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17.1 Fiscal Operations

Eastern Oregon Head Start will maintain fiscal integrity through implementation of internal controls.  This involves a financial system that ensures budget management, maintains control over current operations, and provides a complete and accurate record. 

Eastern Oregon Head Start (EOHS) is a part of Eastern Oregon University (EOU) and operates within the financial information system of the University.  EOU operates under the Oregon University Systems fiscal policies, together with policies established in the EOU Faculty/Staff Handbook.  EOHS also incorporates policies established by the Head Start Policy Council and Grantee Board.

Each funding stream will be assigned to a separate Index (account) within the EOU financial system to comply with EOU requirements for handling state and federal grants.

EOHS/EOU follows Generally Accepted Accounting Principles and utilizes a modified accrual basis of accounting.

The OUS Fiscal Policy Manual can be found online at
 http://www.ous.edu/cont-div/fpm/.  

The EOU faculty staff handbook can be found online at http://www.eou.edu/academic/handbook /

 
17.2	Procurement

EOHS will follow the procurement policies outlined in the OUS Fiscal Policy Manual, and the EOU Faculty/Staff Handbook.  As a HHS grantee, EOHS/EOU is subject to OMB Circular A-122 “Allowable Costs.”

The Director will approve all purchases exceeding $2500; the Fiscal Manager will approve all other purchases.  The Grantee Board will approve purchases $5000 or more. All personnel involved in authorizing procurements are required to read and familiarize themselves with the procurement standards outlined in the policies and regulations mentioned above. 
Procedure

1. Employees will submit a Material/Supply Request Form to the Fiscal Manager or Director.  The Fiscal Manager or Director will review the proposed purchase to determine: 
a. If the item is actually needed
b. If there are funds available to purchase the item 
c. If the item is an allowable cost

2. After approval, the Fiscal Manager will place the order.  When the order is received, the Fiscal Manager will account for items ordered, and forward to appropriate centers.  
3. Some materials and supplies will be available in the Administrative Office.  When a Material/Supply Request is received for these items, the Fiscal Manager will send items to the requesting center.

4. Centers and the Administration office will be given petty cash funds for incidental expenses.  Petty cash expenditures are not to exceed allotment.  Petty cash reimbursement requests are to be submitted to the Fiscal Manager monthly.  The Fiscal Manager will prepare a reimbursement invoice and submit to Accounts Payable for a check.

5. Equipment purchased with federal/state funds that has a useful life of more than one year and cost more than $5000 will be recorded in the EOU inventory system.  Equipment with useful life less than one year and/or cost of $5000 or less will be recorded as a supply expense.

6. All Contracts and Agreements will be kept in the Administrative office, including lease and rental agreement records and consultant contracts.

7. The Director will ensure that all facility purchases, major renovations, and construction adhere to the requirements of the Davis-Bacon Act:
	
a. Any project over $2000 will state the requirement that the contractor or    subcontractor pay all mechanics and labors employed at the rate specified by Davis-Bacon, not less than once a week.
b. Contracts will include the requirement that payroll certification forms be submitted to the program on a weekly basis.
c. The Director will check current Davis-Bacon rates against payroll certification to ensure payment of appropriate wages.
d. Payroll certification forms will be filed with other relevant documentation concerning the project.
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17.3 Accounts Payable 

All bills will be paid in a timely manner.  

Procedure

1. All invoices/statements from vendors will be routed to the Head Start Fiscal Manager who will review them to determine if the item has been approved.

2. The Fiscal Manager will code the document for payment, and process the payment in the EOU Financial Information System (FIS).  The Director will approve payment of all invoices in writing and in FIS.  A copy of the invoice/statement will be retained in the Head Start Administration office.

3. The Fiscal Manager will maintain copies of invoices, order confirmation and packing slips for each fiscal year. If materials arrive without a packing slip, the Fiscal Manager will note the specific materials received and the date received on the invoice or order.

4. The original invoice/statement will be sent to the EOU Accounts Payable (AP) office.  Accounts Payable staff will audit the invoice for the proper account code, vendor address, appropriateness of purchase in accordance with EOU policy, and payment date.  AP staff will enter final approval into FIS, which will generate a check to the vendor.

5. Checks will be run from the EOU FIS system on a bi-weekly basis in the EOU AP office.  AP staff will mail checks, unless otherwise requested.  

6. All invoice and check information will be maintained in the EOU FIS system. 
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17.4 Accounts Receivable

The Fiscal Manager will deposit all cash and checks received by Head Start at the EOU Accounts Receivable office. The Fiscal Manager will provide the correct account code and will check the Head Start index to ensure that the funds are posted to the correct index.

17.5	Inventory

Eastern Oregon Head Start will provide sufficient equipment, toys, materials and furniture to meet the needs of enrolled children and facilitate the participation of children and adults in carefully planned activities that support the specific educational objectives of the program, that reflect the cultural and ethnic backgrounds of the children, and that support the individual abilities and development of each child served, with adaptations, if necessary, for children with disabilities.

	Procedure

Inventory of equipment, materials, and supplies will be maintained in the central office.  New items will be checked off invoices and added to the inventory list.  Equipment, materials or supplies delivered directly to the center must be checked off the invoice, and the invoice must be forwarded directly to the Fiscal Manager in the central office.

In December, every classroom will receive a copy of the annual inventory list for their center.  Classroom teams will update this list by checking off each item that is in the center.  Center staff will also indicate the condition of each item with a check mark that the item must be deleted from the inventory, replaced immediately, or will need to be replaced in another year.  Completed inventory sheets are due back in the central office by January 31.

In December, each classroom will also receive forms for annual purchasing of consumables.  Classroom staff will indicate the amount of each item on hand, the estimated amount needed, and the total estimated needs for the year.  Orders for consumables will be reviewed by the Manager to ensure appropriateness of orders.  Completed, approved orders are due in the central office by January 31.

Emergent or unanticipated needs will be discussed during Comprehensive Staffing in November, February, and May.  Managers will approve requests if appropriate.  Orders will be filled based on priority of need and availability of funding.
 

17.6	Reimbursement

Eastern Oregon Head Start will receive funds on a reimbursement basis for both the state and federal grants. The time elapsing between transfer of funds to Head Start from the U.S. Treasury will be minimized.

Procedure

1. After the monthly period closes, the Fiscal Manager will run reports to determine the amount of cash to be requested from the Payment Management System (PMS) for the federal grant, and from the Electronic Grants Management System (EGMS) from the Oregon Department of Education for the state grant.  USDA funds will be requested on the Child Nutrition Website (CNP) when the USDA monthly claim is prepared.

2. For the federal grant, the Fiscal Manager will send an e-mail to the EOU Grant Technician, and request a cash drawdown for the appropriate amount.  The Grant Technician will prepare the cash drawdown in the PMS system.  Funds will be deposited electronically into the EOU bank account, and then transferred into the Head Start index to reflect revenue.

3. For the state grant, the Fiscal Manager will go to the online EGMS system and request a drawdown in the appropriate amount. The Fiscal Manager will inform the EOU Accounting Technician of the amount requested by e-mail.  When the funds arrive electronically, they will be transferred into the Head Start index to reflect revenue.

4. USDA reimbursement funds will arrive by check and will immediately be deposited into the correct index at the EOU Accounts Receivable office.

5. The Fiscal Manager will check the Head Start indexes daily until the funds arrive and are posted to the correct index.


17.7	Child and Adult Care Food Program Reimbursement  

The Eastern Oregon Head Start program will utilize reimbursement funding from the Child and Adult Care Food Program (CACFP) to the greatest extent possible to cover expenses for children’s food, kitchen supplies, and food service staff wages.

Procedure:   

The Fiscal Manager will complete the annual CACFP Renewal packet and submit the application to the Oregon Department of Education, Office of Finance and Administration, Child Nutrition Programs by the September due date.

A User Authorization Form for all authorized users of “CNP 2000” will be completed and returned to ODE-CNP in Salem prior to submitting reimbursement claims. The address is available in Chapter 6 of the Child and Adult Care Food Program Manual.

Following directions for Head Start programs in Chapter 17 of the Child and Adult Care Food Program Manual, the Fiscal Manager will determine the actual attendance for the month of October, complete the One Month Attendance Report (OMAR) and submit with the October claim.  
	
The Nutrition Manager will gather necessary records and verify accuracy of meal count by comparing to child attendance and to child sign in sheet for each center and will review menus and backup documentation to make sure all meals are creditable.

The Fiscal Manager will complete and submit the online Reimbursement Claim Form to ODE each month using meal count provided by Nutrition Manager.
· Report attendance for every day classes were in session.
· Enter the total number of reimbursable breakfasts, lunches and snacks claimed for reimbursement.
· Double check to ensure that all pertinent information is entered on the claim.
· Follow online reimbursement claim instructions for submitting the claim.
· Print a file copy of the claim before submitting online and keep for program records.
· Submit original claims by the 10th of the month following the claim month

The Fiscal Manager will deposit reimbursement checks with the Eastern Oregon University Cashier using correct grant index and account number, and monitor cash received against expenses.  Journal vouchers will be used to move expenses for costs of adult meals and costs in excess of CACFP reimbursements received into state and federal Head Start indexes. 

Eastern Oregon Head Start will maintain all required documentation to support reimbursable meals.  
· The Nutrition Manager will file the following records in the Administrative Office.
· CACFP Nutrition Assistant Monthly Report.
· Class List.
· Attendance.
· Meal Count.
· Sign-in Sheet.
· The Nutrition Manager will maintain copies of the following records.
· Monthly Menus, revised to show actual meals served.
· Credited Recipes.
· Child Nutrition Labels.
· Medical Statement for Food Substitutions.
· Documentation of authorized food substitutions.
· The Fiscal Manager will maintain the following records in the Fiscal Office.
· Shopping Lists.
· Receipts for food purchased.
· CACFP Renewal.
· User Authorization.
· Reimbursement Claim.
· Meal Count and Attendance.
· Payment Records and records of expenditures/journal vouchers.

See also Policy 13.4 Child and Adult Care Food Program
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17.8	Insurance

Head Start will, at a minimum, provide the equivalent insurance coverage for real property and equipment acquired with HHS funds as provided to other property owned by the recipient.



Procedure

EOHS property will be covered under Eastern Oregon University’s policies.  The Baker and Elgin modular units are listed as equipment.  The La Grande and Union modular units are listed as buildings.  Check with EOU Risk Management regarding this coverage.

EOU will carry Day Care Student Accidental Death and Dismemberment insurance.  Check with EOU Risk Management regarding this coverage.


17.9 Financial Reporting

Financial Reports detailing the use and source of funds and comparing actual and budgeted amounts will be provided to the Director, Grantee Board and Policy Council on a monthly basis.  
	
SF 269, “Financial Status Report” will be filed on a semi-annual basis within 30 days after the end of the reporting period, and a final report will be submitted no later than 90 days after the end of the reporting period.

PMS 272, “Report of Federal Cash Transaction Report” will be submitted within 15 calendar days following the end of each quarter.

An EOU/OUS Financial Statement will be posted annually on the OUS Website.

Bank reconciliation and general ledger reconciliation will be a function of EOU/OUS.

Procedure:

1. Each month after the EOU fiscal period closes, the Fiscal Manager will prepare reports detailing the monthly expenditures for each grant. The Fiscal Manager will assign an appropriate account code to each expenditure, scan reports for any irregularities and prepare a combined budget report for the Director, Grantee Board and Policy Council. The combined budget report will include the amounts budgeted, year to date expenditures, and remaining balance.  The combined budget report will be submitted to the Grantee Board and Policy Council for approval.

2. The Director has primary responsibility for monitoring the financial reports and alerting board members to financial choices or problems.  The Director will be responsible for assuring overall compliance with grant and contract agreements, and consequently must monitor the financial activity for each grant/contract and take corrective action if problems occur. 

3. At the end of December and June, the Fiscal Manager will prepare reports detailing financial information for the semi annual periods. The Fiscal Manager will then prepare the semi annual SF269 and submit it, along with the supporting documentation, to the EOU Grant Technician.  The Grant Technician will review the reports for accuracy, sign and mail the report to the Program Representative.  The Grant Technician will send a copy of the signed report to the Fiscal Manager.
	
4. At the end of the fiscal year, the Fiscal Manager will prepare reports detailing financial information for the entire year, prepare the final SF269 and submit it, along with the supporting documentation, to the EOU Grant Technician.  The Grant Technician will review the reports for accuracy, sign and mail the report to the Program Representative. The Grant Technician will send a copy of the signed report to the Fiscal Manager. 

5. At the end of each fiscal quarter, the EOU Grant Technician will prepare the PMS 272 and submit it electronically.  A copy will be sent to the Fiscal Manager.

6. The annual financial report for EOU/OUS can be found on the OUS website located at: http://www.ous.edu/cont-div/reports/annfinst_fy2004.php  (or current fy _ _ _ _)
 


17.10 Administrative Cost

Allowable costs for developing and administering a Head Start program will not exceed 15 percent of the total approved costs of the program.
Procedure

Each month, administrative costs will be calculated based on expenditures. The Fiscal Manager will monitor costs to ensure that this percentage is not exceeded. 

In general, the following list of costs will be considered necessary for administration of the agency:

1. 75 percent of salary and fringe benefit expenses of the Director and the Fiscal Manager.  Percentage is calculated based on evaluation of time involved in job duties other than administrative.

2. 50 percent of Administrative Copy expenses calculated on past expenditures.

3. 50 percent of Administrative Phone expenses calculated on past expenditures.

4. 50 percent of Administrative Postage expenses calculated on past expenditures	

5. Indirect costs based on approved Derivation of Administrative Cost for Head Start.

6. Miscellaneous expenditures percentage calculated on use of item.

7. Director and Fiscal Manager travel/training expenses percentage calculated at 100 percent administration unless expense is for program purposes.


17.11 Non-Federal Share

Federal financial assistance granted under the Head Start Act will not exceed 80 percent of the total costs of the program.  Twenty percent of total program costs will be acquired from non-federal sources.

Procedure

To satisfy the federal matching or cost-sharing requirement, EOHS will account for the following allowable in-kind costs:

1. Time parents or any other person volunteers in the classroom on classroom activities will be documented on a sign-in sheet; staff members will add time to the appropriate summary sheet. 

2. Time professional volunteers spend attending meetings, screenings, etc. will be documented when the volunteer signs a non-federal voucher, meeting sign-in sheet or meeting minutes.  

3. Time parent(s) participate in home visit will be tracked on home-visit summary forms.

4. Space used in parent(s) home for home visits or committee meetings to benefit program goals will be valued at $1 per visit, and tracked on home visit summary forms.

5. Time parent(s) spend attending meetings (Policy Council, Advisory Committees, etc) will be tracked on meeting sign-in sheets or meeting minutes.

6. Staff may donate items or money; donation of time by staff members will not be allowed.

7. Donated goods.  All materials donated directly to Head Start that offset normal operating expenses will be recorded on a non-federal voucher.

8.  Donated services.  Time provided by any other person volunteering with Head 
Start for field trips or other activities will be recorded on Miscellaneous Volunteer forms.

9.  State grant funding will be reported at the time the funds are expended.

The value of non-professional volunteer time will be based on the Classroom Aide salary, plus sixty percent fringe cost.

The value of professional volunteer time will be $100 per hour for doctors and dentists; other professional volunteer time will be valued at $25 per hour.

Unless documentation for in-kind is signed by the volunteer, it cannot be counted as in-kind.

All documentation of in-kind will be turned in to the Fiscal Manager at the end of each month.  The Fiscal Manager will compile all the information in an Excel worksheet.  Non-federal share will be recorded on the SF 269 forms, filed semi-annually and annually.


17.12 Audit

A non-federal audit of the Head Start program covering the prior budget period will be made annually.

Procedure

EOHS is part of EOU and will be included in the annual audit of EOU/OUS. The Oregon University System may request special audits.  Audits are posted on the OUS website annually.

Audits may be found on the OUS website at:
http://www.ous.edu/cont-div/accounting&reporting
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