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VI.
Fiscal Procedures 

Chapter VI contains information on the fiscal guidelines and procedures for processing claims submitted by Alaska Highway Safety Office (AHSO) sub grantees and other matters related to the fiscal management of the AHSO program.

A. In-house Grant Payment and Federal Reimbursement Voucher Process

This section describes the payment process used by AHSO and other sections of the Department for the sub grantee reimbursement process and entry into the Federal Grant Tracking System (GTS). 

i. Review Process

The AHSO Project Assistant reviews claims submitted by sub grantees for reimbursement of grant related expenses and proceeds to submit the claim to the Department’s accounting system for payment. The AHSO Project Assistant reviews claims submitted by sub grantees for reimbursement of grant related expenses. After review and verification, the AHSO Accounting Tech conducts a financial review of the claim and, upon finding it accurate and appropriate, proceeds to submit the claim to the Department’s accounting system for payment. The Finance office and the Third Party Billing (TPB) section perform certain required accounting actions in the Alaska State Accounting System (AKSAS) and the GTS system to assist with sub grantee payment and the AHSO Federal reimbursement voucher submission. A similar procedure is used for the payment of State agency Reimbursable Service Agreements (RSA). The following tables, Table 16. AHSO Sub Grantee Claim Review and GTS Process and Table 17. AHSO RSA Reimbursement Process, explain the steps involved in the review and processing of sub grantee claims and RSAs. The tables are followed by additional information regarding the responsibilities.

Note: It is imperative that the AHSO assign a high priority to processing claims and RSAs in order for reimbursement payments to be made in a timely manner.
Note: Claims will not be approved for payment without receipt of a Progress Report for the corresponding period. Final claims will not be approved for payment without the receipt of the Progress Report for the final period of the grant and the Final Report (See Chapter IV. Grant Selection and Execution, Section F. Reporting Requirements).
Table 16.  AHSO Sub Grantee Claim Review and GTS* Process

	Responsible Party
	Action

	Program Manager
	· Opens mail and date stamps claim and Progress Report

	Program Manager
	· Reviews claim for grant compliance.  Resolves any issues, assigns codes, signs and dates.  Makes copy or grant notebook

	Accounting Tech
	· Reviews claim and assigns code.  Makes copy for grant notebook.



	AHSO Administrator
	· Approves claim

	Accounting Tech
	· Sends original claim to Finance for payment in AKSAS.

	Finance 
	· Voucher sent to Finance. Enters into AKSAS and check is issued. Original voucher filed in Finance. Computer printout created and kept with voucher in Finance.

	Third Party Billing
	· During the second week of each month TPB runs an audit trail from AKSAS (copy of Manually Billed Projects for all HSO projects) and prints hard copies for the time period to reconcile the State ledger codes for the State projects from the TPB System to the Federal grant number.  

· TPB turns off the code so that IACP will not be billed on every grant, makes necessary adjustments and turned the code back on.
· TPB checks for critical errors and works with the Accounting Tech to resolve them. The data is then entered into an AHSO billing spreadsheet to identify the billable Federal projects.  

· If TPB finds a new ledger code on a project billing, the AHSO’s master spreadsheet is consulted and the appropriate number inserted into the AHSO billing spreadsheet. If a new code is not found, the AHSO is consulted. 

· TPB also checks for older expenditures which have not yet been billed to AHSO. If resolved, they are included in the current bill. Hard copies of all documentation are sent to the AHSO Accounting Tech.

· After reconciliation of the AHSO billing spreadsheet, TPB accesses the GTS and inputs financial billing data by Federal grant number.  

· A GTS transaction report is sent by TPB to the AHSO for review and approval. If unable to bill an item, exceptions are noted.  

· TPB also enters State/local match into GTS.  

· When the billing is approved, a draw clearing spreadsheet is prepared.  

· After the funds are received, TPB clears the funds directly to the project-specific receivables previously created by TPB.



	Accounting Tech
	· Reviews TPB GTS report and verifies entries

· Reviews any GTS “error” messages and resolves

· Posts and authorizes the voucher using electronic signature authority

· Enters federally required benefit to locals (40 percent)
· Advise Accounting that all ICAP posted to the previous year’s grant have to process before 12/31/xx.  This can be identified by the FY in the PJ’s description.

· Include a review by Project Control that the closing awards do not show up on the ICAP error report.



	Administration and Support section/AHSO
	Note: 

· At the beginning of each fiscal year: 

1) The Administration and Support section posts the grant dollar amounts for the AHSO to the AKSAS including match amounts and Project Development Authority codes. 

2) The AHSO Accounting Tech enters the Federal obligation information into GTS from the HS-217 Cost Summary for the current fiscal year.




* See section B. Federal Grant Tracking System for additional information on GTS.

Table 17. RSA Reimbursement Process

	Sub grantee
	Generates Execute RSA on line and sends to AHSO (Finance added RD code at time RSA was originally completed)

	Accounting Tech
	Prints hard copy of Execute RSA, date stamps and codes document

	Project Assistant
	Reviews/resolves any issues with RSA on file and sub grantee’s Monthly Report

Checks for agreement with RSA on file

Resolves any issues, signs “ok to pay” and dates, sends to Accounting Tech

	Accounting Tech
	Verifies claim, available RSA funds and makes copy for grant notebook

Sends original RSA to Finance for payment

	Finance Office
	Issues electronic transfer payment – enters into ledger system

Original Execute RSA filed in Finance

FTP created and kept with Execute RSA in Finance 


ii. AHSO Claim Review Activity

The Project Assistant should review the claim and the Monthly/Final Reports submitted by the sub grantee for the corresponding time period in order to ensure that the charges are supported by the approved project activity. In reviewing these documents, the Project Assistant will verify that:
· All entries and attachments are correct
· Each item is clearly identified
· Each charge is supported by documentation of the approved project activity
The Project Assistant must not approve a claim unless appropriate documentation has been submitted.

If the review reveals minor errors, the Project Assistant or Accounting Tech may make minor corrections to the claim. Such corrections should only be made, however, after consulting with and obtaining concurrence from the person signing the claim on behalf of the sub grantee. The AHSO staff making the change must initial and date each correction.  
Any substantial errors detected by the Project Assistant or Accounting Tech will either:
· Be returned to the sub grantee for correction with a written explanation of the error and corrective action needed, or,
· The sub grantee should be notified in writing that an appropriate adjustment, as explained in the correspondence, should be made to the next claim or the amended final claim.
If an error is detected after the claim has been processed, with the exception of the final claim, the Project Assistant will prepare a memo or letter (sample letter follows this chapter), as appropriate, requesting the sub grantee to make an adjustment on the claim. If the final claim has been processed and the final Federal closeout has been completed, the sub grantee will be asked in writing, and required to issue, a refund check to the AHSO if they were overpaid. If underpaid, the sub grantee would be asked in writing to submit a revised final claim, but may not be reimbursed if the final Federal closeout has been performed.
iii. Submission of Claims to Finance Office

After making a copy of the claim for the AHSO file, the AHSO Accounting Techtfc_coltraff_b050020

 submits approved claims to the Department’s Finance office for payment through the process provided by the AKSAS.

Note: The AHSO should submit only the original claim to the Finance office and not the sub grantee’s Progress Report or other performance information or documentation which is retained by the AHSO.

iv. Submission of RSAs

The payment of RSAs follows the general procedures and requirements as described for sub grantee claims.  The RSA sub grantee must submit a Monthly Report and complete an Execute RSA.

After a State agency has billed to their grant, an “Execute RSA” document is produced by that agency and then transmitted on line to the AHSO for processing.   
The Accounting Tech gives the Execute RSA to the Project Assistant for verification that the billing matches the amount requested in the grant and corresponds with the appropriate RSA.  The Project Assistant signs, “ok to pay”, dates the document and returns it to the Accounting Tech for re-verification that funding is available.  A copy is made for the grant file.  Should the AHSO Accounting Tech be unavailable, the Program Development Division Administrative Services section is the backup for the verification process.  After copies are made for the grant file, the RSA is sent back to the Finance office for payment.  The Accounting Tech monitors the RSA activity and advises AHSO Administrator of delays with individual claims.
The Accounting Tech should advise the Accounting office that all ICAP posted to the previous year’s grant has to be processed before 12/31/xx.  This can be identified by the FY in the PJ’s description (include a review by Project Control that the closing awards do not show up on the ICAP error report).
v. Finance Office Review

The Finance officetfc_coltraff_b050023

 reviews the claims to assure that they meet the requirements for payment processing and may also correct minor errors.  The Finance office forwards a copy of any such corrections to the AHSO Accounting Tech.  All changes will be reflected in the AKSAS report.

vi. Third Party Billing Review

The TPB section has responsibility for monitoring the expenditure of State funds which will be reimbursed by Federal grant funds to be received by the State.  All sub grantee claims received for Federal grant reimbursement payment are reconciled to the State Accounting System by the TPB section.  

See also Department Policy 12.03.02 Third Party Billing Procedure.

vii. Entry of State/Local Matching Share 

In addition to actual costs to be reimbursed to the State, federally required matching funds must be calculated and entered into the GTS.  This calculation determines the total funds, Federal and State matching, which have been spent for NHTSA funding sources.  

The entry of required State/local match information into GTS should be completed at the beginning of the Federal fiscal year.  
As provided in the NHTSA Highway Safety Grant Funding Policy for Field Administered Grants, the most recent copy should be checked on the Internet at: http://www.nhtsa.dot.gov/nhtsa/whatsup/tea21/GrantMan/HTML/01_GrantFundPolicy.html, the State matching amount is calculated as a percentage of the total (Federal and State) program costs. NOTE: Those States affected by nontaxable Indian lands, Public Domain lands, National Forest, National Parks and Monuments that qualify for “Sliding Scale Matching Rates” should refer to NHTSA Order 462-6C.
Section 402 & 2003(b) (Including Section 157 Incentive designated as 402 funds)
· Federal share is not to exceed 80%. 

· No match is required for U.S. Territories, or for the Indian Highway Safety Program. 
TEA21 - Sections 405, 410, & 411 (including Section 157 Incentive designated as 405, 410, or 411 funds)
· Federal share is not to exceed 75% the first and second years. 

· Federal share is not to exceed 50% the third and fourth years. 

· Federal share is not to exceed 25% the fifth year and beyond (where applicable). 

· No match is required for U.S. Territories, or for the Indian Highway Safety Program. 
Sections 154 & 164 funds Transferred to the Section 402 Program 
· No match is required. 
Section 163
· No match is required. 
Section 157 Innovative
· No match is required.

SAFE-TEA LU, Section 405 Occupant Protection Incentive Grants:  A State may receive a grant in a fiscal year subject to the following limitations:

1. Beginning in fiscal year 2006, the amount of a grant under §1345.5 shall equal up to 100 percent of the State's 23 U.S.C. 402 apportionment for fiscal year 2003, subject to availability of funds.
2. In the first and second fiscal years beginning after September 30, 2003 that a State receives a grant, it shall be reimbursed for up to 75 percent of the cost of its occupant protection program adopted pursuant to 23 U.S.C. 405.
3. In the third and fourth fiscal years beginning after September 30, 2003 that a State receives a grant, it shall be reimbursed for up to 50 percent of the cost of its occupant protection program adopted pursuant to 23 U.S.C. 405.
4. In the fifth and sixth fiscal years beginning after September 30, 2003 that a State receives a grant, it shall be reimbursed for up to 25 percent of the cost of its occupant protection program adopted pursuant to 23 U.S.C. 405.

SAFETEA-LU, Section 410 Alcohol Impaired Driving: The Federal share of the cost of implementing and enforcing in a fiscal year a program adopted by a State pursuant to paragraph (1) shall not exceed:

1. In each of the first and second fiscal years in which the State receives a grant under this section, 75 percent.
2. In each of the third and fourth fiscal years in which the State receives a grant under this section, 50 percent.
3. In each of the fifth and sixth fiscal years in which the State receives a grant under this section, 25 percent.

SAFETEA-LU, Section 408 Traffic Safety Information Systems:  The Federal share of the cost of adopting and implementing in a fiscal year a State program described in subsection (a) may not exceed 80 percent.
Table 18.  Summary of NHTSA Grant Fund Requirements
	Program Area
	State Match
	Planning & Administration
	Local Use
	Miscellaneous Information

	Section 402
	20% of total program costs;
Exception: Select States use a sliding scale for State Match;
Exempt: Indian Nations & Territories
	Ceiling: P & A funds restricted to 10% of federal funds received annually;
Exempt - Indian Nations;
Match: 50% hard match;
Exception - Select States use a sliding scale for State Match;
Exempt - Indian Nations & Territories
	At least 40% of Federal funds spent by locals or designated as the benefit of locals;
Exempt: DC, Puerto Rico, Indian Nations and Territories
	 

	Section 405 - J2
TEA-21
	25% 1st - 2nd yr.
50% 3rd - 4th yr.
75% 5th - 6th yr.
(of total program costs)
Exempt: Indian Nations & Territories
	None
	None
	State will maintain its aggregate expenditures from all other sources for occupant protection programs at or above the average level of expenditures for FYs 1996 & 1997

	Section 410 - J7
Pre-TEA-21
	25% 1st Year
50% 2nd Year
75% 3rd Year plus subsequent years
(of total program cost)
Exempt: Indian Nations & Territories
	None
	None
	State will maintain its aggregate expenditures from all other sources for alcohol traffic safety programs at or above the average level of expenditures for FYs 1990 &1991.

	Section 410 - J8
TEA-21
	25% 1st - 2nd yr.
50% 3rd - 4th yr.
75% 5th - 6th yr.
(of total program costs)
Exempt: Indian Nations & Territories
	None
	None
	State will maintain its aggregate expenditures from all other sources for alcohol traffic safety programs at or above the average level of expenditures for FYs 1996 &1997.

	Section 411 - J9
TEA-21
	25% 1st - 2nd yr.
50% 3rd - 4th yr.
75% 5th - 6th yr.
(of total program costs);
Exempt: Indian Nations & Territories
	None
	None
	State will maintain its aggregate expenditures from all other sources, except those authorized under Chapter I of Title 23 of the United States Code, for highway safety data and traffic records programs at or above the average level of expenditures for FYs 1996 &1997.

	Section 154 & 164 Transfer
AL - Open Container &
Repeat Offender Funds
HE - Open Container &
Repeat Offender Funds
TEA-21
	None
	Ceiling: P & A funds restricted to 10% of Federal funds received annually;
Exempt - Indian Nations
Match: None required
	At least 40% of Federal funds spent by locals or designated as the benefit of locals;
Exempt: DC, Puerto Rico, & HE - Open Container & Repeat Offender Funds
	AL - Alcohol funds take on the characteristics of Section 402 funds and HE - Hazard Elimination funds take on the characteristics of FHWA's Section 152 funds.

	Section 157
Incentive funds
designated as Section
402 program
TEA-21
	20% of total program costs;
Exception: Select States use a sliding scale for State Match
	Ceiling: P & A funds restricted to 10% of Federal funds received annually;
Match: 50% hard match; Exception Select States use a sliding scale for State Match
	At least 40% of Federal funds spent by locals or designated as the benefit of locals;
Exempt: DC & Puerto Rico
	These funds take on the characteristics of the Section 402 funds.

	Section 157
Incentive funds designated as Sections 405, 410, or 411
TEA-21
	25% 1st - 2nd yr.
50% 3rd - 4th yr.
75% 5th - 6th yr.
(of total program costs);
	None
	None
	These funds take on the characteristics of the program the funds are applied against.

	Section 157 Innovative funds
	None
	None
	None
	 

	Section 163 designated
as Section 402 program
TEA-21
	None
	Ceiling: P & A funds restricted to 10% of Federal funds received annually;
Exempt - Indian Nations
Match: None required
	At least 40% of Federal funds spent by locals or designated as the benefit of locals;
Exempt: DC & Puerto Rico
	These funds take on the characteristics of Section 402 funds. These funds are retained by FHWA and accounted for by the State's Highway agency and specific codes: QN1 for NHTSA highway safety programs and QO8 for Federal-Aid highway type programs have been established to allow for separate accountability

	Section 163 funds designated as Section
405, 410, or 411
TEA-21
	None
	None
	None
	These funds take on the characteristics of the program the funds in which they are used. These funds are retained by FHWA and accounted for by the State's Highway agency and specific codes: QN1 for NHTSA highway safety programs and QO8 for Federal-Aid highway type programs have been established to allow for separate accountability

	Section 2003B - J3
TEA-21
	20% of total program costs;
Exempt: Indian Nation & Territories
	None
	None
	 


See also Department Policies 12.02.04 Match Requirements and 12.03.03 Submission of Federal Reimbursement Voucher.
B.  Federal Grant Tracking System 

This section describes the requirements of the National Highway Traffic Safety Association’s (NHTSA) GTS and the operational functions required to be utilized by the State to obtain reimbursement for traffic safety grants administered by the AHSO.

The GTS is a Windows-based data base program developed by NHTSA to assist the States in the financial management of Federal grants. GTS was designed primarily to automate the financial information process, produce the required Federal financial documents at the program area level, and electronically transmit this information to NHTSA’s accounting department.

i. Types of GTS Transactions

GTS handles five major types of automated transactions. Each transaction type depends on the order of completion, validity, and accuracy. These five transaction types are:
· Obligation Limitation
· Obligation Cost Summary
· Advance of Funds
· Advance Reduction
· Voucher
Explanations of each of these transaction types follow.

· Obligation Limitation Transaction - The Obligation Limitation establishes the amount of Federal funds available for expenditure under the Federal funding programs including designated incentive grant funds. The amounts of these funds available for the Obligation Limitation are downloaded into GTS.
· Obligation Cost Summary Transaction - The Obligation Cost Summary produces financial documents that obligate funds for the Federal computerized accounting system. The overall process involves entering obligations for the current year and carry-forward funds into the GTS system. All entered information is verified and posted. After all posting has been processed, GTS automatically sends an electronic approved copy to the NHTSA Pacific Northwest Regional Office and to the Federal Accounting System.
· Advance of Funds Transaction - The advance of funds transaction allows the State to request Federal funds electronically and prior to submission of a voucher. Prior to requesting Federal funds or an Advance Request, Federal funds must be obligated.
· Voucher Transaction - Voucher transactions allow the State to process the Federal reimbursement voucher. Expenditures of funds must be vouchered at the same level that the funds were obligated - at the Program, Project, Task, or Sub-Task level.
Voucher reductions can also be entered just like a regular progress voucher, except that the amount entered will be a credit entry only.

Note: As of January 1999, the Federal voucher is not able to be imported to the GTS.  In order for the Federal voucher to be entered into the GTS, the TPB section has to prepare a spreadsheet from the AKSAS report. This spreadsheet shows current Federal expenditures, State or local expenditures, and the required benefit to locals (40 percent) expenditures.
ii. GTS Reports

A variety of GTS reports are available to streamline the State’s’ fiscal management process and reduce the workload associated with meeting Federal reporting requirements. These reports are:
· HSP Transactions Report - This report itemizes all Highway Safety Program (HSP) transactions, provides detailed information on Federal funds, and assists in determining data entry errors.

· HSP Cost Summary Report - This report reflects detailed information by project, program area, specific funding sources sub-totaled by NHTSA 402 or 410, or other incentive funds.  The format of this report replicates the Federal HS-217 Cost Summary Form and shows the increase or decrease for each program area. This report can be printed in detail, showing each project or task, or summarized by program level amounts only.

· HSP Approved Program Amounts Report - This report details the same information as the HSP Cost Summary report but does not report the decrease or increase for each program area.

· Obligated Program Amounts Report - This report itemizes all detailed information by project, program area, NHTSA 402, 410, or other obligations. It also shows the amount of current and carry-forward funds.

· Highway Safety Program Cost Summary - This report is strictly for Obligation purposes.  The report format replicates the HS-217 Cost Summary Form and shows the increase or decrease for each program area. It can be printed in detail to reflect each project or task, or summarized to show program level amounts only.

· Voucher Transactions Reports - This report details all voucher transactions.

· Status of Obligations and Expenditures - This report is for information purposes only and shows the unobligated and unexpended amounts for each program area.

· Status of Current and Carry Forward Funds - This report separates the obligations, expenditures, and unexpended funds by current fiscal year and by carry-forward (from previous years). This report also shows Federal share-to-local benefit, and State and local expenditures.

iii. Electronic Transfer of Funds

Within 7-10 business days of approval of the voucher by the NHTSA Regional Office, funds are electronically transferred from NHTSA to the Alaska State Treasury.

iv. Carry Forward Process Revised (10/15/2007)

The highway safety office will now require a document with the signatures of the grant project manager, the AHSO Project Assistant and the AHSO Administrator in order to carry forward any new funds into the next federal fiscal year.  This document will be drafted as a Notice To Proceed (NTP).  Once this NTP is signed by all three individuals named above, a copy will be given to the division project development accounting technician for processing into the state accounting system (AKSAS).

C.  Grant Tracking Spreadsheet

This section describes the process for tracking AHSO grant payments.  

A Grant Tracking Spreadsheet has been developed by the Administrative and Support section to assist Department and AHSO staff with tracking the current financial status and other related information regarding each approved grant agreement. The spreadsheet is created each fiscal year by the Accounting Tech as new grant agreements are approved.  

The spreadsheet contains the following information about each grant agreement:
· Funding source

· Program name

· HSP Project number

· Project name

· NTP status

· NTP date

· Proposed grant amount

· NTS amount

· Indirect Cost Allocation Plan (ICAP)
· Total amount of the grant

· Match information

· AKSAS PJ number

· CC

· LC

· RSA number

· GTS Report
· Difference if any
The Grant Tracking Spreadsheet should be reviewed frequently by the AHSO staff and other Department staff to assure the accuracy and completeness of the information, to check the financial status of each grant agreement, and to assure continuous compliance with all State and Federal requirements.

D. Indirect Cost Allocation Plan Income Definition/Exception

This section explains the Department’s Indirect Cost Allocation Program and its relationship to the processing of the Federal reimbursement voucher. 

This section briefly explains the Department’s Indirect Cost Allocation Plan (ICAP) program and its relationship to the processing of the Federal reimbursement voucher.
The Federal grants for AHSO are subject to a Department ICAP charge during each monthly grant billing cycle.  The ICAP rate charged to each grant is approved annually, after review by the Internal Review Section, by the Department’s cognizant Federal agency, the Federal Highway Administration (FHWA). The rate will vary across the different major federal programs within the Department.

The procedure for AHSO grants is to bill ICAP percentage monthly based on total expenditures, less ICAP charges, incurred in the previous month.  However, for some of the safety programs, ICAP charges are not an allowable expense. They are considered Planning and Administrative as they are general indirect costs of administering the overall safety program.  For these funding sources, the ICAP charge is incurred and then reversed out by Administrative Services Division staff to non-participating.

Therefore, for ineligible program areas, ICAP charges will not be reflected in the federal billing voucher and for the AHSO and will generally be limited to the appropriate percentage of the 402 and 154 programs.

Any detailed questions on the ICAP Plan should be referred to the Administrative Services Division.
E.  Allowable Costs 

This section describes the categories of costs allowed and other related information regarding Federal traffic safety cost reimbursement. 

49 CFR Part 18.22 of the Uniform Administrative Requirements for Grants and Cooperative Agreements provides the following:

a. Limitation on use of funds. Grant funds may be used only for:
· The allowable costs of the grantees, sub grantees and cost-type contractors, including allowable costs in the form of payments to fixed-price contractors; and
· Reasonable fees or profit to cost-type contractors but not any fee or profit (or other increment above allowable costs) to the grantee or sub grantee.
b. Applicable cost principles. For each kind of organization, there is a set of Federal principles for determining allowable costs. Allowable costs will be determined in accordance with the cost principles applicable to the organization incurring the costs. The following table lists the kinds of organizations and the applicable cost principles.
Table 19. Applicable Federal Cost Principles by Organization Type
	For the costs of a--
	Use the principles in--

	State, local or Indian tribal government 
	OMB Circular A-87.

	Private nonprofit organization other than an (1) institution of higher education, (2) hospital, or (3) organization named in OMB Circular A-122 as not subject to that circular.
	OMB Circular A-122.

	Educational institutions 
	OMB Circular A-21.

	For-profit organization other than a hospital and an organization named in OMB Circular A-122 as not subject to that circular
	48 CFR part 31.
Contract Cost Principles and Procedures, or uniform cost accounting standards that comply with cost principles acceptable to the Federal agency.


i. OMB Circular No. A-87

OMB Circular No. A-87, Cost Principles For State, Local and Indian Tribal Goverments, http://www.whitehouse.gov/omb/circulars/a087/a87_2004.pdf establishes principles for determining the allowable costs incurred by State, local, and federally-recognized Indian tribal governments (governmental units) under grants, cost reimbursement contracts, and other agreements with the Federal Government. The AHSO reimburses sub grantees for all costs incurred under the grant agreement subject to these cost principles. The AHSO must also comply with these cost principles when submitting requests for cost reimbursement through the AHSO internal grants.

ii. Attachment A of A-87

Attachment A of A-87, General Principles for Determining Allowable Costs, provide principles to be applied in establishing the allowability or unallowability of certain items of cost.  

Note: Failure to mention a particular item of cost in these sections is not intended to imply that it is either allowable or unallowable; rather, determination of allowability in each case should be based on the treatment or standards provided for similar or related items of cost.  

The items of cost addressed in Attachment A are:
Advertising and public relations costs, Advisory councils, Alcoholic beverages ,Audit costs and related services, 

Bad debts, Bonding costs, 

Communication costs, Compensation for personal services, Contingency provisions, 

Defense and prosecution of criminal and civil proceedings and claims, Depreciation and use allowances,  Donations and contributions, 

 Employee morale, health, and welfare costs,  Entertainment costs,  Equipment and other capital expenditures,  

Fines and penalties, Fund raising and investment management costs,  

Gains and losses on disposition of depreciable property and other capital assets and substantial relocation of Federal programs, General government expenses, Goods or services for personal use,

Idle facilities and idle capacity, Insurance and indemnification, Interest, 

Lobbying, 

Maintenance, operations, and repairs, Materials and supplies costs, Meetings and conferences, Memberships, subscriptions, and professional activity costs, 

Patent costs, Plant and homeland security costs, Pre award costs, Professional service costs, Proposal costs, Publication and printing costs, 

Rearrangement and alteration costs, Reconversion costs, Rental costs of building and equipment, Royalties and other costs for the use of patents, 

Selling and marketing, 

Taxes, Termination costs applicable to sponsored agreements, Training costs, Travel costs 

In addition to requiring that all sub grantees operate in compliance with OMB Circular A-87, the AHSO provides specific guidance to grant applicants in the Request for Proposal form, Attachment A, General Funding Guidelines section, published each fiscal year. Examples of allowable project costs given in the RFP include:
· Implementation of strategies to address traffic safety problems
· Public education campaigns (special rules apply to advertising)

· Equipment and materials
· Training and travel directly related to project goals
iii. NHTSA Grant Funding Policy - Allowable and Unallowable Costs

The NHTSA Highway Safety Grant Funding Policy for Field-Administered Grants, Part II. Allowable Costs under Specified Conditions or limitations for Selected Items, and Part III, Unallowable costs for selected items, are available on line at: http://www.nhtsa.dot.gov/nhtsa/whatsup/tea21/GrantMan/HTML/01_GrantFundPolicy.html and should also be consulted. These provisions state costs which are allowable under specified conditions.  In the event of a conflict between this section and OMB Circular A-87, A-21, A-122, or 45 CFR, Subtitle A - Appendix E to Part 74, the provisions of the applicable Circular will be controlling (except where inconsistent with statute). See below for the topic areas included in Parts II and III.

Part II.  Allowable costs under specific conditions or limitations for selected items:
· Equipment
· Travel 
· Training
· Program administration (consultant services, promotional activities, purchase of alcohol, meetings and conferences)
· Public communications (advertising space)
Part III. Unallowable costs for selected items:

· Facilities and construction
· Equipment
· Training
· Program administration (supplanting, research, alcoholic beverages, entertainment, commercial driver)
· Lobbying 
Note:  The AHSO may request additional information relating to allowable and unallowable cost items from the NHTSA Pacific Northwest Regional Office.
See also Chapter III. Project Development, Section E. Proposal Preparation Process, vii. Budget.

F.  Single Audit Procedures – Federal A-133 Requirements

This section covers the AHSO procedure for the review of Federal A-133 Single Audit reports submitted by sub grantees in accordance with Federal requirements.

Sub grantees expending $500,000 or more in Federal awards, or an annual basis, from all sources must complete and submit an A-133 audit.  The AHSO shall determine whether the audit meets the requirements of OMB Circular A-133 and shall issue a management decision on audit findings within six months after receipt of the sub grantee’s audit report.  The AHSO shall ensure that sub grantees take appropriate and timely corrective action in addressing audit findings.   

The AHSO includes a standard requirement in all sub grantee agreements that describes the conditions that are subject to an A-133 audit or review.  The requirement states that sub grantees must submit copies of any audits and review reports which they have had prepared to the AHSO for informational purposes if requested regardless of whether the A-133 criteria for audit or review are met.

The State of Alaska, Department of Administration (DOA), Statewide Single Audit Coordinator, has established a process to ensure that copies of all audits and other review reports pertaining to sub grantees are received and reviewed to determine the potential existence of findings that may require appropriate and timely corrective action by State agencies.   
The single audit concept provides that recipients of Federal funds use their own procedures to arrange for independent audits that are to be made on an organization-wide basis, rather than on a grant or project basis.  If this organization-wide audit complies with the specific requirements of OMB Circular A-133, then no additional audit requirements are normally imposed and all grantor agencies will rely on such audits.

The basic directive pertaining to the audit of State and local governments, institutions of higher education, and other non-profit organizations is the Office of Management and Budget (OMB) revised Circular A-133, “Audits of States, Local Governments, and Non-Profit Organizations.” Circular A-133 implements the Single Audit Act amendments of 1996 and provides uniform single audit requirements for all non-federal grantees including state and local governments, colleges and universities, hospitals, and other non-profit organizations.  This Circular, which was amended 6/27/2003 and supplemented in March 2006, applies to audits of fiscal years beginning after June 30, 1996, and supersedes prior versions of Circular A-133, as well as rescinding Circular A-128, “Audits of State and Local Governments.”

The Inspector General Act of 1978 requires that appropriate steps be taken to ensure that any work performed by non-Federal auditors complies with the standards established by the Comptroller General.  This is accomplished by the performance of desk reviews or an audit work paper review, conducted by DOA, of audit reports submitted by independent auditors or both.  As a result of these reviews, it may be determined that the auditor did not comply with standards as established by the Comptroller General or other appropriate professional standards.
i. DOA, Statewide Single Audit Coordinator General Responsibilities

DOA, through the Statewide Single Audit Coordinator, is responsible for:

· Insuring that periodic audits of state and federal funded projects, grantees, contractors are audited on a timely basis.

· Utilizing procedures found in the State of Alaska Single Audit Manual and Circular A-133.

· Insuring that reviews are conducting in accordance with Generally Accepted Government Auditing Standards (GAGAS), issued by the Comptroller General of the United States.

· Ensuring copies of audits are forwarded to each State Department which provided funding to the grantee or sub grantee.

ii.  Independent Auditor/Grantee Single Audit Responsibilities

The Auditor/Grantee is responsible for:

· Determining whether the sub grantee spent Federal pass-through funds in accordance with applicable laws or regulations.

· Ensuring that the single audit report:

· Meets the minimum Reporting Standards for Financial Audits, as outlined in the Generally Accepted Government Auditing Standards issued by the Comptroller General of the United States.

· Meets the requirements of the Statement on Auditing Standards No. 63 issued by the American Institute of Certified Public Accountants for Compliance Auditing Applicable to Governmental Entities and Other Recipients of Governmental Financial Assistance.

· Is forwarded and reviewed in DOA’s Office of the Statewide Single Audit Coordinator.

· Provides corrective action plans for noted deficiencies, such action being initiated and resolution completed.

· Apply the sub grantee single audit requirements to the various projects covered by the audit and consider whether any adjustments are necessary.

In monitoring sub grantees, the Office of the Statewide Single Audit Coordinator within DOA performs the following actions:

· Identify all sub grantees that fall under the single audit requirements. 
· Determine whether AKDOT has provided funding to the sub grantee which will place AKDOT on the mailing list to receive a copy of the required single audit report.
· Follow-up with sub grantee after the end of their fiscal year to determine status of required single audit.
· Follow-up on initial contact if receipt date was not established or report has not been received.
In reviewing single audit reports, the DOA’s Office of the Statewide Audit Coordinator performs the following actions:

· Complete a desk review as soon as possible after receipt of report

· Resolve any discrepancies noted in the desk review.  These should be resolved in the following order through the sub grantee, CPA firm (if necessary), State Agency Single Audit Coordinators and Federal Cognizant Agency.

Distribution of Single Audit Reports issued:

· The single audit report is examined closely to identify the projects, agreements, or grants representing pass-through funding administered by all State Agencies.  A copy of the audit report is then sent to all State agencies that provided State or Federal Funding to the grantee or sub grantee during the audit period.  These copies are provided to the Internal Review Section within AKDOT by the DOA Statewide Single Audit Coordinator.

· If the audit report included disallowances or unfavorable findings to be resolved, extracts or copies are forwarded by Internal Review to AHSO.  The AHSO will then resolve these issues with the sub grantee for collection of any monies due or other resolution as appropriate. Information copies are provided to NHTSA as necessary.

iii.  Notification of Findings and Reporting
Results of all audits, reviews and studies are communicated through written reports, unless otherwise noted.  Copies of all reports are retained within DOA Single Audit Coordinator’s office and also within the Office of Internal Review for those audits that cover AKDOT pass-through State and Federal funding.

If the report contains findings that need to be addressed, the Statewide Single Audit Coordinator will send a letter with the report to the individual State Department’s Single Audit Representative. For AKDOT this is the Internal Review Section.  Internal Review, in turn, will notify the appropriate manager to request resolution action on the finding. Resolution documentation will then be provided from the appropriate manager through Internal Review to DOA’s Single Audit Coordinator to resolve the issue and close their suspense file.  In these instances, copies of these audit reports and documentation of the audit finding resolution action will be provided to NHTSA. 

In the occurrence of findings that include dollar exceptions to project costs, the AHSO will:

· Inform the sub grantee that they may pursue either of the following two options:

· Disagree with the findings and provide a letter of appeal to the AHSO supported by documentation verifying that the costs in question constitute an eligible reimbursement; or

· Mail a refund check made payable to the State of Alaska Department of Transportation, attention: DOT Administrative Services Division.

iv. Handling of Refunds

When the DOT Administrative Services, Finance Section receives a refund check from a sub grantee, the Finance Section provides the AHSO with a copy of the deposit information for the grant file of record.

If no further claims can be adjusted for the sub grantee, and the full amount of the claim has been reimbursed to AHSO by NHTSA, a refund check will be generated by AKDOT to NHTSA for the over billed amount.

v. Appeals

If the sub grantee submits a letter of appeal, the AHSO provides a copy of the letter, together with copies of all supporting documentation, to NHTSA.

If NTSHA accepts the appeal of the sub grantee, then a letter is sent by AHSO notifying the sub grantee, with copies to the Finance Section.  The AHSO may then close the project agreement file.

If NHTSA rejects the appeal, the AHSO should notify the sub grantee by letter, with a copy to the Finance Section and request that a refund check be sent as described in the original letter.

If the Finance Section does not receive an expected refund check, the Finance Section will notify the AHSO which will send a second notification letter to the sub grantee.

Note:  If the sub grantee has contacted the AHSO after receipt of the first or second notification and has made a reasonable arrangement for issuance of a refund check, the AHSO may adjust the due date as appropriate.  In such cases, the AHSO should notify the Finance Section in writing of the agreement.

vi. File of Record

Audits deal with matters of legal consequence to both sub grantees and AKDOT.  Therefore, it is necessary that all audit-related communications be documented in the official AKDOT grant files.  Program Manager diligence in assuring that copies of all such records are available in the AHSO files is of major importance.

vii. Questions

Questions about procedures for notifying sub grantees of audit citations may be directed to either the appropriate program manger of the AHSO or the Office of Internal Review.

vii. Questions

For a complete copy of OMB Circular A-133, revision published June 27, 2003, see:  http://www.whitehouse.gov/omb/circulars/a133/a133.html
See Department Policy 12.03.04 Federal A-133 Single Audit Requirements.
G. Internal Review Office 

This section covers the basic functions of the Department’s Internal Review Office and its relationship to the AHSO. 

The Office of Internal Review is a section in the Office of the Commissioner that reports directly and is accountable solely to the Commissioner. The office is staffed with employees who possess professional proficiency for the conduct of all audit assignments.  

The Office of Internal Review may be requested to assist the AHSO in audit related matters.
See Department Policy 01.04.010 Office of Internal Review.
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