—fringe benefits.

(@) Fringe benefits are allowances and services provided by employers to their
employees as compensation in addition to regular salaries and wages.
Fringe benefits include, but are not limited to, the costs of leave (vacation,
family-related, sick or military), employee insurance, pensions, and
unemployment benefit plans. Except as provided elsewhere in these
principles, the costs of fringe benefits are allowable provided that the
benefits are reasonable and are required by law, non-Federal entity-
employee agreement, or an established policy of the non-Federal entity.

F

(b) Leave. The cost of fringe benefits in the form of regular compensation paid to
employees during periods of authorized absences from the job, such as for annual
leave, family-related leave, sick leave, holidays, court leave, military leave,
administrative leave, and other similar benefits, are allowable if all of the following
criteria are met:

1) They are provided under established written leave policies; HCDE applies all

(2) The costs are equitably allocated to all related activities, including Federal
awards; and, HCDE applies all personnel policies consistently to al employees.

(3) The accounting basis (cash or accrual) selected for costing each type of leave is
consistently followed by the non-Federal entity or specified grouping of employees.
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(1) When a non-Federal entity uses the cash basis of accounting, the cost of leave
is recognized in the period that the leave is taken and paid for. Payments for unused
leave when an employee retires or terminates employment are allowable in the year of

ayment.

(i) The accrual basis may be only used for those types of leave for which a liability
as defined by GAAP exists when the leave is earned. When a non-Federal entity uses
the accrual basis of accounting, allowable leave costs are the lesser of the amount
accrued or funded.

(c) The cost of fringe benefits in the form of employer contributions or expenses for
social security; employee life, health, unemployment, and worker's compensation
insurance (except as indicated in §200.447 Insurance and indemnification); pension
plan costs (see paragraph (i) of this section); and other similar benefits are allowable,
provided such benefits are granted under established written policies. Such benefits,
must be allocated to Federal awards and all other activities in a manner consistent with
the pattern of benefits attributable to the individuals or group(s) of employees whose
salaries and wages are chargeable to such Federal awards and other activities, and
charged as direct or indirect costs in accordance with the non-Federal entity's
accounting practices.

(d) Fringe benefits may be assigned to cost objectives by identifying specific
benefits to specific individual employees or by allocating on the basis of entity-wide
salaries and wages of the employees receiving the benefits. When the allocation
method is used, separate allocations must be made to selective groupings of
employees, unless the non-Federal entity demonstrates that costs in relationship to
salaries and wages do not differ significantly for different groups of employees.

(e) Insurance. See also §200.447 Insurance and indemnification, paragraphs (d)(1)
and (2).

(1) Provisions for a reserve under a self-insurance program for unemployment
compensation or workers' compensation are allowable to the extent that the provisions
represent reasonable estimates of the liabilities for such compensation, and the types of
coverage, extent of coverage, and rates and premiums would have been allowable had
insurance been purchased to cover the risks. However, provisions for self-insured
liabilities which do not become payable for more than one year after the provision is
made must not exceed the present value of the liability.
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(2) Costs of insurance on the lives of trustees, officers, or other employees holding
positions of similar responsibility are allowable only to the extent that the insurance
represents additional compensation. The costs of such insurance when the non-Federal
entity is named as beneficiary are unallowable.

(3) Actual claims paid to or on behalf of employees or former employees for
workers' compensation, unemployment compensation, severance pay, and similar
employee benefits (e.g., post-retirement health benefits), are allowable in the year of
payment provided that the non-Federal entity follows a consistent costing policy.

(f) Automobiles. That portion of automobile costs furnished by the entity that relates
to personal use by employees (including transportation to and from work) is
unallowable as fringe benefit or indirect (F&A) costs regardless of whether the cost is
reported as taxable income to the employees.

(g9) Pension Plan Costs. Pension plan costs which are incurred in accordance with
the established policies of the non-Federal entity are allowable, provided that:

(1) Such policies meet the test of reasonableness.
(2) The methods of cost allocation are not discriminatory.

(3) For entities using accrual based accounting, the cost assigned to each fiscal
year is determined in accordance with GAAP.

(4) The costs assigned to a given fiscal year are funded for all plan participants
within six months after the end of that year. However, increases to normal and past
service pension costs caused by a delay in funding the actuarial liability beyond 30
calendar days after each quarter of the year to which such costs are assignable are
unallowable. Non-Federal entity may elect to follow the “Cost Accounting Standard for
Composition and Measurement of Pension Costs” (48 CFR 9904.412).

(5) Pension plan termination insurance premiums paid pursuant to the Employee
Retirement Income Security Act (ERISA) of 1974 (29 U.S.C. 1301-1461) are allowable.
Late payment charges on such premiums are unallowable. Excise taxes on
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accumulated funding deficiencies and other penalties imposed under ERISA are
unallowable.

(6) Pension plan costs may be computed using a pay-as-you-go method or an
acceptable actuarial cost method in accordance with established written policies of the
non-Federal entity.

(i) For pension plans financed on a pay-as-you-go method, allowable costs will be
limited to those representing actual payments to retirees or their beneficiaries.

(ii) Pension costs calculated using an actuarial cost-based method recognized by
GAAP are allowable for a given fiscal year if they are funded for that year within six
months after the end of that year. Costs funded after the six-month period (or a later
period agreed to by the cognizant agency for indirect costs) are allowable in the year
funded. The cognizant agency for indirect costs may agree to an extension of the six-
month period if an appropriate adjustment is made to compensate for the timing of the
charges to the Federal Government and related Federal reimbursement and the non-
Federal entity's contribution to the pension fund. Adjustments may be made by cash
refund or other equitable procedures to compensate the Federal Government for the
time value of Federal reimbursements in excess of contributions to the pension fund.

(i) Amounts funded by the non-Federal entity in excess of the actuarially
determined amount for a fiscal year may be used as the non-Federal entity's
contribution in future periods.

(iv) When a non-Federal entity converts to an acceptable actuarial cost method, as
defined by GAAP, and funds pension costs in accordance with this method, the
unfunded liability at the time of conversion is allowable if amortized over a period of
years in accordance with GAAP.

(v) The Federal Government must receive an equitable share of any previously
allowed pension costs (including earnings thereon) which revert or inure to the non-
Federal entity in the form of a refund, withdrawal, or other credit.

HCDE allocates pension costs in accordance with policies consistent to federal
and non-federal cost objectives.

(h) Post-Retirement Health. Post-retirement health plans (PRHP) refers to costs of
health insurance or health services not included in a pension plan covered by paragraph
(g) of this section for retirees and their spouses, dependents, and survivors. PRHP
costs may be computed using a pay-as-you-go method or an acceptable actuarial cost
method in accordance with established written policies of the non-Federal entity.

HCDE does not provide post-retirement health costs.

(1) For PRHP financed on a pay-as-you-go method, allowable costs will be limited
to those representing actual payments to retirees or their beneficiaries.
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(2) PRHP costs calculated using an actuarial cost method recognized by GAAP are
allowable if they are funded for that year within six months after the end of that year.
Costs funded after the six-month period (or a later period agreed to by the cognizant
agency) are allowable in the year funded. The Federal cognizant agency for indirect
costs may agree to an extension of the six-month period if an appropriate adjustment is
made to compensate for the timing of the charges to the Federal Government and
related Federal reimbursements and the non-Federal entity's contributions to the PRHP
fund. Adjustments may be made by cash refund, reduction in current year's PRHP
costs, or other equitable procedures to compensate the Federal Government for the
time value of Federal reimbursements in excess of contributions to the PRHP fund.

(3) Amounts funded in excess of the actuarially determined amount for a fiscal year
may be used as the Federal Government's contribution in a future period.

(4) When a non-Federal entity converts to an acceptable actuarial cost method and
funds PRHP costs in accordance with this method, the initial unfunded liability
attributable to prior years is allowable if amortized over a period of years in accordance
with GAAP, or, if no such GAAP period exists, over a period negotiated with the
cognizant agency for indirect costs.

(5) To be allowable in the current year, the PRHP costs must be paid either to:
(i) An insurer or other benefit provider as current year costs or premiums, or

(i) An insurer or trustee to maintain a trust fund or reserve for the sole purpose of
providing post-retirement benefits to retirees and other beneficiaries.

(6) The Federal Government must receive an equitable share of any amounts of
previously allowed post-retirement benefit costs (including earnings thereon) which
revert or inure to the non-Federal entity in the form of a refund, withdrawal, or other
credit.

HCDE does not provide post-retirement benefits

(i) Severance Pay. (1) Severance pay, also commonly referred to as dismissal
wages, is a payment in addition to regular salaries and wages, by non-Federal entities
to workers whose employment is being terminated. Costs of severance pay are
allowable only to the extent that in each case, it is required by (a) law, (b) employer-
employee agreement, (c) established policy that constitutes, in effect, an implied
agreement on the non-Federal entity's part, or (d) circumstances of the particular
employment.

(2) Costs of severance payments are divided into two categories as follows:

(i) Actual normal turnover severance payments must be allocated to all activities;
or, where the non-Federal entity provides for a reserve for normal severances, such
method will be acceptable if the charge to current operations is reasonable in light of
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payments actually made for normal severances over a representative past period, and if
amounts charged are allocated to all activities of the non-Federal entity.

(i) Measurement of costs of abnormal or mass severance pay by means of an
accrual will not achieve equity to both parties. Thus, accruals for this purpose are not
allowable. However, the Federal Government recognizes its obligation to participate, to
the extent of its fair share, in any specific payment. Prior approval by the Federal
awarding agency or cognizant agency for indirect cost, as appropriate, is required.

(3) Costs incurred in certain severance pay packages which are in an amount in
excess of the normal severance pay paid by the non-Federal entity to an employee
upon termination of employment and are paid to the employee contingent upon a
change in management control over, or ownership of, the non-Federal entity's assets,
are unallowable.

(4) Severance payments to foreign nationals employed by the non-Federal entity
outside the United States, to the extent that the amount exceeds the customary or
prevailing practices for the non-Federal entity in the United States, are unallowable,
unless they are necessary for the performance of Federal programs and approved by
the Federal awarding agency.

HCDE adheres to this section when severance pay is paid in accordance with
personnel policies.

(5) Severance payments to foreign nationals employed by the non-Federal entity
outside the United States due to the termination of the foreign national as a result of the
closing of, or curtailment of activities by, the non-Federal entity in that country, are
unallowable, unless they are necessary for the performance of Federal programs and
approved by the Federal awarding agency.

HCDE adheres to this section when severance pay is paid in accordance with
personnel policies.

()(1) For IHEs only. Fringe benefits in the form of tuition or remission of tuition for
individual employees are allowable, provided such benefits are granted in accordance
with established non-Federal entity policies, and are distributed to all non-Federal entity
activities on an equitable basis. Tuition benefits for family members other than the
employee is unallowable.

(2) Fringe benefits in the form of tuition or remission of tuition for individual
employees not employed by IHEs are limited to the tax-free amount allowed per section
127 of the Internal Revenue Code as amended.

(3) IHEs may offer employees tuition waivers or tuition reductions for
undergraduate education under IRC Section 117(d) as amended, provided that the
benefit does not discriminate in favor of highly compensated employees. Federal
reimbursement of tuition or remission of tuition is also limited to the institution for which
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the employee works. See §8200.466 Scholarships and student aid costs, for treatment of
tuition remission provided to students.

(k) For IHEs whose costs are paid by state or local governments, fringe benefit
programs (such as pension costs and FICA) and any other benefits costs specifically
incurred on behalf of, and in direct benefit to, the non-Federal entity, are allowable costs
of such non-Federal entities whether or not these costs are recorded in the accounting
records of the non-Federal entities, subject to the following:

(1) The costs meet the requirements of Basic Considerations in §§200.402
Composition of costs through 200.411 Adjustment of previously negotiated indirect
(F&A) cost rates containing unallowable costs of this subpart;

(2) The costs are properly supported by approved cost allocation plans in
accordance with applicable Federal cost accounting principles; and

(3) The costs are not otherwise borne directly or indirectly by the Federal Government.

[78 FR 78608, Dec. 26, 2013, as amended at 79 FR 75886, Dec. 19, 2014]

HCDE charges fringe benefits costs to the grant as part of direct costs as allowed
under this section.

§200.432 Conferences.

A conference is defined as a meeting, retreat, seminar, symposium, workshop or event
whose primary purpose is the dissemination of technical information beyond the non-
Federal entity and is necessary and reasonable for successful performance under the
Federal award.

Allowable conference costs paid by the non-Federal entity as a sponsor or host of the
conference may include rental of facilities, speakers' fees, costs of meals and
refreshments, local transportation, and other items incidental to such conferences
unless further restricted by the terms and conditions of the Federal award. As needed,
the costs of identifying, but not providing, locally available dependent-care resources
are allowable.

Conference hosts/sponsors must exercise discretion and judgment in ensuring that
conference costs are appropriate, necessary and managed in a manner that minimizes
costs to the Federal award.

The Federal awarding agency may authorize exceptions where appropriate for
programs including Indian tribes, children, and the elderly. See also §§200.438
Entertainment costs, 200.456 Participant support costs, 200.474 Travel costs, and
200.475 Trustees.
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risk or that specified conditions will be fulfilled to keep the contract effective.
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	5.5. Termination of Contract; Survival
	This Contract shall remain in effect until (1) the Contract expires by its terms or (2) the Contract is terminated by mutual consent of HCDE/CP and Vendor.  All Supplemental Contracts, purchase orders, and/or orders for goods or services issued by HCD...
	In the event of a breach or default of the Contract and/or the RFP by Vendor, HCDE/CP reserves the right to enforce the performance of the Contract in any manner prescribed by law or deemed to be in the best interest of HCDE/CP and/or CP members. HCDE...
	In the event that a material change to the terms of the Contract occurs, then the Contract shall be allowed to expire and shall not be renewed upon the conclusion of the Contract’s term. The phrase “material change” in this paragraph shall mean a modi...
	Vendor agrees that HCDE/CP shall not be liable for damages in the event that HCDE/CP declares Vendor to be in default or breach of this Contract and/or the RFP. Vendor further agrees that upon termination of the Contract for any reason, Vendor shall,...
	5.6. Prevailing Wage Rates
	Vendor and all subcontractors of Vendor shall comply with all laws regarding prevailing wage rates, including, but not limited to, TEX. GOV’T. CODE Chapter 2258, applicable to the construction of a public work, and any related federal requirements, i...
	5.22. Notification of Material Change
	Vendor is required to notify HCDE/CP when any material change in operations occurs, including changes in distribution rights for awarded products, bankruptcy, material changes in financial condition, change of ownership, and the like, within three (3)...
	5.23. Performance
	Vendor agrees to use commercially reasonable best efforts to provide the product(s) and/or service(s) subject to this Contract.  Vendor shall furnish all supervision, labor, tools, equipment, permits, licenses, transportation, insurance, material, and...
	5.24. Subcontractors
	If Vendor uses subcontractors in the performance of any part of this Contract, Vendor shall be fully responsible to HCDE/CP and CP members for all acts and omissions of the subcontractors.  Nothing in this Contract shall create for the benefit of any ...
	5.25. Non-Appropriation
	Renewal of this Contract, if any, will be in accordance with TEX. LOCAL GOV’T. CODE § 271.903 concerning non-appropriation of funds for multi-year contracts. Notwithstanding any other provision of this Contract or obligation imposed on HCDE/CP or any...
	5.26. Ordering Procedures
	Purchase Orders are issued by HCDE/CP and/or CP members to the Vendor according to this Contract and any Supplemental Contract between HCDE/CP and the CP member. CP members must send Purchase Orders to HCDE/CP, unless otherwise stipulated by HCDE/CP....
	HCDE/CP also may elect to require e-commerce functionality, in which Purchase Orders are sent directly to Vendor and reported by the CP member to HCDE/CP on a specified basis. The e-commerce approach must be approved by HCDE/CP prior to the start dat...
	5.27. Invoices; Payments
	5.27.1. Vendor shall submit invoices, in duplicate, directly to HCDE/CP or the CP member at the appropriate location(s) specified by HCDE/CP or the CP member. Each invoice shall include HCDE’s or the CP member’s Purchase Order number and HCDE/CP Contr...
	5.27.2. HCDE/CP or the CP member will make payments directly to Vendor. HCDE/CP or the CP member placing the Purchase Order with Vendor shall alone be liable and/or responsible for payment for product(s) and/or service(s) ordered and must be invoiced ...
	5.27.3. TEX. GOV’T. CODE § 2251.021 shall govern when payments are due to the Vendor. Payments are due to Vendor by HCDE/CP and any CP member whose governing body meets only once a month or less frequently, within forty-five (45) days after the later ...
	The exceptions to payments made by HCDE, a CP member, and/or Vendor listed in TEX. GOV’T. CODE § 2251.002 shall apply to this Contract.
	5.28. Reporting
	The Vendor shall provide HCDE/CP with a detailed monthly report showing the total dollar volume of all sales under this Contract for the previous month in Microsoft Excel format, in the format and with the information specified by HCDE/CP. Reports are...
	The Vendor shall provide HCDE/CP with velocity/usage reports within five (5) business days of any request by HCDE/CP for such reports.
	Reports shall be submitted in an electronic format to HCDE/CP at 6005 Westview, Houston, Texas  77055, or electronically mailed to supplyreporting@choicepartners.org .
	5.29. Pricing Changes
	All prices and discount percentages in Vendor’s proposal shall be firm for the Term of this Contract. Pricing may be negotiated during the Contract renewal period. In the event Proposer’s prices will be adjusted or escalated upon a renewal (if any) o...
	The following documentation shall be provided to support a request for a price change:
	 justification for change/increase
	 terms and conditions
	 market conditions
	 manufacturers’/distributors’ impact, if any
	All price decreases shall be allowed for all products and/or services.
	5.30. HCDE/CP Administrative  Fee
	HCDE/CP will invoice Vendor for the HCDE/CP Administrative Fee of 2%, subject to the Administrative Incentive Clause, below.  HCDE/CP reserve the right to modify the Administrative Fee at any time, upon notice to Vendor.  The invoice for the Administr...
	NOTE: FAILURE TO REPORT WILL VOID THIS ADMINISTRATIVE FEE INCENTIVE
	5.32. Right to Review, Audit and Inspect
	HCDE/CP, CP members, any federal agency that has awarded federal funds/grant(s) to HCDE/CP or a CP member, and the Comptroller General of the United States, and/or any of their authorized representatives, shall, upon written notice, have the right to ...
	5.33. Indemnification
	Vendor shall indemnify and hold harmless HCDE/CP and each CP member, including HCDE’s and CP members’ Trustees, OFFICERS, administrators, employees, and agents, from all claims, liabilities, costs, suits of law or in equity, expenses, attorneys’ fees...
	5.34. Governing Law and Exclusive Venue
	The laws of the State of Texas, without regard to its provisions on conflicts of laws, govern this Contract. Any dispute under this Contract involving HCDE/CP must be brought exclusively in the state and federal courts located in Houston, Harris Coun...
	5.36        New Products
	New products that meet the specifications detailed in the RFP may be added to this Contract, with prior written approval from HCDE/CP. Pricing of any new products shall be equivalent to the percentage discount or proposed prices for other similar prod...
	5.37. No Substitution; Product Recall
	Any Purchase Order issued pursuant to this Contract shall conform to the specifications and descriptions identified in this Contract and the RFP.  Vendor shall not deliver substitutes without prior written authorization from HCDE/CP or the CP member.
	If a product recall is instituted on any good that has been furnished and delivered to HCDE/CP or any CP member, Vendor must immediately (i.e., within 24 hours but preferably sooner) notify the purchasing agent of HCDE/CP and the purchasing CP member ...
	5.38 Penalties
	If the Vendor is unable to provide the product(s) or services at the prices quoted in Vendor’s proposal or if Vendor fails to fulfill or abide by the terms and conditions of the Contract, the RFP, or a Supplemental Contract, HCDE/CP or the CP member m...
	5.39. Promotion of Contract Marketing Plan
	The marketing of Vendor’s company, product, and/or services shall be the sole responsibility of Vendor.  HCDE/CP may only supply Vendor with CP members’ contact lists that contain name, address, phone numbers, and/or email addresses. Other items gear...
	5.40. Website Support
	Vendor agrees to cooperate with HCDE/CP in publicizing contract particulars on the CP website. Vendor also agrees to work with HCDE/CP in updating and maintaining current information on Vendor activities related to the Contract on the CP website. Vend...
	5.41. Safety
	Vendor, its subcontractor(s), and their respective employees shall comply fully with all applicable federal, state, and local safety and health laws, ordinances, rules, and regulations in the performance of services under this Contract, including, wit...
	5.43. Supplemental Contracts
	A CP member and Vendor may enter into a separate, Supplemental Contract. Any Supplemental Contract developed as a result of this Contract and/or the RFP is exclusively between the CP member and Vendor and shall have no effect or impact on HCDE, any ot...
	5.44. Insurance
	Vendor is required to provide HCDE/CP and/or the CP member with copies of certificates of insurance, naming HCDE/CP and/or the CP member as additional insured’s for Texas Workers Compensation and General Liability Insurance, within 14 business days of...
	5.45. Participation in HCDE/CP
	Vendor acknowledges and agrees that continued participation in the HCDE/CP cooperative purchasing program is subject to HCDE/CP’s sole discretion and that Vendor may be removed from the HCDE/CP program at any time, with or without cause, in HCDE/CP’s ...
	At a minimum, to continue participation in the HCDE/CP cooperative purchasing program, Vendor must:
	 Submit detailed monthly reports of all sales activity (such report is required even if there is no sales activity for a given month);
	 Timely remit Administrative Fee(s) to HCDE/CP;
	 Market Choice Partners, including inclusion of CP seal on Vendor’s website, development and execution of marketing plan, and participation in at least # of marketing events (such as trade shows and conferences) annually;
	 Maintain a minimum annual sales activity of $15,000;
	 Completion of all required forms (such as Form 1295, EDGAR Certifications, etc.); and
	 Maintain required insurance and submit updated certificate(s) to CP annually
	5.46. No Agency or Endorsements
	It is the intention of the parties to this Contract that Vendor is independent of HCDE/CP and CP members, is an independent contractor, and is not an employee, agent, joint venturer, or partner of HCDE/CP or any CP member.  Nothing in this Contract sh...
	5.47. Equal Opportunity
	It is the policy of HCDE/CP not to discriminate on the basis of race, color, national origin, gender, limited English proficiency or handicapping conditions in its programs. Vendor agrees not to discriminate against any employee or applicant for emplo...
	5.48. Force Majeure
	Neither HCDE, any CP member, or Vendor shall be deemed to have breached any provision of this Contract as a result of any delay, failure in performance, or interruption of service resulting directly or indirectly from acts of God, network failures, a...
	HCDE, CP members, and Vendor are required to use due caution and preventive measures to protect against the effects of force majeure, and the burden of proving that a force majeure event has occurred shall rest on the party seeking relief under this ...
	5.49. Severability
	In the event any one or more of the provisions contained in this Contract shall for any reason be held to be invalid, illegal, or unenforceable in any respect, such invalidity, illegality, or unenforceability shall not affect any other provisions, and...
	5.50. Waiver
	No failure on the part of either party at any time to require the performance by the other party of any term hereof shall be taken or held to be a waiver of such term or in any way affect such party’s right to enforce such term, and no waiver on the p...
	5.51. Entire Agreement
	The Contract, the RFP, Vendor’s proposal submitted in response to the RFP, the attached and incorporated attachments, addendum, and/or exhibits, if any, and the Supplemental Contract, if any, contain the entire agreement of the parties relative to th...
	In addition to this Contract, a Supplemental Contract between Vendor and the CP member may be established to further detail the terms and conditions of the CP member’s specific project.  In the event of a conflict between this Contract and the Supple...
	The Buy American Act, set forth in 7 C.F.R. Part 210.21(d), requires that participants in the National School Lunch Program and School Breakfast Program use the federal nonprofit food service funds, to the maximum extent practical, to buy domestic com...
	Because many HCDE/CP members participate in the National School Lunch Program and School Breakfast Program, HCDE/CP requires Vendor to certify whether its products are “domestic commodities or products”, as defined by 7 C.F.R. Part 210.21(d).  Accordi...
	Exceptions to the Buy American provision should be used as a last resort; however, an alternative or exception may be approved by the CP member, upon request.  To be considered for an exception to the Buy American provision, Vendor may submit a good f...
	(a) the product is not produced or manufactured in the U.S. in sufficient and reasonable available quantities of a satisfactory quality (i.e., there is no alternative source that can provide a domestic product and/or there is no substitute domestic fo...
	(b) the costs of a U.S. product are significantly higher than the non-domestic product (i.e., the cost difference in purchasing a domestic product is unreasonable).
	Vendor further agrees to provide HCDE/CP members with documentation verifying that a domestic product is not available and the cost range is reasonable within a reasonable time upon request by HCDE/CP members.
	In the event Vendor or Vendor’s supplier(s) are unable or unwilling to certify compliance with the Buy American Provision, or the applicability of an exception to the Buy American provision, HCDE/CP members may decide not to purchase from Vendor and/o...
	8.0  PRICING / DELIVERY INFORMATION
	9.0 VENDOR QUESTIONNAIRE
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	1.0 NOTICE OF INTENT
	3.1. Proposal Response Format

	4.0  EVALUATION AND AWARD
	4.24 Evaluation of Proposals
	A committee of HCDE/CP employees and/or CP members will review and evaluate proposals and make a recommendation to the HCDE Board of Trustees. HCDE/CP will base a recommendation for contract award on the following factors:

	5.0 CONTRACT TERMS AND CONDITIONS
	CONTRACT BETWEEN
	5.4. Term of Contract; Renewal of Contract
	The initial term of this Contract is for a period of one (1)  year, with HCDE/CP having the option to renew the Contract for three (3) additional one-year terms, at HCDE’s sole discretion, unless otherwise specified in Section 6.0 Scope of Proposal.  ...
	5.5. Termination of Contract; Survival
	This Contract shall remain in effect until (1) the Contract expires by its terms or (2) the Contract is terminated by mutual consent of HCDE/CP and Vendor.  All Supplemental Contracts, purchase orders, and/or orders for goods or services issued by HCD...
	In the event of a breach or default of the Contract and/or the CSP by Vendor, HCDE/CP reserves the right to enforce the performance of the Contract in any manner prescribed by law or deemed to be in the best interest of HCDE/CP and/or CP members. HCDE...
	In the event that a material change to the terms of the Contract occurs, then the Contract shall be allowed to expire and shall not be renewed upon the conclusion of the Contract’s term. The phrase “material change” in this paragraph shall mean a modi...
	Vendor agrees that HCDE/CP shall not be liable for damages in the event that HCDE/CP declares Vendor to be in default or breach of this Contract and/or the CSP. Vendor further agrees that upon termination of the Contract for any reason, Vendor shall,...
	5.6. Prevailing Wage Rates
	Vendor and all subcontractors of Vendor shall comply with all laws regarding prevailing wage rates, including, but not limited to, TEX. GOV’T. CODE Chapter 2258, applicable to the construction of a public work, and any related federal requirements, i...
	5.22. Notification of Material Change
	Vendor is required to notify HCDE/CP when any material change in operations occurs, including changes in distribution rights for awarded products, bankruptcy, material changes in financial condition, change of ownership, and the like, within three (3)...
	5.23. Performance
	Vendor agrees to use commercially reasonable best efforts to provide the product(s) and/or service(s) subject to this Contract.  Vendor shall furnish all supervision, labor, tools, equipment, permits, licenses, transportation, insurance, material, and...
	5.24. Subcontractors
	If Vendor uses subcontractors in the performance of any part of this Contract, Vendor shall be fully responsible to HCDE/CP and CP members for all acts and omissions of the subcontractors.  Nothing in this Contract shall create for the benefit of any ...
	If Vendor uses subcontractors in the performance of any Purchase Order or Job Order issued as a result of a Job Order Contract awarded via this procurement solicitation, subcontractors must issue their Job Order Quotes using the same pricing method(s)...
	5.25. Non-Appropriation
	Renewal of this Contract, if any, will be in accordance with TEX. LOCAL GOV’T. CODE § 271.903 concerning non-appropriation of funds for multi-year contracts. Notwithstanding any other provision of this Contract or obligation imposed on HCDE/CP or any...
	5.26. Ordering Procedures
	Purchase Orders/Job Orders are issued by HCDE/CP and/or CP members to the Vendor according to this Contract and any Supplemental Contract between HCDE/CP and the CP member. CP members must send Purchase Orders/Job orders to HCDE/CP, unless otherwise ...
	HCDE/CP also may elect to require e-commerce functionality, in which Purchase Orders/Job Orders are sent directly to Vendor and reported by the CP member to HCDE/CP on a specified basis. The e-commerce approach must be approved by HCDE/CP prior to th...
	5.27. Invoices; Payments
	5.27.1. Vendor shall submit invoices, in duplicate, directly to HCDE/CP or the CP member at the appropriate location(s) specified by HCDE/CP or the CP member. Each invoice shall include HCDE’s or the CP member’s Purchase Order/Job Order number and HCD...
	5.27.2. HCDE/CP or the CP member will make payments directly to Vendor. HCDE/CP or the CP member placing the Purchase Order/Job Order with Vendor shall alone be liable and/or responsible for payment for product(s) and/or service(s) ordered and must be...
	5.27.3. TEX. GOV’T. CODE § 2251.021 shall govern when payments are due to the Vendor. Payments are due to Vendor by HCDE/CP and any CP member whose governing body meets only once a month or less frequently, within forty-five (45) days after the later ...
	The exceptions to payments made by HCDE, a CP member, and/or Vendor listed in TEX. GOV’T. CODE § 2251.002 shall apply to this Contract.
	5.28. Reporting
	The Vendor shall provide HCDE/CP with a detailed monthly report showing the total dollar volume of all sales under this Contract for the previous month in Microsoft Excel format, in the format and with the information specified by HCDE/CP. Reports are...
	The Vendor shall provide HCDE/CP with velocity/usage reports within five (5) business days of any request by HCDE/CP for such reports.
	5.29. Pricing Changes
	All prices and discount percentages in Vendor’s proposal shall be firm for the Term of this Contract. Pricing may be negotiated during the Contract renewal period. In the event Proposer’s prices will be adjusted or escalated upon a renewal (if any) o...
	The following documentation shall be provided to support a request for a price change:
	 justification for change/increase
	 terms and conditions
	 market conditions
	 manufacturers’/distributors’ impact, if any
	All price decreases shall be allowed for all products and/or services.
	5.30. HCDE/CP Administrative  Fee
	HCDE/CP will invoice Vendor for the HCDE/CP Administrative Fee of 3%, subject to the Administrative Incentive Clause, below.  HCDE/CP reserve the right to modify the Administrative Fee at any time, upon notice to Vendor.  The invoice for the Administr...
	5.32. Right to Review, Audit and Inspect
	HCDE/CP, CP members, any federal agency that has awarded federal funds/grant(s) to HCDE/CP or a CP member, and the Comptroller General of the United States, and/or any of their authorized representatives, shall, upon written notice, have the right to ...
	5.33. Indemnification
	Vendor shall indemnify and hold harmless HCDE/CP and each CP member, including HCDE’s and CP members’ Trustees, OFFICERS, administrators, employees, and agents, from all claims, liabilities, costs, suits of law or in equity, expenses, attorneys’ fees...
	5.34. Governing Law and Exclusive Venue
	The laws of the State of Texas, without regard to its provisions on conflicts of laws, govern this Contract. Any dispute under this Contract involving HCDE/CP must be brought exclusively in the state and federal courts located in Houston, Harris Coun...
	5.36        New Products
	New products that meet the specifications detailed in the CSP may be added to this Contract, with prior written approval from HCDE/CP. Pricing of any new products shall be equivalent to the percentage discount or proposed prices for other similar prod...
	5.37. No Substitution; Product Recall
	Any Purchase Order issued pursuant to this Contract shall conform to the specifications and descriptions identified in this Contract and the CSP.  Vendor shall not deliver substitutes without prior written authorization from HCDE/CP or the CP member.
	If a product recall is instituted on any good that has been furnished and delivered to HCDE/CP or any CP member, Vendor must immediately (i.e., within 24 hours but preferably sooner) notify the purchasing agent of HCDE/CP and the purchasing CP member ...
	5.38 Penalties
	If the Vendor is unable to provide the product(s) or services at the prices quoted in Vendor’s proposal or if Vendor fails to fulfill or abide by the terms and conditions of the Contract, the CSP, or a Supplemental Contract, HCDE/CP or the CP member m...
	5.39. Promotion of Contract Marketing Plan
	The marketing of Vendor’s company, product, and/or services shall be the sole responsibility of Vendor.  HCDE/CP may only supply Vendor with CP members’ contact lists that contain name, address, phone numbers, and/or email addresses. Other items gear...
	5.40. Website Support
	Vendor agrees to cooperate with HCDE/CP in publicizing contract particulars on the CP website. Vendor also agrees to work with HCDE/CP in updating and maintaining current information on Vendor activities related to the Contract on the CP website. Vend...
	5.41. Safety
	Vendor, its subcontractor(s), and their respective employees shall comply fully with all applicable federal, state, and local safety and health laws, ordinances, rules, and regulations in the performance of services under this Contract, including, wit...
	5.43. Supplemental Contracts
	A CP member and Vendor may enter into a separate, Supplemental Contract. Any Supplemental Contract developed as a result of this Contract and/or the CSP is exclusively between the CP member and Vendor and shall have no effect or impact on HCDE, any ot...
	5.44. Insurance
	Vendor is required to provide HCDE/CP and/or the CP member with copies of certificates of insurance, naming HCDE/CP and/or the CP member as additional insured’s for Texas Workers Compensation and General Liability Insurance, within 14 business days of...
	5.45. Participation in HCDE/CP
	Vendor acknowledges and agrees that continued participation in the HCDE/CP cooperative purchasing program is subject to HCDE/CP’s sole discretion and that Vendor may be removed from the HCDE/CP program at any time, with or without cause, in HCDE/CP’s ...
	At a minimum, to continue participation in the HCDE/CP cooperative purchasing program, Vendor must:
	 Submit detailed monthly reports of all sales activity (such report is required even if there is no sales activity for a given month);
	 Timely remit Administrative Fee(s) to HCDE/CP;
	 Market Choice Partners, including inclusion of CP seal on Vendor’s website, development and execution of marketing plan, and participation in at least 5 of marketing events (such as trade shows and conferences) annually;
	 Maintain a minimum annual sales activity of $15,000;
	 Completion of all required forms (such as Form 1295, EDGAR Certifications, etc.); and
	 Maintain required insurance and submit updated certificate(s) to CP annually
	5.46. No Agency or Endorsements
	It is the intention of the parties to this Contract that Vendor is independent of HCDE/CP and CP members, is an independent contractor, and is not an employee, agent, joint venturer, or partner of HCDE/CP or any CP member.  Nothing in this Contract sh...
	5.47. Equal Opportunity
	It is the policy of HCDE/CP not to discriminate on the basis of race, color, national origin, gender, limited English proficiency or handicapping conditions in its programs. Vendor agrees not to discriminate against any employee or applicant for emplo...
	5.48. Force Majeure
	Neither HCDE, any CP member, or Vendor shall be deemed to have breached any provision of this Contract as a result of any delay, failure in performance, or interruption of service resulting directly or indirectly from acts of God, network failures, a...
	HCDE, CP members, and Vendor are required to use due caution and preventive measures to protect against the effects of force majeure, and the burden of proving that a force majeure event has occurred shall rest on the party seeking relief under this ...
	5.49. Severability
	In the event any one or more of the provisions contained in this Contract shall for any reason be held to be invalid, illegal, or unenforceable in any respect, such invalidity, illegality, or unenforceability shall not affect any other provisions, and...
	5.50. Waiver
	No failure on the part of either party at any time to require the performance by the other party of any term hereof shall be taken or held to be a waiver of such term or in any way affect such party’s right to enforce such term, and no waiver on the p...
	5.51. Entire Agreement
	The Contract, the CSP, Vendor’s proposal submitted in response to the CSP, the attached and incorporated attachments, addendum, and/or exhibits, if any, and the Supplemental Contract, if any, contain the entire agreement of the parties relative to th...
	In addition to this Contract, a Supplemental Contract between Vendor and the CP member may be established to further detail the terms and conditions of the CP member’s specific project.  In the event of a conflict between this Contract and the Supple...
	The Buy American Act, set forth in 7 C.F.R. Part 210.21(d), requires that participants in the National School Lunch Program and School Breakfast Program use the federal nonprofit food service funds, to the maximum extent practical, to buy domestic com...
	Because many HCDE/CP members participate in the National School Lunch Program and School Breakfast Program, HCDE/CP requires Vendor to certify whether its products are “domestic commodities or products”, as defined by 7 C.F.R. Part 210.21(d).  Accordi...
	Exceptions to the Buy American provision should be used as a last resort; however, an alternative or exception may be approved by the CP member, upon request.  To be considered for an exception to the Buy American provision, Vendor may submit a good f...
	(a) the product is not produced or manufactured in the U.S. in sufficient and reasonable available quantities of a satisfactory quality (i.e., there is no alternative source that can provide a domestic product and/or there is no substitute domestic fo...
	(b) the costs of a U.S. product are significantly higher than the non-domestic product (i.e., the cost difference in purchasing a domestic product is unreasonable).
	Vendor further agrees to provide HCDE/CP members with documentation verifying that a domestic product is not available and the cost range is reasonable within a reasonable time upon request by HCDE/CP members.
	In the event Vendor or Vendor’s supplier(s) are unable or unwilling to certify compliance with the Buy American Provision, or the applicability of an exception to the Buy American provision, HCDE/CP members may decide not to purchase from Vendor and/o...
	Additionally, HCDE/CP members may require country of origin on all products and invoices submitted for payment by Vendor, and Vendor agrees to comply with any such requirement.
	8.0  PRICING / DELIVERY INFORMATION
	9.0 VENDOR QUESTIONNAIRE
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	Harris County Department of Education
	1.0 NOTICE OF INTENT
	3.1. Proposal Response Format

	4.0  EVALUATION AND AWARD
	4.24 Evaluation of Proposals
	A committee of HCDE/CP employees and/or CP members will review and evaluate proposals and make a recommendation to the HCDE Board of Trustees. HCDE/CP will base a recommendation for contract award on the following factors:

	5.0 CONTRACT TERMS AND CONDITIONS
	CONTRACT BETWEEN
	5.4. Term of Contract; Renewal of Contract
	The initial term of this Contract is for a period of one (1) year, with HCDE/CP having the option to renew the Contract for three (3) additional one-year terms, at HCDE’s sole discretion, unless otherwise specified in Section 6.0 Scope of Proposal.  C...
	5.5. Termination of Contract; Survival
	This Contract shall remain in effect until (1) the Contract expires by its terms or (2) the Contract is terminated by mutual consent of HCDE/CP and Vendor.  All Supplemental Contracts, purchase orders, and/or orders for goods or services issued by HCD...
	In the event of a breach or default of the Contract and/or the CSP by Vendor, HCDE/CP reserves the right to enforce the performance of the Contract in any manner prescribed by law or deemed to be in the best interest of HCDE/CP and/or CP members. HCDE...
	In the event that a material change to the terms of the Contract occurs, then the Contract shall be allowed to expire and shall not be renewed upon the conclusion of the Contract’s term. The phrase “material change” in this paragraph shall mean a modi...
	Vendor agrees that HCDE/CP shall not be liable for damages in the event that HCDE/CP declares Vendor to be in default or breach of this Contract and/or the CSP. Vendor further agrees that upon termination of the Contract for any reason, Vendor shall,...
	5.6. Prevailing Wage Rates
	Vendor and all subcontractors of Vendor shall comply with all laws regarding prevailing wage rates, including, but not limited to, TEX. GOV’T. CODE Chapter 2258, applicable to the construction of a public work, and any related federal requirements, i...
	5.22. Notification of Material Change
	Vendor is required to notify HCDE/CP when any material change in operations occurs, including changes in distribution rights for awarded products, bankruptcy, material changes in financial condition, change of ownership, and the like, within three (3)...
	5.23. Performance
	Vendor agrees to use commercially reasonable best efforts to provide the product(s) and/or service(s) subject to this Contract.  Vendor shall furnish all supervision, labor, tools, equipment, permits, licenses, transportation, insurance, material, and...
	5.24. Subcontractors
	If Vendor uses subcontractors in the performance of any part of this Contract, Vendor shall be fully responsible to HCDE/CP and CP members for all acts and omissions of the subcontractors.  Nothing in this Contract shall create for the benefit of any ...
	If Vendor uses subcontractors in the performance of any Purchase Order or Job Order issued as a result of a Job Order Contract awarded via this procurement solicitation, subcontractors must issue their Job Order Quotes using the same pricing method(s)...
	5.25. Non-Appropriation
	Renewal of this Contract, if any, will be in accordance with TEX. LOCAL GOV’T. CODE § 271.903 concerning non-appropriation of funds for multi-year contracts. Notwithstanding any other provision of this Contract or obligation imposed on HCDE/CP or any...
	5.26. Ordering Procedures
	Purchase Orders/Job Orders are issued by HCDE/CP and/or CP members to the Vendor according to this Contract and any Supplemental Contract between HCDE/CP and the CP member. CP members must send Purchase Orders/Job orders to HCDE/CP, unless otherwise ...
	HCDE/CP also may elect to require e-commerce functionality, in which Purchase Orders/Job Orders are sent directly to Vendor and reported by the CP member to HCDE/CP on a specified basis. The e-commerce approach must be approved by HCDE/CP prior to th...
	5.27. Invoices; Payments
	5.27.1. Vendor shall submit invoices, in duplicate, directly to HCDE/CP or the CP member at the appropriate location(s) specified by HCDE/CP or the CP member. Each invoice shall include HCDE’s or the CP member’s Purchase Order/Job Order number and HCD...
	5.27.2. HCDE/CP or the CP member will make payments directly to Vendor. HCDE/CP or the CP member placing the Purchase Order/Job Order with Vendor shall alone be liable and/or responsible for payment for product(s) and/or service(s) ordered and must be...
	5.27.3. TEX. GOV’T. CODE § 2251.021 shall govern when payments are due to the Vendor. Payments are due to Vendor by HCDE/CP and any CP member whose governing body meets only once a month or less frequently, within forty-five (45) days after the later ...
	The exceptions to payments made by HCDE, a CP member, and/or Vendor listed in TEX. GOV’T. CODE § 2251.002 shall apply to this Contract.
	5.28. Reporting
	The Vendor shall provide HCDE/CP with a detailed monthly report showing the total dollar volume of all sales under this Contract for the previous month in Microsoft Excel format, in the format and with the information specified by HCDE/CP. Reports are...
	The Vendor shall provide HCDE/CP with velocity/usage reports within five (5) business days of any request by HCDE/CP for such reports.
	5.29. Pricing Changes
	All prices and discount percentages in Vendor’s proposal shall be firm for the Term of this Contract. Pricing may be negotiated during the Contract renewal period. In the event Proposer’s prices will be adjusted or escalated upon a renewal (if any) o...
	The following documentation shall be provided to support a request for a price change:
	 justification for change/increase
	 terms and conditions
	 market conditions
	 manufacturers’/distributors’ impact, if any
	All price decreases shall be allowed for all products and/or services.
	5.30. HCDE/CP Administrative  Fee
	HCDE/CP will invoice Vendor for the HCDE/CP Administrative Fee of 3%, subject to the Administrative Incentive Clause, below.  HCDE/CP reserve the right to modify the Administrative Fee at any time, upon notice to Vendor.  The invoice for the Administr...
	5.32. Right to Review, Audit and Inspect
	HCDE/CP, CP members, any federal agency that has awarded federal funds/grant(s) to HCDE/CP or a CP member, and the Comptroller General of the United States, and/or any of their authorized representatives, shall, upon written notice, have the right to ...
	5.33. Indemnification
	Vendor shall indemnify and hold harmless HCDE/CP and each CP member, including HCDE’s and CP members’ Trustees, OFFICERS, administrators, employees, and agents, from all claims, liabilities, costs, suits of law or in equity, expenses, attorneys’ fees...
	5.34. Governing Law and Exclusive Venue
	The laws of the State of Texas, without regard to its provisions on conflicts of laws, govern this Contract. Any dispute under this Contract involving HCDE/CP must be brought exclusively in the state and federal courts located in Houston, Harris Coun...
	5.36        New Products
	New products that meet the specifications detailed in the CSP may be added to this Contract, with prior written approval from HCDE/CP. Pricing of any new products shall be equivalent to the percentage discount or proposed prices for other similar prod...
	5.37. No Substitution; Product Recall
	Any Purchase Order issued pursuant to this Contract shall conform to the specifications and descriptions identified in this Contract and the CSP.  Vendor shall not deliver substitutes without prior written authorization from HCDE/CP or the CP member.
	If a product recall is instituted on any good that has been furnished and delivered to HCDE/CP or any CP member, Vendor must immediately (i.e., within 24 hours but preferably sooner) notify the purchasing agent of HCDE/CP and the purchasing CP member ...
	5.38 Penalties
	If the Vendor is unable to provide the product(s) or services at the prices quoted in Vendor’s proposal or if Vendor fails to fulfill or abide by the terms and conditions of the Contract, the CSP, or a Supplemental Contract, HCDE/CP or the CP member m...
	5.39. Promotion of Contract Marketing Plan
	The marketing of Vendor’s company, product, and/or services shall be the sole responsibility of Vendor.  HCDE/CP may only supply Vendor with CP members’ contact lists that contain name, address, phone numbers, and/or email addresses. Other items gear...
	5.40. Website Support
	Vendor agrees to cooperate with HCDE/CP in publicizing contract particulars on the CP website. Vendor also agrees to work with HCDE/CP in updating and maintaining current information on Vendor activities related to the Contract on the CP website. Vend...
	5.41. Safety
	Vendor, its subcontractor(s), and their respective employees shall comply fully with all applicable federal, state, and local safety and health laws, ordinances, rules, and regulations in the performance of services under this Contract, including, wit...
	5.43. Supplemental Contracts
	A CP member and Vendor may enter into a separate, Supplemental Contract. Any Supplemental Contract developed as a result of this Contract and/or the CSP is exclusively between the CP member and Vendor and shall have no effect or impact on HCDE, any ot...
	5.44. Insurance
	Vendor is required to provide HCDE/CP and/or the CP member with copies of certificates of insurance, naming HCDE/CP and/or the CP member as additional insured’s for Texas Workers Compensation and General Liability Insurance, within 14 business days of...
	5.45. Participation in HCDE/CP
	Vendor acknowledges and agrees that continued participation in the HCDE/CP cooperative purchasing program is subject to HCDE/CP’s sole discretion and that Vendor may be removed from the HCDE/CP program at any time, with or without cause, in HCDE/CP’s ...
	At a minimum, to continue participation in the HCDE/CP cooperative purchasing program, Vendor must:
	 Submit detailed monthly reports of all sales activity (such report is required even if there is no sales activity for a given month);
	 Timely remit Administrative Fee(s) to HCDE/CP;
	 Market Choice Partners, including inclusion of CP seal on Vendor’s website, development and execution of marketing plan, and participation in at least 5 of marketing events (such as trade shows and conferences) annually;
	 Maintain a minimum annual sales activity of $15,000;
	 Completion of all required forms (such as Form 1295, EDGAR Certifications, etc.); and
	 Maintain required insurance and submit updated certificate(s) to CP annually
	5.46. No Agency or Endorsements
	It is the intention of the parties to this Contract that Vendor is independent of HCDE/CP and CP members, is an independent contractor, and is not an employee, agent, joint venturer, or partner of HCDE/CP or any CP member.  Nothing in this Contract sh...
	5.47. Equal Opportunity
	It is the policy of HCDE/CP not to discriminate on the basis of race, color, national origin, gender, limited English proficiency or handicapping conditions in its programs. Vendor agrees not to discriminate against any employee or applicant for emplo...
	5.48. Force Majeure
	Neither HCDE, any CP member, or Vendor shall be deemed to have breached any provision of this Contract as a result of any delay, failure in performance, or interruption of service resulting directly or indirectly from acts of God, network failures, a...
	HCDE, CP members, and Vendor are required to use due caution and preventive measures to protect against the effects of force majeure, and the burden of proving that a force majeure event has occurred shall rest on the party seeking relief under this ...
	5.49. Severability
	In the event any one or more of the provisions contained in this Contract shall for any reason be held to be invalid, illegal, or unenforceable in any respect, such invalidity, illegality, or unenforceability shall not affect any other provisions, and...
	5.50. Waiver
	No failure on the part of either party at any time to require the performance by the other party of any term hereof shall be taken or held to be a waiver of such term or in any way affect such party’s right to enforce such term, and no waiver on the p...
	5.51. Entire Agreement
	The Contract, the CSP, Vendor’s proposal submitted in response to the CSP, the attached and incorporated attachments, addendum, and/or exhibits, if any, and the Supplemental Contract, if any, contain the entire agreement of the parties relative to th...
	In addition to this Contract, a Supplemental Contract between Vendor and the CP member may be established to further detail the terms and conditions of the CP member’s specific project.  In the event of a conflict between this Contract and the Supple...
	The Buy American Act, set forth in 7 C.F.R. Part 210.21(d), requires that participants in the National School Lunch Program and School Breakfast Program use the federal nonprofit food service funds, to the maximum extent practical, to buy domestic com...
	Because many HCDE/CP members participate in the National School Lunch Program and School Breakfast Program, HCDE/CP requires Vendor to certify whether its products are “domestic commodities or products”, as defined by 7 C.F.R. Part 210.21(d).  Accordi...
	Exceptions to the Buy American provision should be used as a last resort; however, an alternative or exception may be approved by the CP member, upon request.  To be considered for an exception to the Buy American provision, Vendor may submit a good f...
	(a) the product is not produced or manufactured in the U.S. in sufficient and reasonable available quantities of a satisfactory quality (i.e., there is no alternative source that can provide a domestic product and/or there is no substitute domestic fo...
	(b) the costs of a U.S. product are significantly higher than the non-domestic product (i.e., the cost difference in purchasing a domestic product is unreasonable).
	Vendor further agrees to provide HCDE/CP members with documentation verifying that a domestic product is not available and the cost range is reasonable within a reasonable time upon request by HCDE/CP members.
	In the event Vendor or Vendor’s supplier(s) are unable or unwilling to certify compliance with the Buy American Provision, or the applicability of an exception to the Buy American provision, HCDE/CP members may decide not to purchase from Vendor and/o...
	8.0  PRICING / DELIVERY INFORMATION
	9.0 VENDOR QUESTIONNAIRE



	51 Contract Prohibition under the Government Code.pdf
	Contract Prohibitions under the Government Code

	52 Grant Guidelines for Internal Charges.pdf
	...
	Signature Page
	Time and Reporting
	DIVISION Billing Process for Internal Operating Services
	HCDE Billing Process Chart
	Internal Contract Form
	Reclassification of Funds Request form

	60. FY 18_Interlocal Contract Template (swl 4.12.17).pdf
	County School Superintendent  Title: _______________________________

	61. FY18_Services agrmt subject to master interlocal agreement (swl 8.24.17).pdf
	Harris County Department of Education and
	Arrangement with HCDE’s INSERT Division
	Services rendered in accordance with this Contract shall be funded by District’s use of  _________________ [funding source(s) (i.e., local dollars, grant funding, etc.)].  Payment for services rendered shall be allocated as follows:  _____% funded by ...
	Additional Terms


	62. FY18_Participation Contract Template_non-profit (swl 4.12.17).pdf
	County School Superintendent  Title: _______________________________

	63. FY18_Construction contract under $50k (swl revised 1.4.16).pdf
	1.   Begin Construction:  [ENTER]
	2.   Substantial Completion:  [ENTER]

	64. FY18_Job Order Construction Services Sample Contract_HCDE (swl 8.24.17).pdf
	RECITALS
	I. DEFINITIONS
	II. TERM OF AGREEMENT
	III. AUTHORIZED CONTRACT SUM
	IV. SPECIFICATIONS AND DRAWINGS
	V. USE OF SPECIFICATIONS, DRAWINGS AND NOTES
	VI. MATERIAL AND WORKMANSHIP
	VII. CONTRACTOR’S GENERAL RESPONSIBILITIES
	VIII. JOB ORDER PROCEDURES
	IX. OWNER'S RESPONSIBILITIES
	X. SITE INVESTIGATION AND CONDITIONS AFFECTING THE WORK
	XI. INSPECTION OF CONSTRUCTION AND OWNER’S ACCEPTANCE OF WORK
	XII. PROTECTION OF EXISTING VEGETATION, STRUCTURES, UTILITIES AND IMPROVEMENTS; TRAFFIC CONTROL
	XIII. CLEANING UP AND REFUSE DISPOSAL
	XIV. WARRANTY OF CONSTRUCTION
	XV. PAYMENT
	XVI. TERMINATION FOR CONVENIENCE OF OWNER
	XVII. DEFAULT
	XVIII. CANCELLATION FOR CONFLICT OF INTEREST
	XIX. INSURANCE
	XX. CHANGES
	XXI. PAYMENT AND PERFORMANCE BONDS
	XXII. PREVAILING WAGE RATES
	22.1 Contractor shall comply with, and ensure each subcontractor complies with, all applicable laws regarding prevailing wage rates, including, but not limited to, Chapter 2258 of the Texas Government Code and any related federal requirements applicab...
	XXIII. MISCELLANEOUS PROVISIONS
	XXIV. NOTICES
	XXV. OTHER CONTRACTS
	XXVI. INDEMNIFICATION
	XXVII. CONTRACT ORDER OF PRECEDENCE
	XXVIII. PARTY ANTITRUST VIOLATIONS
	XXIX. AUDIT OF RECORDS
	OWNER
	CONTRACTOR

	69. Felony Approval Exemption Form.pdf
	Approval to accept vendor with felony background
	Date: _____
	Vendor Name:  __________________________________________________
	Address: ________________________________________________________
	Is the vendor going to have contact with students? ___Yes_____  No_______
	Justification for request:
	__________________________________________________________________
	__________________________________________________________________
	Division: __________________________________________________________
	Requested by Division Director _______________________
	Approved by ELT Member  ___________________________
	Note: Attached is the disclosed felony conviction information.
	For Business Office Staff:
	Approval from Assistant Supt for Business _________________Yes _____ _____No
	Approved by Superintendent ____________________________Yes___________No

	24. Interlocal Contract Template (swl 4.12.17).pdf
	County School Superintendent  Title: _______________________________

	25. Job Order Construction Services Sample Contract_HCDE (swl 8.24.17).pdf
	RECITALS
	I. DEFINITIONS
	II. TERM OF AGREEMENT
	III. AUTHORIZED CONTRACT SUM
	IV. SPECIFICATIONS AND DRAWINGS
	V. USE OF SPECIFICATIONS, DRAWINGS AND NOTES
	VI. MATERIAL AND WORKMANSHIP
	VII. CONTRACTOR’S GENERAL RESPONSIBILITIES
	VIII. JOB ORDER PROCEDURES
	IX. OWNER'S RESPONSIBILITIES
	X. SITE INVESTIGATION AND CONDITIONS AFFECTING THE WORK
	XI. INSPECTION OF CONSTRUCTION AND OWNER’S ACCEPTANCE OF WORK
	XII. PROTECTION OF EXISTING VEGETATION, STRUCTURES, UTILITIES AND IMPROVEMENTS; TRAFFIC CONTROL
	XIII. CLEANING UP AND REFUSE DISPOSAL
	XIV. WARRANTY OF CONSTRUCTION
	XV. PAYMENT
	XVI. TERMINATION FOR CONVENIENCE OF OWNER
	XVII. DEFAULT
	XVIII. CANCELLATION FOR CONFLICT OF INTEREST
	XIX. INSURANCE
	XX. CHANGES
	XXI. PAYMENT AND PERFORMANCE BONDS
	XXII. PREVAILING WAGE RATES
	22.1 Contractor shall comply with, and ensure each subcontractor complies with, all applicable laws regarding prevailing wage rates, including, but not limited to, Chapter 2258 of the Texas Government Code and any related federal requirements applicab...
	XXIII. MISCELLANEOUS PROVISIONS
	XXIV. NOTICES
	XXV. OTHER CONTRACTS
	XXVI. INDEMNIFICATION
	XXVII. CONTRACT ORDER OF PRECEDENCE
	XXVIII. PARTY ANTITRUST VIOLATIONS
	XXIX. AUDIT OF RECORDS
	OWNER
	CONTRACTOR

	27. Participation Contract Template_non-profit (swl 4.12.17).pdf
	County School Superintendent  Title: _______________________________

	29. Services agrmt subject to master interlocal agreement (swl 8.24.17).pdf
	Harris County Department of Education and
	Arrangement with HCDE’s INSERT Division
	Services rendered in accordance with this Contract shall be funded by District’s use of  _________________ [funding source(s) (i.e., local dollars, grant funding, etc.)].  Payment for services rendered shall be allocated as follows:  _____% funded by ...
	Additional Terms


	31.  Construction contract under $50k (swl revised 1.4.16).pdf
	1.   Begin Construction:  [ENTER]
	2.   Substantial Completion:  [ENTER]

	8 SAMPLE Contract Clauses.pdf
	SAMPLE WORDING
	CLAUSE/DESCRIPTION

	CLAUSE/DESCRIPTION
	SAMPLE WORDING
	CLAUSE/DESCRIPTION

	SAMPLE WORDING
	CLAUSE/DESCRIPTION

	SAMPLE WORDING
	CLAUSE/DESCRIPTION

	SAMPLE WORDING
	CLAUSE/DESCRIPTION

	SAMPLE WORDING
	CLAUSE/DESCRIPTION

	SAMPLE WORDING
	CFO    Title     
	CLAUSE/DESCRIPTION


	SAMPLE WORDING
	CLAUSE/DESCRIPTION

	SAMPLE WORDING
	CLAUSE/DESCRIPTION

	SAMPLE WORDING
	Contractor     HCDE
	City, State and Zip Code   Houston, Texas 77022
	CLAUSE/DESCRIPTION


	SAMPLE WORDING
	OR 
	No Third-Party Beneficiary Clause



	9 SAMPLE Contractor Agreement for Construction Projects.pdf
	1.   Begin Construction:  [ENTER]
	2.   Substantial Completion:  [ENTER]

	11 Contracts Mamual FINAL.pdf
	1.0 Overview
	2.0 Purpose
	3.0 Introduction to Contract Management
	4.0 Contract Payment Processing
	5. Code of Ethics
	A. HCDE Ethics Policy
	B. Standards of Conduct

	6.0 Formation of Written Contracts
	7.0  Boilerplates
	8.0    When is a contract needed for services?
	9.0   When is the contract reviewed by our attorney?
	10.0 Contract Templates
	11.0 Contract Preparation
	12.0 Expenditure Contracts Flowchart
	13.0 Revenue Contracts Flowchart
	14.0 Contract Monitoring
	15.0 Contract Templates
	SERVICES AGREEMENT FOR HCDE EXPENDITURES
	SERVICES AGREEMENT FOR HCDE REVENUE
	RECITALS
	I. DEFINITIONS
	II. TERM OF AGREEMENT
	III. AUTHORIZED CONTRACT SUM
	IV. SPECIFICATIONS AND DRAWINGS
	V. USE OF SPECIFICATIONS, DRAWINGS AND NOTES
	VI. MATERIAL AND WORKMANSHIP
	VII. CONTRACTOR’S GENERAL RESPONSIBILITIES
	VIII. JOB ORDER PROCEDURES
	IX. OWNER'S RESPONSIBILITIES
	X. SITE INVESTIGATION AND CONDITIONS AFFECTING THE WORK
	XI. INSPECTION OF CONSTRUCTION AND OWNER’S ACCEPTANCE OF WORK
	XII. PROTECTION OF EXISTING VEGETATION, STRUCTURES, UTILITIES AND IMPROVEMENTS; TRAFFIC CONTROL
	XIII. CLEANING UP AND REFUSE DISPOSAL
	XIV. WARRANTY OF CONSTRUCTION
	XV. PAYMENT
	XVI. TERMINATION FOR CONVENIENCE OF OWNER
	XVII. DEFAULT
	XVIII. CANCELLATION FOR CONFLICT OF INTEREST
	XIX. INSURANCE
	XX. CHANGES
	XXI. PAYMENT AND PERFORMANCE BONDS
	XXII. PREVAILING WAGE RATES
	22.1 Contractor shall comply with, and ensure each subcontractor complies with, all applicable laws regarding prevailing wage rates, including, but not limited to, Chapter 2258 of the Texas Government Code and any related federal requirements applicab...
	XXIII. MISCELLANEOUS PROVISIONS
	XXIV. NOTICES
	XXV. OTHER CONTRACTS
	XXVI. INDEMNIFICATION
	XXVII. CONTRACT ORDER OF PRECEDENCE
	XXVIII. PARTY ANTITRUST VIOLATIONS
	XXIX. AUDIT OF RECORDS

	1.   Begin Construction:  [ENTER]
	2.   Substantial Completion:  [ENTER]

	16.0 Contract Terms and Definitions
	DEFINITION
	TERM

	12 Vendor Packet  Revised 09 01 2017.pdf
	Date: To: From:
	Harris County Department of Education Vendor Information Form
	HARRIS COUNTY DEPARTMENT OF EDUCATION CONFLICT OF INTEREST DISCLOSURE STATEMENT
	EDGAR Conflict of Interest Requirements
	It should be noted that in accordance with EDGAR requirements as amended on Dec 26, 2014 under 2 CFR Part 200 the requirements include the following: No employee, officer, or agent may participate in the selection, award, or administration of a contra...

	State of Texas Conflict of Interest requirements
	(1) the vendor enters into a contract with the local government entity or the local governmental entity is considering entering into a contract with the vendor AND,

	CONFLICT OF INTEREST QUESTIONNAIRE
	For vendor doing business with local governmental entity

	To complete form 1295 “Certificate of Interested Parties”, please visit the Texas Ethics Commission website at the following link:
	8.
	General Instructions
	Specific Instructions
	As per Section 14.52 of the Texas Family Code, added by S.B. 84, Acts, 73rd Legislature, R.S. (1993), all bidders must complete and submit with the bid the following affidavit:
	The following provisions are required and apply when federal funds are expended by HCDE for any contract resulting from this procurement process.
	(B) Termination for cause and for convenience by the grantee or subgrantee including the manner by which it will be effected and the basis for settlement. (All contracts in excess of $10,000)
	(C) Equal Employment Opportunity. Except as otherwise provided under 41 CFR Part 60, all contracts that meet the definition of “federally assisted construction contract” in 41 CFR Part 60-
	(D) Davis-Bacon Act, as amended (40 U.S.C. 3141-3148). When required by Federal program legislation, all prime construction contracts in excess of $2,000 awarded by non-Federal entities must include a provision for compliance with the Davis-Bacon Act ...
	(E) Contract Work Hours and Safety Standards Act (40 U.S.C. 3701-3708). Where applicable, all contracts awarded by the non-Federal entity in excess of $100,000 that involve the employment of mechanics or laborers must include a provision for complianc...
	intelligence.
	(F) Rights to Inventions Made Under a Contract or Agreement. If the Federal award meets the definition of “funding agreement” under 37 CFR §401.2 (a) and the recipient or subrecipient wishes to enter into a contract with a small business firm or nonpr...
	(G) Clean Air Act (42 U.S.C. 7401-7671q.) and the Federal Water Pollution Control Act (33 U.S.C. 1251-1387), as amended—Contracts and subgrants of amounts in excess of $150,000 must contain a provision that requires the non-Federal award to agree to c...
	(H) Debarment and Suspension (Executive Orders 12549 and 12689)—A contract award (see 2 CFR 180.220) must not be made to parties listed on the governmentwide exclusions in the System for Award Management (SAM), in accordance with the OMB guidelines at...
	(I) Byrd Anti-Lobbying Amendment (31 U.S.C. 1352)—Contractors that apply or bid for an award exceeding $100,000 must file the required certification. Each tier certifies to the tier above that it will not and has not used Federal appropriated funds to...
	Vendor agrees to comply with all federal, state, and local laws, rules, regulations and ordinances, as applicable. It is further acknowledged that vendor certifies compliance with all provisions, laws, acts, regulations, etc. as specifically noted above.

	HARRIS COUNTY DEPARTMENT OF EDUCATION FELONY CONVICTION NOTICE FORM
	You must select one and sign below:
	SB 9 Contractor Certification: Contractor Employees
	Definitions:
	SB 9 Contractor Certification: Subcontractor
	Definitions:



	13  Before and After Forms Procedure.pdf
	Independent Price Determination

	14. Traffic Study Agrmt (swl 11.10.17).pdf
	TRAFFIC STUDY AGREEMENT
	Jesus Amezcua, Ph.D., RTSBA
	HCDE Assistant Superintendent of Business Services

	16 CSSS Interlocal Agreement 10 05 2016.pdf
	County School Superintendent  Title: _______________________________

	18 2017-2018 Case Partnership District Interlocal Agreement.pdf
	VIII. LOCAL FUNDS
	IX. AUTHORIZATION
	X. NOTICE
	XI. GOVERNING LAW
	XII. VENUE
	XIII. ENTIRE AGREEMENT
	XIV. AMENDMENT
	XV. ASSIGNMENT
	XVI. DEBARMENT AND SUSPENSION
	XVIII.  SEVERABILITY
	XIX.  BENEFIT FOR SIGNATORY PARTIES ONLY
	Criminal History Certification
	Definitions:
	UHARRIS COUNTY DEPARTMENT OF EDUCATION
	UCONFLICT OF INTEREST DISCLOSURE STATEMENT
	Partnership Project | Required Match Certification

	20 EXPENDITURE - Contractor Agreement for Construction Projects.pdf
	1.   Begin Construction:  [ENTER]
	2.   Substantial Completion:  [ENTER]

	21 Participation Agreement.pdf
	County School Superintendent  Title: _______________________________

	23 Master Interlocal Contract Template.pdf
	County School Superintendent  Title: _______________________________

	24 Participation Contract Template Non-Profit.pdf
	County School Superintendent  Title: _______________________________

	25 TLC Interlocal Agreement for Services.pdf
	Harris County Department of Education and
	Arrangement with HCDE’s Teaching and Learning Division
	Services rendered in accordance with this Contract shall be funded by District’s use of  _________________ [funding source(s) (i.e., local dollars, grant funding, etc.)].  Payment for services rendered shall be allocated as follows:  _____% funded by ...
	Additional Terms


	26. NEW__Fortis Academy Annual Contract (md_swl 12.1.17).pdf
	ISD Superintendent/Designee  Date
	County School Superintendent  Date

	27 FOG Updated for internal charges (1).pdf
	...
	Signature Page
	Time and Reporting
	DIVISION Billing Process for Internal Operating Services
	HCDE Billing Process Chart
	Internal Contract Form
	Reclassification of Funds Request form

	30 Glossary of Contract Terms.pdf
	DEFINITION
	TERM

	2 Budget Adjustment Procedures.pdf
	Introduction
	I. BUDGET TRANSFER
	When to Prepare a Budget Transfer
	II. BUDGET AMENDMENT
	When to Prepare a Budget Amendment- (Board Approval Required)
	Budget Amendments Approval Signature Requirements
	Processing a Budget Amendment
	Amendment Guidelines for State and Federal Grants through TEA


	4 Charges between Divisions Procedures.pdf
	Sheet1

	8 Expenditure Expense Codes With Descriptions.pdf
	Exp Codes with Descriptions

	10 Function Codes.pdf
	Function Codes

	11 FY19 Budget Manager Codes.pdf
	Budget Managers

	12 FY19 Fund Codes.pdf
	Funds

	13 FY19 Location Codes.pdf
	Location Codes

	15 Revenue-Codes.pdf
	List of Revenue Codes-One Page

	4 Fraud Prevention Model and Awareness Program.pdf
	Responsibility of the Administrator in Charge:

	6 Contract Monitoring and Compliance.pdf
	Performed by Superintendent:
	Performed by Division Director-Contracts:

	7 Grant Monitoring  and Compliance.pdf
	Source of Policy:
	Required Documents:
	Performed by Division Director:

	8 Authorization for Electronic Purchasing.pdf
	Performed by the Division Director:
	Process A Process B
	CONFLICT OF INTEREST DISCLOSURE


	15 Handling Open Records Requests.pdf
	Handling open records (TPIA)  requests by the Business  and Purchasing Offices
	STEP # 1 - Requests
	STEP # 2  Procedures  
	STEP # 3  Responses

	2 Grant Submissions.pdf
	b. Resource Development will save the PDF within two shared drives. One drive shares all division proposals and the other shares proposals with Executive Team.  RD will email the “HCDE Submitted Proposals” link to the ET distribution list, highlightin...

	7 Charges between Divisions Procedures.pdf
	Sheet1

	9 GRANTS Grant Management and Accounting.pdf
	200.474 Travel costs.
	Appendix II to Part 200—Contract Provisions for Non-Federal Entity Contracts Under Federal Awards

	10 NEW Matrix - Revenue Contracts.pdf
	Sheet1

	12 HCDE Grant Manual.pdf
	General Information
	HCDE Mission
	Business Department Staff
	Organizational Chart
	Journal Entries (†)
	Data Entry and Validation (†)
	General Ledger Transaction (Minimum Data Required) – (†)
	End of Month Process
	End of Fiscal Year Process
	Segregation of Duties (†)
	Retention of Records (†)
	Data System Security & Access to Records (†)
	Assignment of Access and Passwords (†)
	Revoking Access (†)
	Business Staff Training (†)
	State and Federal Grant Management (†)

	900 – State and Federal Programs/Grants (†)
	901 State Programs – Allotments
	902 Federal Grants
	902.1 Grant Application Process

	902.2 General Provisions and Assurances
	902.3 Budgeting Grant Funds
	902.4 Standards for Financial and Program Management
	902.41Financial Management
	902.42Internal Controls
	902.43Bonds
	902.44Payment
	902.45 Cost sharing or matching funds
	902.46 Program Income
	902.47 Period of performance (Obligations)
	902.5 Procurement Standards/Expenditure of Grant Funds
	902.51General Procurement Standards
	902.52Vendor Competition
	902.53Procurement Methods
	902.6 Property Standards
	902.7 Cost Principles
	902.78 Preparing Expenditure Reports & Draw Down of Funds
	902.8 Grant Compliance Areas


	13 HCDE grant and contract monitoring Procedures.pdf
	HCDE Procedures
	For contract monitoring and compliance
	Source of Policy
	Required Documents
	Performed by Superintendent:
	Performed by Administrator in Charge

	HCDE Procedures
	For grant monitoring and compliance
	Source of Policy
	Required Documents
	Performed by Administrator in Charge

	HCDE Procedures for Grant Accountant

	14 Federal Grant Contract Salary Reporting.pdf
	Federal Grant/Contract Salary Reporting

	16 Procedures - Proposal Development Public Funding.pdf
	 HCDE division director is notified of public funding opportunity by Center for Grants Development via weekly e-blast highlighting relevant announcements by division.
	 HCDE program division director decides to move forward with a public funding application to establish a new program, enhance or expand existing services
	 Once the signed ELT Item is sent to CGD, the following occurs:
	 Center for Grants Development Director forwards the funding guidance and Grant Feasibility Review to Executive Leadership Team for their decision on whether or not to proceed with preparing the proposal for submission.
	 Create Request for Proposal (RFP) Overview*
	 Center for Grants Development project lead will create overview including the following common contents:
	 Purpose of funding
	 Average and maximum amounts
	 Deadline
	 Eligibility requirements
	 Restrictions
	 Special requirements – programmatic, budgetary, reporting
	 Background of project


	 Prepare Preliminary Budget Breakdown
	 Prepare Proposal Outline
	 CGD lead will use the RFP evaluation criteria, checklist, standard application forms, and/or RFP Table of Contents to prepare the proposal outline.

	 Determine and Compile Proposal Development Team
	 CGD Manager and/or CGD Project Lead, and Division Director/Executive Leadership Team member (as applicable) will determine members of the team based on complexity of the project and collaborative structure
	 Required skills may include, but are not limited to:
	 Budget and Finance
	 Program Plan and Design
	 Proposal Review and Edit
	 Human Resources
	 Evaluation
	 Facility Management
	 Technology
	 Division Leadership

	 The team will define those members who must meet regularly and those who will function as resources.

	 Conduct Proposal Development Team Meetings
	 CGD will prepare Meeting Agenda that covers overview, preliminary budget breakdown and outline to assess team’s capacity to complete the proposal in the timeframe allowed.
	 Creation of the proposal development strategy with activities, responsibilities and deadlines
	 Needs/problem statement
	 Program design development – goals, objectives, strategies, tasks, etc.
	 Evaluation plan
	 Budget and budget narrative
	 Graphics plan – cover sheet, maps, charts, tabs (if applicable)
	 Collaborative partnerships – letters of commitment
	 Submission requirements – formatting, binding and mailing or electronic submission

	 Assignments of activities based on roles
	 Division leadership and staff – content and program design experts
	 Human Resources – personnel and policies experts
	 Business Services – budgetary experts
	 Research and Evaluation – project evaluation plan experts
	 Center for Grants Development staff – compilation and review of attachments, narrative, budget, and appendices to ensure that content links within each section; review and revise narrative based on RFP guidance to ensure that the funder’s questions ...

	 Performance of brainstorming activities during multiple meetings to:
	 Identify client need for the project
	 Create project vision, philosophies, beliefs, assumptions, and priorities, if relevant
	 Identify project partners
	 Create project goals and measurable objectives
	 Conceptualize project design, management plan and budget (Logic Model)
	 Develop evaluation and dissemination plan
	 Create sustainability plan

	 Creation of Request for Information (RFI)/letter of commitment for district and/or community partners, if applicable.
	 CGD Project Lead will prepare a Request for Information that is adapted from the prospective grantor’s Request for Proposal and includes the district/campus and/or community-based organization’s information necessary to complete the proposal.
	 CGD Project Lead will prepare a letter of commitment template for collaborative partners which will briefly describe the organization and identify what the organization will offer to the project, as a cost and/or as in-kind contributions


	 CGD Project Lead will send proposal outline/template plus RFP guidelines to team members assigned to proposal sections.
	 CGD Project Lead will create meeting summaries and send to meeting participants. Meeting summaries should reflect the elements above plus next steps described during the meeting and any assignments accepted.
	 Develop Proposal Development Timeline – critical to completion of project
	 As a result of these meetings, CGD Project Lead and division director/program staff will develop proposal development timeline which will define action steps plus persons responsible for completing them with identified dates (refer to sample project...
	 Implement Proposal Development Strategy – as proposal project is implemented, CGD Project Lead will use the original timeline to track completed items as they occur (deadline dates are not to change during the process). CGD Project Lead will note th...
	 Task Assignment and Completion
	 CGD Project Lead completes their assigned tasks and facilitates and ensures the completion of other proposal development team member tasks.
	 Division – program design narrative sections and line-item budget*, logic model development, letters of commitment from identified partners*
	 Finance – budget review/narrative sections*
	 Human Resources – personnel schedules for line-item budget
	 Research and Evaluation Institute – formative and summative evaluation plan
	 Center for Grants Development – management, project personnel and organizational capacity sections
	* Task assignment takes into consideration team member expertise and accessibility.


	 CGD Project Lead will host team meetings and maintain communication with team members as updates become available. CGD Project Lead will prepare meeting summaries after each team meeting, specifying next steps and those responsible.
	 Conduct District/Community-Based Organization Information Session, if collaborative project
	 CGD Project Lead and division host an information session for prospective partners/collaborators, if applicable.
	 CGD Project Lead prepares and mails an invitation letter addressed to Organization’s Authorizing Official (District Superintendents; CEO/Presidents of nonprofits; etc) and cc: division organization contacts. HCDE’s County Schools Superintendent sign...
	 CGD Project Lead prepares and presents the RFP overview, collaborative strategy and Request for Information or letter of commitment template. The RFI informs collaborators of information needed from them to submit the proposal. The collaborative str...
	*Note: it is imperative that the team considers the requirements of the RFP, including project design and budgetary restrictions when selecting collaborators. Having the strategy fleshed out prior to meeting with the collaborators limits misconception...
	 Division presents overview of services linking them to their capacity to administer the proposed project and describes the preliminary strategy based on the requirements of the RFP.
	 CGD Project Lead asks contacts to submit authorized approval (letter of intent) for participation in the proposal within 72 hours of notification, i.e. identified campuses, number of eligible/targeted participants, etc.
	 Collaborators submit RFI/letter of commitment to CGD within approximately 2 weeks of the session, if not required sooner.


	Administrative ReviewS and Approvals

	 Public and Private Funding – Approval and Distribution Procedures
	All public and private funding requests (new and continuation) require prior approval from the Executive Leadership Team including the Superintendent and prior approval or ratification after submission from HCDE board.  (Refer to HCDE Board Policy CB ...
	Public and private funding may include, but is not limited to, federal, state and local grants, private and corporate foundations, and formal commitments to perform services.
	 Complete reviews by Center for Grants Development, Executive Team, Business Services, Facilities, Human Resources, Technology, and Assistant Superintendent as relevant to the request.
	 During preliminary proposal planning, the CGD Director and/or division Director coordinating submission of the proposal presents the draft plan for Executive Leadership Team consideration and approval.
	 As the preliminary project design is developed and prior to submission of the proposal, the division director/project coordinator will present relevant sections of the proposal to Business Services, Human Resources, Technology, Facilities, and Assis...
	 Business Services – including budget (Excel budget worksheet) and budget narrative, maintenance of effort and indirect cost
	 Human Resources – personnel strategy and proposed job descriptions
	 Technology – use of technology and personnel, equipment and supply needs
	 Facilities – anticipated office space needs, staffing plan and support needs
	 Assistant Superintendent – proposed program design and budget and HCDE contributions (requires use of tax revenues?), if any.

	 Proposal Development team reviews and edits the narrative sections of the proposal individually and as a whole as they are completed. CGD Project Lead asks that the division have two or more of their staff review the proposal before it is submitted ...
	 Proposal Development team may include, but is not limited to, division director and staff, division supervisor, Center for Grants Development, Technology, Facilities, Business Services, Human Resources and Assistant Superintendent.
	 The complexity of the proposal and potential impact of the grant on the organization determines the involvement of the team members. For instance, initial applications for CASE for Kids and Head Start required meetings that included all aforemention...
	 In addition to the roles during the proposal development process, Center for Grants Development will conduct a proposal review and comment and report findings to the team prior to submission of the grant. IGS must have sufficient time to conduct a f...
	 In case the deadline of submission of a continuation grant conflicts with timing for a proposal review, the deadline takes precedence.
	 If this were to occur, the director of the division submitting the proposal must continue through the initial three steps.
	 A competitive application will require full proposal review and edits prior to submission.
	 Compile and Submit Completed Proposal
	 CGD Project Lead requests and compiles the necessary supporting documentation for the Attachment or Appendices sections of the proposal.
	 Common supporting documentation
	 Resumes/vitae
	 Job descriptions
	 Evaluation reports
	 Financial statements/audit – Comprehensive Annual Financial Report; Popular Annual Financial Report
	 Organizational and project management charts
	 Service location maps
	 Board lists


	 CGD Project Lead compiles revised narrative sections and line-item budget plus supporting documentation in what is called a “dummy.” Blank pages are placed to demonstrate missing pieces.
	 CGD Project Lead fills out “grant-related forms” such as the SF424 – Application for Federal Assistance, SF524A&B-Non-Construction Budget, Assurances and Certifications, and other required forms (Budget based on project line-item budget). State fund...
	 CGD Project Lead obtains the signature of an authorized individual, HCDE County School Superintendent or Board President. Staff will ensure that all required forms are submitted in the requested format (e.g. three original dated signatures in blue i...
	 CGD Project Lead completes and acquires signatures on any grant-required supplements, such as the Table of Contents, abstract or executive summary, GEPA 427 Equitable Access, etc.
	 CGD Project Lead compiles final original document for review by team, including page numbers. CGD Project Lead staff will inform reviewers of any limitations, such as formatting, space, etc. CGD Project Lead staff will make revisions until which tim...
	 CGD Project Lead compiles final original narrative document plus attachments or appendices. CGD Project Lead reviews RFP guidelines to ensure that required formatting is addressed, such as margins, page limits, spacing, page numbers, and font size.
	 CGD Project Lead reviews proposal checklist to ensure that all supporting documents are enclosed in the order they are requested, such as those listed above under “Common Supporting Documentation”.
	 If mailed, CGD makes required number of copies with one hard-copy and one scanned version for division distribution. CGD Secretary will complete page numbers and required copies.
	 CGD Project Lead submits the original proposal including attachments and other required items plus copies for receipt a minimum of two days prior to deadline date. If online application, CGD Project Lead or designated authorized official clicks the ...
	 To ensure receipt, CGD Project Lead submits the proposal a minimum of two days in advance using an overnight mail service or online system. For online applications, the receipt is typically immediate. For overnight mail submission, the CGD Secretary...
	 The CGD Secretary maintains copies of mail carrier receipts and/or tracking forms that are saved as PDFs within project folder.

	 Obtain Board Approval or Ratification
	 Copy of the summary budget and detailed personnel budget, if applicable
	 Copy of the signed cover page
	 Executive summary or abstract
	 The pending board agenda items are forwarded to Director of Center for Grants Development for review and approval via AgendaQuick program (Board Agenda Submission System).




	20 Procedures - Private Funding Proposals.pdf
	Center for Grants Development (CGD) works directly with nine HCDE external service divisions* to develop fund development plans for the solicitation of private foundations. The plan covers suggested/current program initiatives; chart of division’s exp...
	 Center for Grants Development Director forwards the ELT member the signed ELT information item, Grant Feasibility Review and funding guidance, when available, to Executive Leadership Team for their decision on whether or not to proceed with preparin...
	 Obtain Foundation Guidelines
	 Center for Grants Development (CGD) will use existing foundation guidelines for preparation of the proposal. When available, CGD will research the foundation’s website and IRS 990 form to determine types of projects the foundation typically funds; t...
	 If the guidelines are unavailable via customary channels such as directories or websites, CGD will contact the foundation for assistance (if available). Staff preparing proposals is encouraged to contact the foundation directly to inquire about the ...
	 If guidelines and contact are unavailable, then CGD will create proposals based on acceptable guidelines for a letter or foundation proposal.

	 Prepare Proposal Outline
	 CGD will use the foundation guidelines** and/or application forms to prepare the proposal outline.

	 Compile Proposal Development and Review Team
	 Although foundation proposals are usually less complex than government grants, CGD and the division director may still need to establish a proposal development team for new or larger projects. Division director and CGD Director/staff will determine ...
	 Required skills may include, but are not limited to,
	 Budget and Finance
	 Division Leadership
	 Human Resources
	 Evaluation
	 Facility Management
	 Program Plan, Design and Implementation
	 Proposal Review and Edit
	 Technology


	 The team will define those members who must meet regularly and those who are available as resources – always include division leadership and designated dedicated division staff on the team.

	 Conduct Proposal Development Team Meetings, when necessary
	 Team reviews foundation guidelines and proposed project and how it aligns with foundation giving.
	 Team will make assignments based on roles and relevance
	 Education Foundation of Harris County – EFHC organization information
	 Division leadership and staff – content and program design experts
	 Human Resources – personnel and policies experts
	 Business Services – budgetary experts
	 Research and Evaluation Institute – project evaluation plan
	 CGD staff – customization of proposal to meet foundation guidelines; compilation and review of attachments; narrative; budget; and appendices; submission of proposal
	 Education Foundation President/CEO, Director of CGD and Division Director – review and edit proposal based on foundation guidance to ensure that questions are fully answered.


	 Develop Proposal Development Timeline
	 CGD and division director/program staff will develop proposal development timeline for each project which will define action steps plus persons responsible for completing them.
	 Implement Proposal Development Strategy
	 Task Assignment and Completion:
	 CGD completes their assigned tasks and facilitates and ensures the completion of other proposal development team member tasks.
	 If new HCDE project,
	 Division – program design narrative sections and line-item budget, letters of commitment from identified partners*
	 Finance – budget review/narrative sections*
	 Human Resources – personnel schedules for line-item budget*
	 Center for Grants Development – management, project personnel and organizational capacity sections*



	* Task assignment takes into consideration team member expertise and accessibility. Assignments are only provided when necessary to complete the proposal.
	 CGD staff host team meetings and maintain communication with team members as updates become available.


	 Private Funding – Approval and Distribution Procedures
	All private funding requests (new and continuation) require prior approval from the Executive Team including the Superintendent and prior approval or ratification after submission from HCDE board.
	 Complete reviews by Center for Grants Development, Executive Leadership Team***, Business Services***, Facilities***, Human Resources***, Technology***, and Assistant Superintendent as relevant to the request
	 Prior to submission of the proposal and if the project is large enough to impact the organization, the division director/project coordinator or CGD will present relevant sections of the proposal to Business Services, Human Resources, Technology, Fac...
	 Business Services – including budget and budget narrative, maintenance of effort/match and indirect costs
	 Human Resources – personnel strategy and proposed job descriptions
	 Technology – use of technology and personnel, and supply needs
	 Facilities – anticipated office space needs, staffing plan and support needs
	 Assistant Superintendent – proposed program design and budget and HCDE contributions (requires use of tax revenues?), if any.

	 Proposal Development team reviews and edits the proposal as it is completed.
	 Proposal Development team may include, but is not limited to, division director and staff, division supervisor and Center for Grants Development.
	FINAL COMPLETED PROPOSAL
	 Compile and Submit Completed Proposal
	 CGD prepares the final narrative with requested attachments. If online, documents may require uploading or typing directly into the grantor’s online system. If so, print out narrative for review. Ask others to review the application on the webpage a...
	 CGD requests and compiles the necessary supporting documentation for the Attachment or Appendices sections of the proposal.
	 Common supporting documentation
	 501(c)(3) Letter of Determination; proof of tax-exempt status
	 List of current board members
	 Most recently audited financial statements


	 CGD obtains the signature of an authorized individual, President and CEO of the Education Foundation or County School Superintendent, when necessary.
	 CGD compiles final original narrative document plus attachments or appendices. CGD reviews guidelines to ensure that required formatting is addressed, if applicable.
	 CGD reviews guidelines to ensure that all supporting documents are enclosed in the order they are requested, such as those listed above under “Common Supporting Documentation”.
	 Development Coordinator provides an electronic copy of the final proposal to the division and to the Education Foundation, when appropriate. If online submission, print an original, then provide copies as specified to division and Education Foundati...
	 If applicable, CGD submits the original proposal and copies for receipt by deadline date. CGD or Education Foundation will send proposal by certified mail, hand delivery or online delivery, whichever is allowable.

	 Notify Board of Submission
	 Fifth to seventh day after submission by mail, CGD will call or email the foundation contact to ensure receipt of the proposal even though the certified card should have been returned.  If not received via mail, CGD or Education Foundation will resu...
	 The Secretary maintains copies of mail carrier receipts and/or tracking forms. CGD Project Lead saves the receipt confirmation in the respective project folders under Submission Confirmation.
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	2A. Internal Vendor Packet (swl revised 8.29.18).pdf
	Date: To: From:
	Harris County Department of Education Vendor Information Form
	HCDE CONFLICT OF INTEREST DISCLOSURE STATEMENT
	The following provisions are required and apply when federal funds are expended by HCDE for any contract resulting from this procurement process.
	(B) Termination for cause and for convenience by the grantee or subgrantee including the manner by which it will be effected and the basis for settlement. (All contracts in excess of $10,000)
	(C) Equal Employment Opportunity. Except as otherwise provided under 41 CFR Part 60, all contracts that meet the definition of “federally assisted construction contract” in 41 CFR Part 60-1.3 must include the equal opportunity clause provided under 41...
	(D) Davis-Bacon Act, as amended (40 U.S.C. 3141-3148). When required by Federal program legislation, all prime construction contracts in excess of $2,000 awarded by non-Federal entities must include a provision for compliance with the Davis-Bacon Act ...
	(E) Contract Work Hours and Safety Standards Act (40 U.S.C. 3701-3708). Where applicable, all contracts awarded by the non-Federal entity in excess of $100,000 that involve the employment of mechanics or laborers must include a provision for complianc...
	(F) Rights to Inventions Made Under a Contract or Agreement. If the Federal award meets the definition of “funding agreement” under 37 CFR §401.2 (a) and the recipient or subrecipient wishes to enter into a contract with a small business firm or nonpr...
	(G) Clean Air Act (42 U.S.C. 7401-7671q.) and the Federal Water Pollution Control Act (33 U.S.C. 1251-1387), as amended—Contracts and subgrants of amounts in excess of $150,000 must contain a provision that requires the non-Federal award to agree to c...
	(H) Debarment and Suspension (Executive Orders 12549 and 12689)—A contract award (see 2 CFR 180.220) must not be made to parties listed on the governmentwide exclusions in the System for Award Management (SAM), in accordance with the OMB guidelines at...
	(I) Byrd Anti-Lobbying Amendment (31 U.S.C. 1352)—Contractors that apply or bid for an award exceeding $100,000 must file the required certification. Each tier certifies to the tier above that it will not and has not used Federal appropriated funds to...
	This certification is a material representation of fact upon which reliance was placed when this transaction was made or entered into.  Submission of this certificate is a prerequisite for making or entering into this transaction imposed by Section 13...
	Does vendor agree? YES Initials of Authorized Representative of vendor
	Vendor agrees to comply with all federal, state, and local laws, rules, regulations and ordinances, as applicable. It is further acknowledged that vendor certifies compliance with all provisions, laws, acts, regulations, etc. as specifically noted above.
	HARRIS COUNTY DEPARTMENT OF EDUCATION FELONY CONVICTION NOTICE FORM
	You must select one and sign below:
	SB 9 Contractor Certification: Contractor Employees
	Definitions:
	SB 9 Contractor Certification: Subcontractor
	Definitions:



	2B. External Vendor Packet  Revised 09 01 2017.pdf
	Date: To: From:
	Harris County Department of Education Vendor Information Form
	HARRIS COUNTY DEPARTMENT OF EDUCATION CONFLICT OF INTEREST DISCLOSURE STATEMENT
	EDGAR Conflict of Interest Requirements
	It should be noted that in accordance with EDGAR requirements as amended on Dec 26, 2014 under 2 CFR Part 200 the requirements include the following: No employee, officer, or agent may participate in the selection, award, or administration of a contra...

	State of Texas Conflict of Interest requirements
	(1) the vendor enters into a contract with the local government entity or the local governmental entity is considering entering into a contract with the vendor AND,

	CONFLICT OF INTEREST QUESTIONNAIRE
	For vendor doing business with local governmental entity

	To complete form 1295 “Certificate of Interested Parties”, please visit the Texas Ethics Commission website at the following link:
	8.
	General Instructions
	Specific Instructions
	As per Section 14.52 of the Texas Family Code, added by S.B. 84, Acts, 73rd Legislature, R.S. (1993), all bidders must complete and submit with the bid the following affidavit:
	The following provisions are required and apply when federal funds are expended by HCDE for any contract resulting from this procurement process.
	(B) Termination for cause and for convenience by the grantee or subgrantee including the manner by which it will be effected and the basis for settlement. (All contracts in excess of $10,000)
	(C) Equal Employment Opportunity. Except as otherwise provided under 41 CFR Part 60, all contracts that meet the definition of “federally assisted construction contract” in 41 CFR Part 60-
	(D) Davis-Bacon Act, as amended (40 U.S.C. 3141-3148). When required by Federal program legislation, all prime construction contracts in excess of $2,000 awarded by non-Federal entities must include a provision for compliance with the Davis-Bacon Act ...
	(E) Contract Work Hours and Safety Standards Act (40 U.S.C. 3701-3708). Where applicable, all contracts awarded by the non-Federal entity in excess of $100,000 that involve the employment of mechanics or laborers must include a provision for complianc...
	intelligence.
	(F) Rights to Inventions Made Under a Contract or Agreement. If the Federal award meets the definition of “funding agreement” under 37 CFR §401.2 (a) and the recipient or subrecipient wishes to enter into a contract with a small business firm or nonpr...
	(G) Clean Air Act (42 U.S.C. 7401-7671q.) and the Federal Water Pollution Control Act (33 U.S.C. 1251-1387), as amended—Contracts and subgrants of amounts in excess of $150,000 must contain a provision that requires the non-Federal award to agree to c...
	(H) Debarment and Suspension (Executive Orders 12549 and 12689)—A contract award (see 2 CFR 180.220) must not be made to parties listed on the governmentwide exclusions in the System for Award Management (SAM), in accordance with the OMB guidelines at...
	(I) Byrd Anti-Lobbying Amendment (31 U.S.C. 1352)—Contractors that apply or bid for an award exceeding $100,000 must file the required certification. Each tier certifies to the tier above that it will not and has not used Federal appropriated funds to...
	Vendor agrees to comply with all federal, state, and local laws, rules, regulations and ordinances, as applicable. It is further acknowledged that vendor certifies compliance with all provisions, laws, acts, regulations, etc. as specifically noted above.

	HARRIS COUNTY DEPARTMENT OF EDUCATION FELONY CONVICTION NOTICE FORM
	You must select one and sign below:
	SB 9 Contractor Certification: Contractor Employees
	Definitions:
	SB 9 Contractor Certification: Subcontractor
	Definitions:



	2B. External Vendor Packet  Revised 09 01 2017.pdf
	Date: To: From:
	Harris County Department of Education Vendor Information Form
	HARRIS COUNTY DEPARTMENT OF EDUCATION CONFLICT OF INTEREST DISCLOSURE STATEMENT
	EDGAR Conflict of Interest Requirements
	It should be noted that in accordance with EDGAR requirements as amended on Dec 26, 2014 under 2 CFR Part 200 the requirements include the following: No employee, officer, or agent may participate in the selection, award, or administration of a contra...

	State of Texas Conflict of Interest requirements
	(1) the vendor enters into a contract with the local government entity or the local governmental entity is considering entering into a contract with the vendor AND,

	CONFLICT OF INTEREST QUESTIONNAIRE
	For vendor doing business with local governmental entity

	To complete form 1295 “Certificate of Interested Parties”, please visit the Texas Ethics Commission website at the following link:
	8.
	General Instructions
	Specific Instructions
	As per Section 14.52 of the Texas Family Code, added by S.B. 84, Acts, 73rd Legislature, R.S. (1993), all bidders must complete and submit with the bid the following affidavit:
	The following provisions are required and apply when federal funds are expended by HCDE for any contract resulting from this procurement process.
	(B) Termination for cause and for convenience by the grantee or subgrantee including the manner by which it will be effected and the basis for settlement. (All contracts in excess of $10,000)
	(C) Equal Employment Opportunity. Except as otherwise provided under 41 CFR Part 60, all contracts that meet the definition of “federally assisted construction contract” in 41 CFR Part 60-
	(D) Davis-Bacon Act, as amended (40 U.S.C. 3141-3148). When required by Federal program legislation, all prime construction contracts in excess of $2,000 awarded by non-Federal entities must include a provision for compliance with the Davis-Bacon Act ...
	(E) Contract Work Hours and Safety Standards Act (40 U.S.C. 3701-3708). Where applicable, all contracts awarded by the non-Federal entity in excess of $100,000 that involve the employment of mechanics or laborers must include a provision for complianc...
	intelligence.
	(F) Rights to Inventions Made Under a Contract or Agreement. If the Federal award meets the definition of “funding agreement” under 37 CFR §401.2 (a) and the recipient or subrecipient wishes to enter into a contract with a small business firm or nonpr...
	(G) Clean Air Act (42 U.S.C. 7401-7671q.) and the Federal Water Pollution Control Act (33 U.S.C. 1251-1387), as amended—Contracts and subgrants of amounts in excess of $150,000 must contain a provision that requires the non-Federal award to agree to c...
	(H) Debarment and Suspension (Executive Orders 12549 and 12689)—A contract award (see 2 CFR 180.220) must not be made to parties listed on the governmentwide exclusions in the System for Award Management (SAM), in accordance with the OMB guidelines at...
	(I) Byrd Anti-Lobbying Amendment (31 U.S.C. 1352)—Contractors that apply or bid for an award exceeding $100,000 must file the required certification. Each tier certifies to the tier above that it will not and has not used Federal appropriated funds to...
	Vendor agrees to comply with all federal, state, and local laws, rules, regulations and ordinances, as applicable. It is further acknowledged that vendor certifies compliance with all provisions, laws, acts, regulations, etc. as specifically noted above.

	HARRIS COUNTY DEPARTMENT OF EDUCATION FELONY CONVICTION NOTICE FORM
	You must select one and sign below:
	SB 9 Contractor Certification: Contractor Employees
	Definitions:
	SB 9 Contractor Certification: Subcontractor
	Definitions:
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	2A. Internal Vendor Packet_redlined (swl revised 9.19.18) approved 2019 04 23.pdf
	Date: To: From:
	Harris County Department of Education Vendor Information Form
	HCDE CONFLICT OF INTEREST DISCLOSURE STATEMENT
	The following provisions are required and apply when federal funds are expended by HCDE for any contract resulting from this procurement process.
	(B) Termination for cause and for convenience by the grantee or subgrantee including the manner by which it will be effected and the basis for settlement. (All contracts in excess of $10,000)
	(C) Equal Employment Opportunity. Except as otherwise provided under 41 CFR Part 60, all contracts that meet the definition of “federally assisted construction contract” in 41 CFR Part 60-1.3 must include the equal opportunity clause provided under 41...
	(D) Davis-Bacon Act, as amended (40 U.S.C. 3141-3148). When required by Federal program legislation, all prime construction contracts in excess of $2,000 awarded by non-Federal entities must include a provision for compliance with the Davis-Bacon Act ...
	(E) Contract Work Hours and Safety Standards Act (40 U.S.C. 3701-3708). Where applicable, all contracts awarded by the non-Federal entity in excess of $100,000 that involve the employment of mechanics or laborers must include a provision for complianc...
	(F) Rights to Inventions Made Under a Contract or Agreement. If the Federal award meets the definition of “funding agreement” under 37 CFR §401.2 (a) and the recipient or subrecipient wishes to enter into a contract with a small business firm or nonpr...
	(G) Clean Air Act (42 U.S.C. 7401-7671q.) and the Federal Water Pollution Control Act (33 U.S.C. 1251-1387), as amended—Contracts and subgrants of amounts in excess of $150,000 must contain a provision that requires the non-Federal award to agree to c...
	(H) Debarment and Suspension (Executive Orders 12549 and 12689)—A contract award (see 2 CFR 180.220) must not be made to parties listed on the governmentwide exclusions in the System for Award Management (SAM), in accordance with the OMB guidelines at...
	(I) Byrd Anti-Lobbying Amendment (31 U.S.C. 1352)—Contractors that apply or bid for an award exceeding $100,000 must file the required certification. Each tier certifies to the tier above that it will not and has not used Federal appropriated funds to...
	This certification is a material representation of fact upon which reliance was placed when this transaction was made or entered into.  Submission of this certificate is a prerequisite for making or entering into this transaction imposed by Section 13...
	Does vendor agree? YES Initials of Authorized Representative of vendor
	Vendor agrees to comply with all federal, state, and local laws, rules, regulations and ordinances, as applicable. It is further acknowledged that vendor certifies compliance with all provisions, laws, acts, regulations, etc. as specifically noted above.
	HARRIS COUNTY DEPARTMENT OF EDUCATION FELONY CONVICTION NOTICE FORM
	You must select one and sign below:
	SB 9 Contractor Certification: Contractor Employees
	Definitions:
	SB 9 Contractor Certification: Subcontractor
	Definitions:
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