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INTRODUCTION AND OVERVIEW 
The Department of Youth and Community Development (DYCD) has revised the Fiscal Manual 
Policy and Procedures to include the prior addendum and to incorporate additional changes that 
will take effect July 1, 2007.  This Fiscal Manual contains required fiscal policies and procedures 
which are in compliance with federal, State and City regulations and must be adhered to by 
Community Based Organizations (CBOs) funded by DYCD. 
 
Revisions to the Fiscal Manual include: 

 Budget categories which are now defined as Non Staff Services 
 Classification, definitions and required documents for Consultants, 

Sub-Contractors, Vendors and Fiscal Conduit Agreements   
 Budget forms and instructions which include new budget categories 
 Budget modification forms and instructions  
 Purchasing requirements as per addendum 
 Petty Cash fund increased to $500 
 Relinquishment of equipment  
 Program Expense and Report Summary (PERS) form and instructions 

 Fiscal Agent Manual – CBOs administered by the Fiscal Agent have a separate manual  
 

CONTRACT AGENCY FINANCE DEPARTMENT OVERVIEW: 
The Contract Agency Finance Department (CAFD) is responsible for overseeing the fiscal 
components of all human service contracts.  This Fiscal Manual covers CBOs funded by DYCD 
with the exception of the Workforce Investment Act (WIA Fiscal Manual) and CBOs administered 
through the Fiscal Agent (Fiscal Agent Manual).   
 
All Fiscal Manuals are located on the DYCD website at: 

http://www.nyc.gov/html/dycd/html/cbo-fiscal-manual.html 
1. Fiscal Manual For Community Based Organizations (this manual) 
2. Fiscal Agent Manual (Contracted by DYCD to provide Accounting Services to CBOs) 
3. Workforce Investment Act (WIA) Fiscal Manual  In School/Out School 

 
CAFD has three sub-divisions that interact with the CBOs.  Below is a description of the Units and 
their functions. 
 

• Budget Review and Risk Management:  
The Budget Review Unit is responsible to ensure that budgets and budget modifications submitted 
by the funded CBOs are in accordance with the City of New York and DYCD rules and 
regulations regarding budgetary requirements and fiscal accountability.  The Budget Review Unit 
is responsible for the final approval of all budgets and budget modifications.  
 

Budgets and Budget Modifications must first be submitted to your Contract Manager for 
programmatic approval.  Once approved by Program Operations, your budget and budget 
modification will be forwarded to CAFD Budget Review for final approval.  
 
The Risk Management Unit coordinates the Central Insurance Program (CIP) for CBOs 
that do not have their own general liability insurance.  This insurance program includes 
general liability, special accident for program participants, equipment, workers 
compensation and disability that pertain to DYCD funded activities. 
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This Unit is responsible for the general liability insurance certificates which are reviewed 
to ensure they are in accordance with the Comptroller’s Directive for those CBOs not 
participating in CIP. 

 

• CAFD – PERS Payment Unit  
The PERS Payment Unit is responsible for receiving financial reports, analyzing data, issuing 
payments, providing assistance and training for the preparation of financial reports. A Fiscal 
Analyst will be assigned to each contract and be responsible for the fiscal management of the 
contract.  The Fiscal Analyst will serve as your contact person for payment inquiries.  
 
The cash flow process is initiated following the registration of the contract with the NYC 
Comptroller’s Office.  Upon registration of the contract, the PERS Payment Unit will 
automatically issue a two month initial advance.  The Program Expense Report Summary 
(PERS) is the financial tool utilized to reimburse CBOs for contractual expenses.  The two month 
initial advance will be recovered against PERS in the last quarter of the fiscal year.   
 
Additional areas covered by CAFD: 
Electronic Funds Transfer Direct Deposit:  Community Based Organizations’ are required to enroll 
in Electronic Fund Transfer (E.F.T. - Direct Deposit).  The NYC Department of Finance mandates 
that all CBOs participate in this program.   The program will allow payments to be directly 
deposited into your organizations designated bank account. Enrollment forms (See Appendix) can 
be faxed to (212) 442-5972. 
 
PERS Workshops: These workshops are available monthly for CBOs interested in learning how to 
prepare the PERS and understand DYCD’s requirements for reimbursement.  If you are interested 
in the PERS Workshop, you must register by calling (212) 676-8186.    
 
Technical Assistance: DYCD contracts with outside organizations to offer technical assistance to 
CBOs in diversified financial technical areas.  These services include assistance in accounting, 
budget development, setting up general ledgers, books and records, computerized accounting 
systems, cost allocation plans, payroll processing, payroll taxes, timekeeping, preparing 941s, bank 
reconciliations and any other financial assistance.  A referral by DYCD is required.  If you are 
interested, you may contact your Fiscal Analyst or Contract Manager.   
 

• Contract Agency Audit: 
The Contract Agency Audit Unit oversees and monitors Certified Public Accountant (CPA) audits, 
scheduled audits; follow up of Fiscal Field Reviews, and issuing Corrective Action Plans.  These 
audits are intended to assure that DYCD funds are spent for authorized purposes in conformity 
with contract terms and to assist DYCD in meeting federal, State, and local directives that govern 
the administration of public funds. 
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BUDGET OVERVIEW 
 
The budget is a representation of the CBO’s total offering price in terms of costs for conducting 
the Scope of Services.  When a CBO is awarded a contract the budget is prepared on the basis of 
the contracted services, level of funding, and contract term.  The budget will include an allocation 
for Staff, Non-Staff Services and Other Than Personnel Services (OTPS) that are allowable under 
terms of the contract.  The OTPS costs include Consumable Supplies, Equipment, Space Rental, 
Transportation, Utilities and Telephone, Other Operational Costs, Van Maintenance (for DYCD 
issued vehicles), Fiscal Agent Services.  (See Appendix for Budget Instructions) 
 
The budget is categorized into three sections Personnel Services, Non-Staff Services and Other 
Than Personnel Services, as follows: 
 

 Personnel Services Categories: 
 
 1100 Salaries and Wages 
 1200 Fringe Benefits 
 1300 Central Insurance Program  (CIP) 
 
 Non Staff Services 
 
 2100 Consultants 
 2200 Sub-Contractors 
 2300 Stipends 
 2400 Vendors 
 2500 Fiscal Conduit 
 
 Other Than Personnel Services Categories: 
 
 3100 Consumable Supplies 
 3200 Equipment Purchases 
 3300 Equipment Other 
 3400 Space Rental 
 3500 Travel 
 3600 Utilities and Telephone 
 3700 Other Operational Costs 
 3710 Other Cost 
 3720 Indirect Cost 
 3800 Van Maintenance (for DYCD issued vehicles only) 
 3900 Fiscal Agent Services 
 
The DYCD Budget consists of four pages which the funded CBO is required to complete 
and submit to the Program Operations Contract Manager for review and approval with any 
required documentation.  After careful review of the budget in conjunction with the CBOs’ work 
scope, the Contract Manager forwards the budget to the Budget Review Unit for processing and 
approval.  The approved budget is returned to Program Operations for inclusion in the contract 
package to the Agency Chief Contracting Officer (ACCO), who is responsible for registering the 
contract.  A copy of the approved budget will be received by the CBO in the executed contract. 
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Page 1 of the budget is identified as the Program Budget Summary which includes the CBOs’  
DYCD ID#, Budget Code, Amendment #, CBO Name, Address, Operating Period and totals for 
the Budget Categories on Pages 2-3-4.  The budget face sheet has three columns which are defined 
below: 

1. Total DYCD Budget: The total amount allocated to each budget category. The column 
reflects the grand total for the Program Administered and the Centrally Administered 
columns. 

2. Program Administered: The portion of the budget that will be administered  by the CBO. 
3. Centrally Administered: Items covered and paid by DYCD.  These are non-

reimbursable items.  The CBOs will not have access to these funds.  These costs  
include Fiscal Agent Service fees, Van Maintenance, and the Central Insurance Program 
(CIP). 

 
Page 2 of the Budget is the Salaries and Wage Sheet for your Full-Time and Part-Time 
employees who are being paid with the DYCD Funds. 
 
Page 3 of the Budget consists of Fringe Benefits, CIP and Non-Staff Services which include 
Consultants, Sub Contractors, Stipends, Vendors and Fiscal Conduits. 
 
Page 4 of the Budget is for Other Than Personnel Services (OTPS). 
 
 
BUDGET SALARIES AND WAGE SUPPORT SHEET  
 
The Salary and Wage Support Sheet indicates the amount allocated for each employee for a given 
period.  The job function of any employee paid with DYCD funds must directly relate to the 
contracted services.  The wages earned under this contract must equal the time charged 
against the approved budget. 
 
The salaries are divided into two categories, full and part time employees.   
 
Full Time 
A full time employee works 35 hours or more per week.  Salaries will be calculated based 
on the employee’s annual salary and the percentage that will be applied to the DYCD budget. 
 
Part Time 
A part time employee works less than 35 hours per week. Salaries will be calculated on an hourly 
basis. 
 
 
Note: Time sheets for all full time and part time employees must be dated and signed by the
 employee and the employee’s supervisor.  The Executive Director’s time sheet must be
 signed by a member of the Board of Directors. 
  

Salary increases will be at the discretion of the CBO as long as they are within the scope of 
the services and budget of the contract, which will be approved by the Program Operations 
Unit.  
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1200 Fringe Benefits - The maximum rate for fringe benefits is 30%.  The rate includes all 
 benefits under the Fringe Benefits category.  Fringe Benefits may include FICA, 
 Unemployment Insurance, Workers Compensation, Disability, Life Insurance, Pension, 
 and Medical Benefits.  A minimum Fringe Benefit rate of 7.65% is required for all 
 contracts.  
 
 
 The minimum rate for CBOs under the Fiscal Agent is 12.65%.  This represents 7.65% 
 (FICA) plus a 5% estimated Unemployment Insurance rate. 
 
 
1300 Central Insurance - All CBOs have the option of buying into DYCD’s Insurance 
 Package through the City’s Central Insurance Program (CIP).  This package includes 
 General Liability Insurance, Special Accident for program participants, Workers 
 Compensation, Disability and Equipment Insurance.  This insurance does not include 
 child or sexual abuse.  The cost of the CIP Insurance Package is 4.5% of your total 
 budget for each contract and each amendment thereafter.  When you buy into the
 Central Insurance Program, it is for the full term of your contract and coverage extends 
 to the DYCD contract only. This insurance cannot be purchased for a portion of your 
 contract term 
 
 

NON STAFF SERVICES:  CONSULTANT/SUB CONTRACTORS/STIPENDS 
VENDORS/FISCAL CONDUITS 
 
2100 Consultants: Independent individuals with professional or technical skills retained to 

perform programmatic tasks or complete projects within the contracted services that 
cannot be accomplished by regular staff.  Consultants cannot be salaried employees.  

 
 List on the budget the Name of each Consultant and the amount of the fee to be
 charged.  With the Budget submission, a signed Consultant Agreement must be
 attached with a completed Notary Page and a resume; otherwise the funds for this 
 allocation will not be reimbursed. 

  A consultant usually: 
 • represents him/herself as self-employed 
 • maintains his/her own books and records 
 • has a place of business separate from that of the CBO. 

• Consultants retained by a CBO must enter into a written agreement with the CBO, detailing 
the specific tasks to be performed.  The contracting of Consultants will be allowed by 
DYCD only for those services that cannot be performed by CBO staff. Under no 
circumstances can a consultant be hired in lieu of a staff person.  If a CBO believes a 
consultant’s services are required for an extended period, such an individual must be hired 
as an employee. 

• The CBO shall follow the purchasing procedures outlined in the general provisions of the 
Fiscal Manual for the procurement of goods and services. 

• Consultants Time Sheets and invoices must be maintained by the CBO. 
• A formal written agreement for each Consultant must be maintained on file at the CBO for 

at least six (6) years.  (See Appendix for the Consultant Contract Agreement) 
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2200 Sub-Contractors:  Independent entities retained to perform program services.  A sub-
contract agreement will be governed by the terms of the DYCD contract and will be 
registered with the NYC Comptroller.  Each Sub-Contractor’s EIN# must be listed on 
the Sub-Contract Agreement, along with a completed Notary Page submitted with the 
Budget.  (See Appendix for the Sub-Contract Agreement) 

 
2300 Stipend:  Incentive allowance ONLY for the benefit of a participant or client of the 

program.  Stipend may be included as part of a training program, to assist a participant in 
acquiring the skills necessary to obtain and retain employment.  A stipend may be for a 
nominal allowance and may be paid hourly, daily or weekly. 
 

The following are the conditions under which stipends may be paid: 
 
 • To promote general client welfare by a private, not-for profit CBO; and, 
 • Offered by programs that provide classroom training and instructional services. 
 
A Stipend cannot be used: 
 • To displace an employee or position including partial displacement such as a 
  reduction in hours and wages. 
 • To supplant the hiring of salaried workers or to perform services that would 
  otherwise be performed by an employee, including an employee who recently 
  resigned or was discharged, an employee who is subject to reduction in force, or an 
  employee who is on leave. 
 • To pay for services being performed for the CBO; and 
 • To avoid payment of FICA, Unemployment Insurance, or Worker’s Compensation 
  Insurance. 

 
2400 Vendors:  Independent business entities retained to provide non-program services.  

Examples:  Cleaning Services, Security, Accounting Services and Computer Technicians. 
(Vendor Agreements should be maintained on file at the CBO). 
 

2500 Fiscal Conduit: For Discretionary Contracts only - to be determined. 
 
OTHER THAN PERSONNEL SERVICES  
 
Other Than Personnel Services (OTPS) - OTPS relates to programmatic expenditures other than 
Salaries, Fringe Benefits or Non Staff Services.  The following is a description of the non-
personnel categories: 
 
 Note: All invoices must be in the CBOs’ name for the CBO to receive reimbursement. 
 
3100 Consumable Supplies 

Supplies that do not last or are not permanent in nature.  Consumable supplies include 
office, program and maintenance supplies, such as pens, stationery, chalk, erasers, towels, 
cleaning supplies, books and arts and craft supplies. 
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3200  Equipment Purchase 
Equipment that is durable or permanent in nature, such as furniture, printers, fax machines, 
televisions, cameras, videocassette recorders, and computers.  All equipment and/or 
furniture purchased with DYCD funds at a unit cost exceeding $200 will be the property of 
the City of New York upon termination of their contract. You will be required to submit an 
itemized list and description of each purchase (make, serial number and model number) 
over $200. 

  
 Equipment costing less than $200 must also be placed under Equipment purchases, not 
 Consumable supplies. 
 

All equipment and/or furniture purchased with DYCD funds is the property of the 
City of New York Department of Youth and Community Development, and must be 
tagged “Property of DYCD.”  At the end of the contract, all non-depreciated 
equipment that still has a useful life and was purchased with DYCD funds must be 
returned (see section 4 for more details). 

 
 All CBOs are required to purchase Equipment Insurance with a company licensed to do 
 business in the State of New York.  (For CBOs covered through the Central Insurance 

Program, refer to Section 9 of the Fiscal Manual.)  Each CBO must be covered for the loss 
due to burglaries, vandalism, fire or floods that affect equipment or furniture that is leased 
or purchased with DYCD funds.  If your CBO’s equipment is lost or stolen, you must 
secure a police report detailing the nature of the incident as well as submit a claim to your 
insurance carrier.  In addition, you must also submit an official report to DYCD. The CBO 
must replace the lost or stolen equipment with the funds secured from the settlement of the 
claim. 

 
3300 Equipment-Other 

 
This category is for rental, lease, repair and maintenance of office and or programmatic 
equipment utilized in the performance of the CBO’s operation.  Maintenance service 
contracts, licensing fees, computer software are also to be charged to this category. 

 Equipment/furniture leased with an option to buy may also become the property of 
 DYCD in the event of contract termination.  DYCD will, however, consider requests 

for continued use or other recommended disposition of such equipment, upon 
termination or non-renewal of a contract.  Please contact your Contract Manager 
regarding continued use or other disposition of equipment.  All Equipment purchased 
with DYCD funds over $200 is to be inventoried and a copy is to be submitted to 
DYCD. 

 
3400 Space Rental 

 
 This category is a total and separated into two subcategories: 
 
3410 Public School 

 
Opening fees and room rentals paid to the Department of Education for school rental costs.  
Must complete a Space Rental Cost Allocation Plan. 

 (See Appendix for the Space Rental - Cost Allocation Plan Form) 
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3420 Space Rental/Other 
 

All other rent paid for sites utilized by that program and all related charges associated with 
the use of the site such as minor repairs and maintenance costs.  No renovation or 
construction projects can be budgeted or paid for with DYCD program funds.  You 
are required to submit a copy of your lease and/or month to month rental agreement 
at the time of the budget submission, as well as a Space Rental - Cost Allocation Plan 
with the budget.  This form reflects DYCD’s portion of your rental fees.   
(See Appendix Space Rental - Cost Allocation Plan Form) 
 

3500 Travel 
 

Local travel on public transportation by the employees and participants of the CBO to 
conduct official business pursuant to the DYCD contract.  Included in this category are 
expenditures for a vehicle owned or leased by the CBO whose use is deemed necessary to 
conduct the DYCD funded program.  Also included in this category are expenditures for 
personal automobile use for CBO business.  Costs for the use of a personal automobile will 
be reimbursed at a maximum rate of 35 cents per mile plus tolls.  A Mileage Log (See 
Appendix) must be maintained for both personal and business owed vehicles used to 
conduct business related to the funded program. 

 
Traffic and/or vehicle violations are not a legitimate expense and, therefore, will not be 
budgeted nor paid for with program funds.  All participant related travel expenses, e.g., bus 
trips and local travel, are to be budgeted under this category.  Bus companies must be 
insured. 

 CBOs should charge to this account expenses for business owned vehicles such as car 
 maintenance, gasoline, tolls and insurance.  CBO owned vehicles used for DYCD 
 purposes must be co-insured with the City of New York as named beneficiary. 
 
3600 Utilities and Telephone 

 
Telephone and utility costs.  Costs should be pro-rated over the operating budget period. 

 
3700 Other Operational Costs 

 This category is a total of the two sub-categories below. 
 

3710 Other Costs  
Other operating costs such as printing, postage, admissions, publications, bank charges, 
subscription costs, internet service fees, and wiring associated with computer set up.  This 
category also includes general liability for CBOs NOT participating in the Central 
Insurance Program. 

 
 Participant Costs.  Costs associated with or for the benefit of program participants 

such as refreshments, entrance fees, awards, T-shirts, uniforms, sporting and recreational 
supplies. ` 
 
Audit Cost - DYCD will accept a portion of your audit fees.  If your organization receives 
additional funding besides that from DYCD, you may only include DYCD’s proportionate 
share.  The proportionate share should be calculated by dividing the total DYCD budget by 
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the CBO’s total budget and applying that percentage to the total audit cost.  You must 
submit an Audit Cost Allocation Plan with your budget.  (See Appendix for the Audit 
Cost Allocation Form) 

 
3720 Indirect Cost 

 
The maximum allowable rate for Indirect Cost is 10%.  The purpose of indirect cost is to 
capture overhead costs incurred by a CBO that operates several programs and whose 
administrative costs cannot be identified as a direct cost to the program.  CBOs with 
multiple government contracts or programs with multiple funding streams are qualified for 
indirect costs.  
 
It is the responsibility of the CBO to maintain documentation to justify the percentage 
and allocation plan used to arrive at the indirect cost rate.  This documentation must 
be made available upon audit request.  
 

Indirect Cost does not apply to CBOs administered through the Fiscal Agent since all 
costs must be itemized. 
 
Indirect Cost is a sub category of the Other Cost Category Account 3700. 

 
3800 Van Maintenance 

 
If your CBO is assigned a city-owned van, DYCD will provide maintenance through the 
Department of Citywide Administrative Services.  A total of $2,000 will automatically be 
deducted from your contract for Van Maintenance.  This cost is a centrally administered 
cost and is not reimbursable. 

 
3900 Fiscal Agent Services 
  
 All CBOs now have the option of purchasing the services of the Fiscal Agent. 

The following is a brief description of the types of services offered by the Fiscal Agent: 
 • Establish financial records 
 • Maintain and report on available CBO budget balance 
 • Verify invoices 
 • Provide payroll services and personnel reporting 
 • Ensure the timely filing and payment of employment -related taxes 
 • Ensure that Accounts Payable and Ledger system and activities are in accordance 
  with generally accepted accounting practices and procedures. 
 • File Federal Tax Form 941 and 941B 
 • Prepare W2s, W3s, and 1099s 
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Fiscal Agent Fees 
Fiscal Agent Services will be charged to your total budget in accordance with the scale indicated 
below:   (Subject to change) 
 
 

 Contract Dollar Value   Fiscal Agent Service Fees 
 $          0    -  $ 25,000   $ 1,200 
 $  25,001    -  $ 50,000   $ 3,500 
 $  50,001    -  $100,000   $ 5,100 
 $100,001    -   $250,000   $ 7,100 
 $250,000 Over     $10,000 
 
Note: A CBO that chooses to be placed under or is mandated to utilize the services of the Fiscal 
 Agent must have all of its DYCD contracts administered by the Fiscal Agent.  
 The Fiscal Agent fees are centrally administered costs and are not reimbursable.  CBOs 
 mandated for Fiscal Agent services due to poor fiscal performance (less than a 
 Satisfactory “S” rating) will receive written notification to this effect from DYCD. 
 

Private Match contracts may not be administered by the Fiscal 
 
In order to complete the Budget, refer to the Budget Instructions in the Appendix. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 12

 
 
 
 
 
 
 
 
 

 
 
 
 

SECTION TWO: 
 

BUDGET MODIFICATIONS 
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BUDGET MODIFICATION POLICIES AND PROCEDURES 
 
A revision to the approved budget may be approved only as it relates directly to the 
accomplishment of services specified in the contract.  CBOs are to submit all modifications (both 
programmatic and budgetary) to the assigned DYCD Contract Manager in Program Operations 
first.  A Budget modification request must be submitted on a Request for Modification Form and 
be accompanied by a Budget Modification Form.  (See Appendix for Request for Modification 
Forms) or on the DYCD website http://www.nyc.gov/html/dycd//html/resources-pers.html) 
The Forms are defined as follows: 
 
Request for Modification: All requests to modify your CBO’s contract must be submitted through 
a Request for Modification Package.  This package contains a Request for Modification Form and 
a Budget and/or Program Modification Form, as appropriate.  The Request for Modification Form 
asks specific contract identifying information such as your CBO’s name, ID number, Budget Code 
as well as a detailed justification for the modification request.  The Budget Modification Form 
reflects the budget categories to be equally increased and decreased in order to accommodate the 
request.  CBOs should verify their balances, in order to avoid requesting modifications in lines 
where all allocated amounts have already been spent. 
 
The number of Budget Modifications will be limited according to the length of the contract.  As 
such, CBOs must plan their programs and budgets carefully.  Budget modifications may only be 
requested accordingly to the following schedule: 
 
 Contract Term Number of Budget Modifications Allowed 
 3 months or less 1 Modification 
 4 to 8 months 2 Modifications 
 9 to 12 months 3 Modifications 
 

Budget modifications cannot be requested during the first or last month of the Fiscal Year. 
 
Budget modification requests are to be submitted to the assigned Contract Manager two weeks 
prior to their proposed effective date.  No budgetary or programmatic changes may be made 
without prior written approval from DYCD. 
 
Please note: CBOs whose contracts were registered late are exempt from the above deadline. 
 Late registration is considered mid-March of the Fiscal Year. 
 
 The last day for budget modifications to be submitted is May 31 of the Fiscal Year. 
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SECTION THREE: 
 

GENERAL ACCOUNTING PROCEDURES 
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BOOKKEEPING PRACTICES AND PROCEDURES 
 
CBOs must establish and maintain separate accounting and related records for funds 
received through each contract with the DYCD.  Accounting records must be established and 
maintained in accordance with generally accepted accounting procedures.  It must also be 
constantly updated to permit the timely and accurate preparation of financial statements and 
examination by DYCD or its designees. 
 
The management of the CBO is responsible for establishing and maintaining an internal control 
structure.  The objective of an internal control structure is to provide management with reasonable 
assurances that assets are safeguarded against loss from unauthorized use or disposition.  In 
addition, a strong internal control structure ensures that transactions are executed in accordance 
with management’s authorization and recorded properly to permit the preparation of financial 
statements in conformity with generally accepted accounting principles. 
 
It is necessary for all CBOs to maintain an adequate accounting system in order to plan properly 
for the future, maintain control over current operations, and render a satisfactory account of past 
operations.  The accounting system of the CBO should consist of a series of operations relating to 
the recording, classifying, summarizing and reporting of transactions performed, together with 
procedures that prescribe the manner in which these operations are performed. 
 
DYCD staff and its representatives will conduct site visits (both announced and unannounced) to 
the CBO during the contract term to ensure that the books and records are being appropriately 
maintained.  
 
 

Time sheets for all full time and part time employees must be dated and signed by the 
employee and the employee’s supervisor.  The Executive Director’s time sheet must be signed 
by a member of the Board of Directors. 

 
Invoices: submitted must be an original, legible in the English language, and display CBO’s 
name. 

 
 

BANK ACCOUNT 
In accordance with the participation in the Electronic Funds Transfer (EFT) program, CBOs are 
no longer required to maintain separate bank accounts per contract award.  Payments to a CBO 
will now be made to a single bank account. In order to enroll in the EFT system, you must 
complete the enrollment application.  The Enrollment Form can be found in the Appendix or 
on DYCD’s website at http://www.nyc.gov/html/dycd//html/resources-pers.html. 
 
 
SIGNATORIES 
 
DYCD requires that a CBO have at least two signatures on each check.  A CBO that needs a 
waiver from this two-signature requirement, must make its request in writing to the Contract 
Agency Audit Department, 156 William Street, 3rd Floor.  The request must detail the accounting 
controls and procedures currently utilized by your CBO that would justify not implementing this 
policy.  A waiver is required to be submitted for each Fiscal Year.  Every CBO is to comply with 
all of DYCD’s policies, until it has received written authorization stating otherwise from DYCD. 
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CASH FLOW 
 
 
1. The cash flow process is initiated following registration of the contract with the New York 

 City Comptroller’s Office.  No funds will be released until the contract is registered with 

 the Comptroller’s Office.  DYCD is unable to reimburse the CBO for any expenses 

 incurred through the provision of services to the target population until the contract is 

 registered. 
 
2. An initial advance equivalent to two months of your approved program administered budget 

 is issued by the DYCD-Contract Agency Finance Department. However, if your contract term 

 is less than four (4) months, your initial advance will be no greater than one-half of your 

 budget.  Funds are electronically transferred to the accounts of CBOs enrolled in the EFT 

 Program. 
 
3. Public/Private Partnership CBOs ONLY 

 For Public/Private Partnership CBOs, the funds received from private sources must be 

 deposited into your account, providing that it is tagged for audit purposes. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 17

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

SECTION FOUR: 
 

PURCHASING PROCEDURES 
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GENERAL POLICY 
Any purchasing (procurement) of goods/services is to be conducted in the name of the CBO.  The 
CBO is solely responsible for ordering, receiving, inspecting and acceptance of merchandise 
and/or services.  Moreover, the name of the DYCD, its officials, employees, or the City of New 
York, should not be used under any circumstances for the purpose of ordering and/or 
securing goods or services from any vendor.  Accordingly, invoices, bills, receipts, etc. must be 
issued in the name and address of the CBO. 
 
The following general guidelines must be adhered to for purchasing goods and/or services: 
 
1. The CBO must have a budget that is approved by CAFD’s Budget Review Unit. 
 
2. The approved budget must contain the appropriate category that corresponds to the 

item(s) to be purchased. 
 
3. There must be sufficient funds available in the budget category to accommodate the 

purchase. 
 
4. The expenditure must occur within the same budget period that the goods and/or services 

are received/delivered. 
 
5. The expenditure must be necessary to support the CBO’s objectives as detailed in the 

contract. 
 
PURCHASING REQUIREMENTS/COMPETITIVE BIDDING 
The procurement of goods shall be governed by the competitive bidding requirements delineated 
herein.  The purpose of the competitive bidding requirements is to establish a procedure likely to 
secure the best possible price for goods and services while allowing for appropriate competition.  
To insure the desired results, the procurement process must be both open and competitive.  Open 
and competitive means that no vendor qualified to provide the good/services may be restricted 
from bidding and that there is fair competition among those bidders for the work. 
 

1. Purchases Less than $2,500 
 For purchases whose value is $2,500 or less, no competitive bids are required.  CBOs 
 shall ensure that the non-competitive price is reasonable.  CBOs must document such 
 purchases and identify the vendor, the item purchased, the amount and date paid.  
 
2. Purchases from $2,500 - $25,000 
 A minimum of five (5) written bids must be secured for the purchase of goods of like 
 items whose cost can reasonably be expected not to exceed $25,000. 
 
3. Purchases in excess of $25,000 
 A public solicitation of a minimum of five (5) sealed bids must be conducted for 
 purchases of goods of like items whose cost can reasonably be expected to exceed 
 $25,000. 
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 These procedures shall apply to the rental or leasing of equipment as well. 
 A CBO may structure formal bidding using the procedure set forth herein required 
 for all purchases in excess of $25,000. 
 
 The CBO must publicly solicit a minimum of five (5) sealed bids from responsible 
 bidders offering such commodities or services.  Specifications must be developed and 
 provided to all potential bidders in writing.  The criteria to be used in determining the 
 acceptability of bids should be contained in the specification.  Bids may be solicited in 
 one of the following ways: 
 
Method A 
A notice to bidders may be published in a generally circulated daily newspaper at a reasonable 
time prior to the due date of the bids.  The notification should appear for a minimum of three (3) 
business days. 
 
The notice to bidders should contain a general description of the goods or services for which bids 
are being solicited, a description of how and where specifications may be obtained, the closing 
date for acceptance of bids, and the date, place and time of the opening of bids.  The bids must be 
opened at the place and on the date and time in the notice.  The process of opening bids is public.  
Accordingly, vendors may not be excluded from the bid opening. 
 
Method B 
A CBO may elect to establish a list of qualified firms from which bids may be solicited.  To 
establish this list, publication of a notice in a widely circulated newspaper is required.  This notice 
is not a solicitation for bids.  Such notice shall contain a general description of the goods and 
services that the CBO may wish to obtain.  Respondents to the notice should indicate their 
capability to provide the goods and services and their willingness to subsequently submit bids in 
response to a future solicitation. 
 
The list must be constantly updated to ensure competition.  The CBO may solicit bids from the 
qualified bidders on the list by mailing them invitations to bid.  The invitation to bid must include 
all relevant specifications, the due date for submission and the date, place and time of the bid 
opening.  The bids must be opened at the place and on the date and time specified. 
 
1. The CBO must document the process followed in its selection of the most responsible lowest 
 bidder and upon request, submit the same to DYCD.  The criteria for selection of the most 
 responsible lowest bidder should include at least the following: 
 
  A. Meeting or exceeding the bid specifications; 
 
  B. Price; 
 
  C. Reliability of bidder; 
 
  D. Net 30 days, unless discount is given; and,  
 
  E. Availability of Goods and Time Frame for Delivery 
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2. The CBO shall make every reasonable effort to obtain competition before the purchase 
 of commodities or services.  The CBO must document any situation where reasonable 
 competition is not available. 
 
 
INVENTORY 
It is the responsibility of each CBO to maintain an inventory of all furniture and equipment in its 
possession purchased with DYCD program funds, indicating that the equipment purchased is the 
property of the City of New York. 
 
Each CBO shall affix an inventory control decal on all inventories purchased with DYCD 
program funds. 
 
 
 
RELINQUISHMENT OF EQUIPMENT 
If the contract is terminated or not renewed, all equipment that still has a useful life, purchased 
with DYCD funds remains the property of the City of New York and must be returned. Please 
contact the Contract Manager assigned to your program regarding the disposition of your CBO’s 
equipment.  If the DYCD Contract Manager and the CBO together, deem that the equipment is 
fully depreciated and has no further useful value, the CBO must inform CAFD in writing and make 
arrangements to dispose of the equipment. 
 
 
 

Disposal of Equipment 
Once it has been determined the Equipment bought with DYCD funds is fully depreciated and has 
no further useful value, please notify the Assistant Commissioner of CAFD in writing with a list of 
the equipment, serial number(s), model number(s) and purchase date. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 21

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

SECTION FIVE: 
 

PETTY CASH POLICY 
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A. PETTY CASH FUND ESTABLISHMENT 
 To facilitate the payment of certain minimal charges that cannot be handled by check, 
 CBOs may establish a Petty Cash Fund for up to $500.00.  It is important to remember that 
 items purchased with Petty Cash Funds are subject to the same regulations and accounting 
 practices, as are expenses paid by check. 
 
 

 The Petty Cash Fund must be maintained in a secure place to safeguard against loss  
 from unauthorized use or disposition.  In the event of loss due to theft or fire, the 
 CBO will NOT be reimbursed for loss of the Petty Cash Fund. 
 
 
 
B. PETTY CASH FUND USE 
 
 A Petty Cash Fund shall be governed by the following rules: 
 
1. A Petty Cash expense may not exceed $100 dollars per total purchase. 
 
2. The CBO Executive Director or a designee must authorize petty cash expenses. 
 
3. When a cash payment is made from the Petty Cash Fund, a Petty Cash voucher (See  
 Appendix) together with a receipt is placed in the petty cash box. 
 Therefore, the total of cash remaining in the box plus the total amount of vouchers therein, 
 should equal the petty cash fund amount. 
 
4. Each voucher must be supported with a receipt or invoice which shows the date of 
 purchase, item purchased and the cost.  The reverse side of the receipt may be used to list 
 items purchased, if such is the case.  Attach each receipt to its proper invoice. 
 
5. Periodically, when the amount of cash reaches a level of replenishment, a check is drawn 
 for the amount of all vouchers in the box.  Cash from the check is placed in the petty cash 
 box to replenish the Petty Cash Fund to its full amount.  The reimbursement check is entered 
 in the Cash Disbursements Journal to be charged to the applicable budget category(ies); 
 and, a separate Petty Cash Expense Summary Form must be used for the replenishment of 
 the Petty Cash Fund. 
 
 Examples of reimbursable expenses are: 
 
  a. Local travel by public transportation 
 
  b. Business related telephone calls from public telephones 
 
  c. Programmatic supplies 
 
  d. Postage (The purchase of one hundred stamps will be allowed through petty cash.)  
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SECTION SIX: 
 

INCOME GENERATING 
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OVERVIEW 
Income generating is defined as any funds acquired by a CBO as a result of utilization of any 
resources/assets obtained through the Department of Youth and Community Development 
funds. 
 
This is not limited to the use of budgeted funds, but also includes the use of a CBO’s employees 
labor and/or other assets (i.e. premises, equipment, etc.) to generate income.  Grants that a CBO 
receives from other government sources or foundations are not considered generated income. 
 

A. INCOME GENERATING POLICY 
 An Income Generating Questionnaire (See Appendix for Income Generating  
 Questionnaire) must be maintained and made available upon audit at the CBO 
 site.  This questionnaire must be fully completed, signed and dated by both the 
 Executive Director and the Chairperson. 
 
 If the Program is engaged in income generating activities, a monthly report (See  
 Appendix) must be maintained and made available for review upon demand. 
 
B. INCOME GENERATING BOOKKEEPING PROCEDURES 
 The following is the mandatory bookkeeping guide for CBOs engaged in income 
 generating activities: 
 
 1. A separate bank account must be established; 
 
 2. All bank documents, such as deposit slips, reconciliations, statements, canceled checks, 
 signature cards, etc. must be properly maintained on file; 
 
 3. A separate cash receipts journal must be established to record cash receipts generated; 
 
 4. A separate cash disbursement journal must be maintained to record cash expenditures. 
 The cash disbursement journal must be established in a form that reflects the nature of 
 the expense; 
 
 5. Supporting documentation for each disbursement recorded in the cash disbursement 
 journal must be properly maintained on file; 
 
 6. Where applicable, a general ledger must be maintained in order to summarize monthly 
 transactions; 
 
 7. A monthly trial balance must be taken; and 
 
 8. The CBO’s monthly reports reflecting income-generating activities must be properly 
 maintained on file. 
 
All financial and accounting records relating to income generating activities must be 
available for examination and audit by DYCD or its designees upon request.  
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SECTION SEVEN: 
 

PROGRAM EXPENSE REPORT SUMMARY 
(PERS) 
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PROGRAM EXPENSE REPORT SUMMARY (PERS) OVERVIEW 
 
DYCD utilizes a financial document called the “Program Expense Report Summary (PERS)” to 
detail and track the CBO expenditures for goods and services.  The CBO is required to list all 
expenses for program-related goods and services on the PERS.  A Fiscal Analyst then reviews and 
analyzes the information listed on the PERS to determine whether the expenses submitted are 
appropriate for its contracted services and comply with the approved budget.  From this analysis, 
DYCD determines the amount of funds to reimburse the CBO for contract-related approved 
expenses. 
 
 
DYCD PERS must be prepared on a cash basis.  Expenses should be reported based on payment 
check dates.  Monthly or quarterly PERS should have checks issued within that month or quarter.  
Example: A PERS submitted for the month of October should reflect checks issued in October.  
 
There are circumstances where checks are allowed outside the PERS submission period.  During 
the year end close out, a CBO may have a payroll service period or invoice service period that runs 
across a Fiscal Year. The prorated portion of that check may be charged to the appropriate Fiscal 
Year (or budget operating period if the budget ends prior to June 30th ).  An example of this would 
be a payroll issued 07/06/07 with a payroll service period of 06/28/07 through 07/05/07.  Only 
June 28, 29, and 30th may be reflected on the June-Final PERS.  The remainder of the payroll 
would be reflected on the July PERS.   Please indicate that the amount is prorated and the number 
of days reported with a footnote on the PERS. 
  
Contracts over $50,000 
A monthly report is required for contracts over $50,000.  CBOs must submit their PERS listing the 
expenditures made during the month, no later than the 10th day of the following month.  PERS 
received after the 15th of the following month may be considered LATE. 
 
DYCD carefully tracks the timely submission of PERS.  Fiscal Analysts are required to send 
letters notifying the CBO they are delinquent in the submission of PERS.  Late submission of 
PERS may affect the fiscal VENDEX rating negatively. 
  

Contracts $10,001 - $50,000 
Contracts in this range have the option of submitting PERS monthly or quarterly.  Quarterly 
reports are due as follows: 
 
 July-September  Submission Date October 10 
 October-December  Submission Date January 10 
 January-March  Submission Date April 10 
 April-June   Submission Date July 10 
 Final PERS   Submission Date due August 31 
 
 
 
DYCD tracks the submission of quarterly PERS.  PERS received the 15th day of the month 
following the quarter may be considered late.  Fiscal Analysts are required to send a letter 
notifying the CBO it is delinquent in the submission of PERS.  Late submission of PERS may 
affect the fiscal VENDEX rating negatively. 
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Contracts 10,000 and under 
A CBO with a contract of $10,000 or less has the option of submitting PERS monthly, quarterly or 
one PERS for the full amount.   
 
Payment Information/CCMS E-mail Availability 
DYCD is offering a computerized service that allows CBOs to electronically obtain their Expense 
and Payment History Reports for payment identification of DYCD Electronic Funds Transfer 
(EFT).  This service may be helpful to CBOs with multiple DYCD contracts.  It will allow them to 
identify the contract and payment amount for the PERS processed.  To participate, please register 
through our website, http://www.nyc.gov/html/dycd//html/resources-pers.html
 
Reimbursement of PERS  
Reimbursement for a properly prepared PERS should be received within 20-25 days of 
submission date to DYCD. 
 
Blank PERS 
CBOs may obtain Blank PERS from DYCD’s website, which is 
http://www.nyc.gov/html/dycd//html/resources-pers.html.  The original PERS must be 
submitted with two original signatures.  CBOs may develop their own PERS as long as it mirrors 
DYCD’s PERS format.  If the required fields are not on the PERS, the Fiscal Analyst may reject 
the PERS for resubmission in the correct format. 
 

OVERVIEW PROCESSING OF THE PERS BY DYCD 
The PERS are received; time stamped and logged in by DYCD/CAFD for tracking purposes.  It is 
then distributed to the appropriate Fiscal Analyst for processing.  The Fiscal Analyst reviews the 
PERS to determine whether expenses are appropriate, are within the scope of the contract, and are 
in compliance with DYCD’s policy and procedures.  If the PERS do not meet these requirements, 
the expenses are not eligible for reimbursement or are “disallowed.” 
 

If expenses are disallowed, a Status Report letter is sent to the CBO notifying them of the 
disallowance(s) and the reason(s) for the disallowance(s).  In the event that the discrepancy 
has been corrected, CBOs may resubmit the expense on the next upcoming PERS. 
 
PERS with substantial errors or omissions will be rejected by the Fiscal Analyst and returned 
to the CBO for correction. 

 
Important note: You will be rated on your VENDEX evaluation based on the accuracy of your 
PERS submission.  If you receive four or more status letters with major discrepancies, you may 
receive a Needs Improvement or Unsatisfactory rating.  
 
Once the Fiscal Analyst has finalized the PERS, a payment voucher is processed which can take 
approximately 5-7 business days for an EFT or check to be issued.  This occurs once the voucher 
has been issued to the City’s Financial Management System (FMS) for the Department of Finance 
to release payment. 
 
If a CBO is on CHECK HOLD, the PERS will be reviewed, but not paid until the deficiency or 
discrepancy is rectified. 
  

http://www.nyc.gov/html/dycd//html/resources-pers.html
http://www.nyc.gov/html/dycd//html/resources-pers.html
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An initial advance is issued once your contract is registered and will be recovered in the last 
quarter of the operating budget period approximately 1/3rd each month.  The Fiscal Analyst has 
the option to recover earlier, based on projected spending. 
 
DISALLOWANCES 
A Status Report Letter will serve as notification to a CBO of any and all disallowances.  This letter 
will detail the reasons for the disallowances and will reflect the adjusted approved expenses for the 
PERS processed. 
 
Claimed and/or documented expenditures for items neither budgeted nor allowable under DYCD 
federal, State and City guidelines will not be reimbursed. 
 
 
 
It is important for all CBOs to note that the review of PERS is thorough. If proper 
procedures are not followed or expenses are incurred which may not be appropriate for your 
contracted activities, DYCD may disallow these expenditures. The following are the types of 
expenses that will not be reimbursed by DYCD: 
 

• Purchase of land and buildings. 
 

• Taxes from which municipalities are exempt (Sales Tax, NYS Franchise Tax, Federal 
Unemployment Tax (FUTA). 

 

• Capital improvements, which are defined to mean the erection of substantial structures 
which are capital in nature, or the valuable additions to or valuable modifications of real 
estate; this includes expenditures for hard surfacing, cement installations, substantial 
repairs to a building, basic heating, lighting or sanitary equipment and installation, 
permanent outdoor lighting systems, fencing (except for partial fencing justified as a safety 
device), swimming and wading pools and tennis courts; 

 

• Personal membership fees in clubs or professional organizations and associations. 
 

• League franchise fees. 
 

• Salaries of personnel discharging law enforcement responsibilities, except juvenile aid 
 officers approved by the State Office of Children and Family Services, or salaries of an 
 employee who lacks the qualifications for the work, or who after a trial period is 
 considered by the Office of Children and Family Services to be unable to do satisfactory 
 work. 
 

• Interest and penalty costs. 
 

• Activities for which a fee is charged which would tend to exclude participants from 
attending. 

 

• Activities that are normally considered a part of the regular school curriculum. 
 

• Activities of a commercial nature. 
 

• Expenditures for pre-paid payroll or consulting services.  The date on the check (pay date) 
must be on or after the period of service. 
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• Expenditure for fund raising activities. 

 

• Expenditures for stipends when used to replace existing staff and/or for the primary 
purpose of saving money by using low cost labor, and to avoid paying fringe benefits, or to 
replace other funding.  Special exceptions may be made in advance with approval from 
DYCD and Office of Children and Family Services, when no other sources are available 
and stipends are critical for the implementation of the program model. 

 
• Prizes other than inexpensive awards such as trophies, medals or ribbons. 

 
• Medical liability insurance and fire insurance on capitals structures. 

 
• Security Deposits. 
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INSTRUCTIONS FOR THE COMPLETION OF THE DYCD 
PROGRAM EXPENSE REPORT SUMMARY (PERS) 

 
 
 
The PERS is the financial statement used to report CBO expenses.  It is the instrument used to 
determine reimbursement amounts to the CBO on a monthly or quarterly basis.   
 
PERS submissions are required once the contract is registered.  The PERS reports are due by the 
10th day of the following month or quarter (Contracts less than $50,000 can submit PERS 
Quarterly)  A PERS report received after the 15th of the month or quarter may be recorded as a 
late submission. 
 
Blank PERS forms may be located and copied from the Appendix.  A CBO may use its own 
spreadsheet as long as all required information and fields are incorporated.  The PERS is available 
via internet on DYCD’s website at: http://www.nyc.gov/html/dycd//html/resources-pers.html.  
The PERS instructions on the website are for preparing PERS on Microsoft excel.   
 
Below are instructions if completing PERS Forms manually. 
 
PAGE 1 – FACE SHEET SUMMARY 
 
Complete the top portion of the PERS by indicating the CBO’s Name, DYCD ID#, Budget Code, 
and Budget Period.  
 
 

OST Providers Only:   Please enter the cash contribution budgeted and paid for in the month or 
quarter for which you are submitting PERS.  Please note that these expenses are in addition to the 
line item expenses reported on the PERS.  The fields are on the top portion of the PERS Form.  If 
there are no cash contributions, please reflect a zero.  
 
 
 

1. Enter the month and year for which expenditures are being submitted.  Quarterly 
submission of PERS must reflect the quarter being submitted. 

 
2. Enter your approved line item budget totals into the column Approved Budget Total. 

 
3. You must complete Pages 2 through 6 and reflect total expenses for each budget category 

on Page 1 into the column Expended this Period. 
 

4. The bottom section of the PERS should be completed and signed by the preparer and the 
Executive Director.  DYCD will only accept original PERS for process.  Please be sure to 
include the telephone number and extension where you can be contacted by the Fiscal 
Analyst. 

 
 
 
 
 
 
 
 

http://www.nyc.gov/html/dycd//html/resources-pers.html
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SALARIES AND WAGES 
 
PAGE 2 – FULL TIME 
Complete the top portion of the PERS by entering the CBO’s Name, DYCD ID#, Budget Code, 
and Budget Period.  
 
Complete all fields for each full-time employee paid: Check Number, Direct Deposit Number, 
Check Date, Payee Name, Title Code, Title, Payroll Period, Gross Salary and Total DYCD Cost.  
Enter total at the bottom of the page.  If additional space is needed, complete the appropriate Page 
2A-2E form. 
 
PAGE 3: PART TIME 
Complete the top portion of the PERS by indicating the CBO’s Name, DYCD ID#, Budget Code, 
and Budget Period.  
 
Complete all fields for each part-time employee paid: Check Number, Check Date, Payee Name, 
Title Code, Title, Payroll Period, Hourly Rate, Hours Worked, and Salary charged to DYCD. Enter 
total at the bottom of the page.  If additional space is needed, complete the appropriate Page 3A- 
3E form. 
 

Total Salaries and Wages 
The total salaries and wages for full-time and part-time staff should be entered on Page 1 Account 
Code 1100. 
 
 
Note: Salary titles must match budgeted titles on PERS.  Please ensure titles are identical when 
 claiming expenses to avoid disallowances.  Please be sure to allocate salaries within the 
 appropriate budget operating period and fiscal year. 
 
PAGE 4 – FRINGE BENEFITS 
Complete top portion of the PERS by indicating the CBO’s Name, DYCD ID#, Budget Code, and 
Budget Period.  
 
Complete the field for each check issued: Check Number, Check Date, Period Covered, Payee 
Name, Type of Fringe Benefits, Amount of Check and Amount Chargeable to DYCD.  Transfer 
total to Page 1 Account Code 1200.  
 

PAGE 5 – NON STAFF SERVICES 
Complete top portion of the PERS by indicating the CBO’s Name, DYCD ID#, Budget Code, and 
Budget Period.  
 
Enter the appropriate Account Code (Consultants, Sub-Contractors, Stipends, Vendors and Fiscal 
Conduit).  Enter the Check Number, Date, Service Period Covered, Payee Name, Title Service, 
and Number of hours/days if applicable, amount of check, amount chargeable to DYCD. Each 
category should be totaled and transferred by Account Codes, 2100, 2200, 2300, 2400 and 2500 to 
Page 1.  
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PAGE 6 – OTHER THAN PERSONNEL SERVICES 
Complete top portion of the PERS by indicating the CBO’s Name, DYCD ID#, Budget Code, and 
Budget Period.  
 
This Page is for all OTPS Categories.  Each Category must be sorted by account code order.  Enter 
all fields for each check.  Enter the appropriate account code for each OTPS category, Consumable 
Supplies – 3100, Equipment Purchase – 3200, Equipment Other – 3300, Space Rental – 3410 or 
3420, Travel 3500, Utilities & Telephone-3600, Other Costs –3710 or 3720.  Total each Account 
Code and transfer to the appropriate OTPS category on Page 1.  
 
Please Note:  
Indirect Cost 3720 – detailed description is not required report the monthly or quarterly prorated 
amount.  Submit prorated expenses based on your budget operating period.     
 
Van Maintenance – 3800 and Fiscal Agent Services – 3900 are a centrally administered cost.  
These categories are not reimbursable and should not be reflected on the PERS 
 
Equipment Purchased must be listed separately and the description for each equipment item 
must include the make, model and serial number for all equipment $200.00 and over. 
 
 
Please review Section One of the Fiscal Manual – Budget Overview for a description of 
expenses to be charged to the appropriate budget categories. 
 
Special Conditions for Reimbursement of PERS 
 

• Contract Amendment (Increase of Budget) 
Expenditures for an amendment (resulting in a budget increase) that has not been registered, 
should not be included on the PERS.  You may only reflect expenses within the original 
registered budget.  Once you have been notified that the amendment has been registered, you may 
submit expenses for all related and retroactive costs on the next PERS submission.  PERS will be 
reviewed and analyzed based on the original budget, until the amendment is registered.  Expenses 
over the original budget will be disallowed. 
 

• Retainage/Outcome Based Contracts: 
DYCD may include a clause in the contract that requires DYCD to retain a percentage of the 
contract until it has been determined that the programmatic goals have been achieved.  You will be 
reimbursed based on approved expenses less the retainage percentage.  During the last quarter of 
the Fiscal Year or budget operating period, DYCD will begin to recover the initial advance, 
normally 1/3rd each month.  The retainage will be paid by Contract Agency Finance when 
Program Operations has authorized and released the amount based on CBO’s performance. 
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• Public/Private Match Contract – Payment Process 
 
For contracts negotiated with Public/Private Match Percentages Only: 
The PERS for the Public Private Match contract will be processed as indicated in the PERS 
instructions. The CBO will submit 100% of its expenses (the DYCD share and the Public /Private 
Match share).  The CBO will be reimbursed based on the percentage applicable to the DYCD share 
as negotiated in their contract.   
 

• OST Contracts – Payment Process 
 
Effective July 1, 2007 OST contracts will be paid up to 90% of the budget amount or approved 
expenses, whichever is less.  Ten percent of the approved budget amount will be withheld and 
become a penalty in the event that the CBO’s outcomes have not been met.  A penalty, if 
applicable, is determined by Program Operations and may range from 1% to 10% of the approved 
budget amount. 
 

• OST Public/Private Match Contracts – Payment Process 
 

OST CBOs with Public Private Match contracts will be reimbursed 76.923077% of approved 
expenses. The CBO will submit 100% of its expenses which include the DYCD share 76.923077% 
and the Public Private Match share 23.076923%. 
 
These contracts will be paid up to 90% of the DYCD share.  Ten percent will be held and become 
a penalty in the event that the CBO’s outcomes have not been met.  The penalty, if applicable, is 
determined by Program Operations and may range from 1% to 10% of the DYCD share. 
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YEAR END CLOSE OUT 
End Date For Reimbursement Submissions 
The CBO must receive goods and services by the last day of the budget operating period.  
Employer’s FICA and New York State Unemployment Insurance (SUI) expenses applicable to 
salary expenditures incurred and paid through the last day of the contract period must be included 
in that period.  Any expenditure made for goods and services which are received after the last day 
of the contract/budget period, even if authorized in that contract period’s budget, will NOT be 
accepted as an authorized expenditure.  DYCD cannot reimburse CBOs for those expenditures. 
 
Deadline For Submission Of Final PERS: 
The deadline for a FINAL PERS is no later than (60) sixty days after the end date of the budget. 
Budget Periods with an end date of June 30, XXXX have a deadline of August 31, XXXX.  
Failure to meet this deadline will result in the rejection and disallowance of all expenses 
accounted for in the late report. 
 
Unpaid Bills: 
PERS may be submitted in the last month of your operating period or in the month following the 
end of your contract period.  An Unpaid Bill(s) PERS is filled out on a regular PERS form.  The 
top portion should state in bold letters “UNPAID PERS”.  This report should only reflect bills that 
have not been paid.  Do not include paid expenditures.  This “UNPAID PERS”will be reviewed 
and a payment voucher will be processed.  These expenditures will not be applied against your 
total contract expenses until a final PERS has been accepted. 
 
Once the bills are paid by the CBO, a FINAL PERS must be submitted with the check numbers 
and all the required data for expenses reported on the “UNPAID PERS”. 
 
Refunds Due: 
Any balance of funds issued by DYCD and not accounted for by an approved expenditure is a 
Refund Due to DYCD.  CBOs should make a refund due check payable to the Department of 
Youth and Community Development.  The check should be sent to the DYCD/CAFD 156 William 
Street, 6th Floor, New York, N.Y.  10038-2609. 
 
Close Out Letter And Financial Recap Form 
At the end of the close out cycle (60 days after end date of the budget) a Fiscal Analyst will 
officially close out the contract.  A Close Out Letter and a Financial Recap Form reflecting 
approved expenditures for each month and all payments issued from DYCD will be mailed to the 
CBO. It is extremely important that the CBO verify its expenditures and payments against the 
Financial Recap Form for discrepancies. 
 
The Close Out Letter will inform you in writing of the amount owed to DYCD.  You have (10) 
days to issue a check to DYCD for the refund due amount.  If the refund due amount is not 
received, you will automatically be placed on Check Hold. 
 
If a check was not received, notify your Fiscal Analyst immediately by telephone and e-mail. 
A request will be made to the Department of Finance to place a stop payment and reissue a new 
check.  If you have a discrepancy in expenditures, you must submit a written appeal letter (attach a 
Final PERS with the expenditures in question).  The letter should have a detailed explanation of 
the problem, and be sent to the Contract Agency Finance Department.   
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Refund Due - Non-Responsive Letter 
You will receive a follow-up (Non-Responsive) letter if you have not sent a check or 
accountability, in response to the Close Out Letter.  If you do not respond within 10 days, your 
contract will be referred to DYCD’s Office of Legal Affairs for collection. 
 
Collection Procedures 
At DYCD’s option, the amount of your current contract may be reduced by the amount of the 
outstanding debt.  In addition to securing the outstanding debt, the CBO may be referred for 
Caution Rating in the VENDEX system.  This rating may have a negative impact upon the CBO’s 
ability to secure future funding with DYCD and other City agencies.  CBOs having a poor 
VENDEX rating may be mandated to utilize the services of DYCD’s Fiscal Agent. 
 
 

Close Out Procedures for Terminated CBOs 
Upon receipt of a termination notice and effective date of termination, the CBO shall comply with 
all applicable DYCD closeout procedures, which include, but are not limited to the following: 
 
• CBO shall submit PERS accounting for expenditures prior to termination date. 
 
• Any balance of funds not accounted for by an approved expenditure is to be refunded 
 to DYCD. 
 
• Comply with guidelines outlined in Section Four of this Manual pertaining to 
 Relinquishments of Equipment. 
 
• CBO assigned a DYCD Van will immediately surrender the Van to DYCD pursuant to 
 Paragraph 12(C) of the Van License agreement. 
 
• Central Insurance Program (CIP) will be canceled effective the date of termination.  Claims 
 will not be accepted past termination date. 
 
 

VENDEX EVALUATION 
DYCD will conduct on-going assessments of your fiscal and programmatic performance. This 
assessment will be rated and reported on the City of New York’s VENDEX System. The Financial 
portion of your rating is based upon your CBO’s ability to submit timely and accurate monthly 
expenditure reports (PERS).  In addition, an evaluation of your organization’s ability to maintain 
financial books and records in accordance with generally accepted accounting procedures may be 
conducted. This evaluation will assess your organization’s capacity to maintain an internal control 
structure with reasonable assurances that its assets are safeguarded against loss or misuse. 
 
 
A Fiscal Field Review Questionnaire is the tool utilized by DYCD in conducting this assessment. 
CBOs found to be deficient in the conduct of their financial duties may receive poor VENDEX 
ratings and be recommended for Fiscal Agent Services.  
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SECTION NINE: 
CENTRAL INSURANCE PROGRAM 

FOR FUNDED CBOs 
 

PARTICIPATING IN THE 
 

CENTRAL INSURANCE PROGRAM (CIP)  
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GENERAL LIABILITY INSURANCE OVERVIEW 
 
• All DYCD CBOs have the option of participating in the Central Insurance Program.  
 (CIP) The insurance premium of 4.5% is automatically deducted by DYCD from your total 
 budget, for each contract and each amendment thereafter. The 4.5% is a non-reimbursable 
 expenditure. General Liability Insurance coverage is provided to those CBOs under contract 
 with DYCD who elect the option to participate in the Central Insurance Program. 
 
• The General Liability policy provides coverage limited to $1 million dollars per occurrence 
 for incidents that occur in connection with the program activities set forth in the CBO’s 
 contract with DYCD.  This includes the defense of claims or suits resulting from bodily 
 injury suffered by program participants or members of the public or from property damage 
 caused by the negligence of the program to other than program property.  This insurance does 
 not include allegations of Child or Sexual Abuse. 
 
• The CBO must notify the DYCD Office of Legal Affairs of any incident or allegation of abuse 
 of a program participant by any of the Contract’s administrators or staff, including both paid 
 and volunteers.  Notification is to be submitted on DYCD’s Incident Report Form.  (See  
 Appendix) 
 
 The term “abuse” refers to any physical, sexual, emotional or verbal abuse, or any other 
 maltreatment of a program participant.  Compliance with this reporting requirement does not 
 satisfy any other legally mandated reporting of abuse, such as the NYS Central Register of 
 Child Abuse and Maltreatment. 
 
 
 
 

A. SPECIAL ACCIDENT INSURANCE 
 
 Central Insurance Program 
• A Special Accident Insurance Policy covers verifiable medical expenditures for non- 
 employees injured in the program, who are authorized to participate in the program activities 
 set forth in the CBO’s contract with DYCD.  The policy will cover medical bills up to $5,000 
 per incident and dental bills up to $2,500 per incident for program participants. 
 

 Claim Procedures 
• Claims under the Special Accident Insurance policy arise out of the normal operations of a 
 program.  All injuries, however slight, to any program participant, volunteer, visitor, or others 
 must be reported on a DYCD Incident Report Form.  A DYCD Incident Report Form must be 
 on file with DYCD before submission of any medical bills.  (See Appendix for Incident 
 Report Form) 
 
 Original medical and dental bills must be submitted with a copy of the Incident Report Form 
 that was submitted to DYCD previously. 
 
 Payment of medical and dental bills takes approximately three months after submission to 
 DYCD. 
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B. WORKERS’ COMPENSATION AND DISABILITY INSURANCE 
 
 Central Insurance Program 
 
• Workers’ Compensation covers injuries suffered by employees while on the job.  This 
 only pertains to employees who are listed on your DYCD budget. 
 
• Disability benefits to employees listed on your DYCD budget are provided in a non-work 
 related illness or injury causing disability. 
 
• Coverage is provided through the Citywide Central Insurance Program and the following 
 procedures should be adhered to: 
 
  Submission of the Employer’s Report of Injury (C-2 Form); and,  
  Submission of DB-40 Form for Disability 
 
 The above forms are to be obtained and submitted to the Central Insurance Program. 
 

Mayor’s Office of Operations 
Central Insurance Program 

220 Church Street  -  Room 321 
New York, New York  10013 

Tel:  (212)  788-7600 
 
  The CBO must also notify DYCD when hiring a new staff member by completing and 
returning a Central Insurance Program – Individual Enrollment Form (See Appendix).  In 
addition, when an employee is terminated or resigns from the CBO, the CBO must then complete a 
Termination Roster ( See Appendix).  The completion of this roster will ensure that the name(s) of 
former employees are removed from the Central Insurance Program.  In both instances, the forms 
are to be completed and returned to: 
 
 

Department of Youth and Community Development 
Contract Agency Finance Department 

156 William Street, 6th Floor 
New York, New York 10038-2609 

 
 

C. EQUIPMENT INSURANCE 
 

 Central Insurance Program 
 
• CIP covers equipment which is purchased or leased with DYCD funds.  If this equipment is 
 stolen or damaged, through standard perils such as burglaries, vandalism, fire or floods, 
 this loss will be covered by CIP.   There is a $500.00 deductible per loss. 
 
• A DYCD Equipment Loss Form must be completed (See Appendix) as well as a Police 
 Report and submitted to DYCD for processing. 
 
• No claims can be submitted for processing if over 20 days from the date of the incident. 
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AUDIT PROCEDURES 
Certified Public Accountant (CPA) Audit Requirements 
 
• CPA Requirement for Contracts With Total Funding Over $75,000 
 CBOs having an aggregate funding of over $75,000 will be audited by a CPA firm contracted 
 by DYCD.  The objective of a CPA Audit is to ensure that the CBO and the Auditor adhere to 
 the procedures outlined in the DYCD Fiscal Manual and the contract(s).  The Auditor performs 
 random verification checks of the expenditures claimed on the PERS.  The audit is performed 
 after the fiscal year is completed and executed exclusively for the DYCD contracts.  Therefore, 
 the amount of the expenditures, monies received and due to either DYCD or the CBO are 
 verified.  All findings and questioned costs must be noted and determined to be material or 
 non-material.  All questioned costs must be researched to determine if DYCD accepted the 
 claim, whether the questioned cost was noted in the Fiscal Field Review and if it was 
 corrected.  The CBO is then notified of the findings and questioned costs.  Please note any 
 unresolved questioned cost(s) may have to be reimbursed to DYCD. 
 
 
• CPA Requirement for Contracts With Total Funding From $25,000 To $75,000 
 CBOs whose aggregate funding is between $25,000 and $75,000 will be responsible for 
 providing DYCD with a copy of a CPA audit.  The CPA audit must be submitted to the 
 attention of the Director of Audit, Department of Youth and Community Development, 
 156 William Street, 3rd Floor, New York, New York 10038-2609. 
 
 
• A133 – Audit Federal Requirements 
 CBOs receiving more than $500,000 in federal funds from all sources are required to 
 have an audit done in accordance with Office of Management and Budget Circular No. A-133. 
 
 

Audit Verification Forms 
CPA Auditors requesting verification of expenses, payments, federal funds source and CFDA 
numbers should address their request to the attention: DYCD/CAFD, 156 William Street, 6th Floor, 
New York, New York 10038-2609. 
 
 
FISCAL FIELD REVIEWS (FFR) 
A Fiscal Field Review occurs in the current fiscal year for providers whose contracts are valued at 
$25,000 or more.  An FFR is a study and an evaluation of the CBO’s system of internal accounting 
and administrative controls.  The objective of the FFR is to ensure that CBOs adhere to the 
procedures outlined in the DYCD Fiscal Manual and the actual signed contract(s).  The FFR notes 
both administrative and fiscal findings.  Some minor findings can be resolved before a Corrective 
Action Letter is generated.  If these findings cannot be resolved or if there are major findings, 
further action will be required.  This may include a request for a Corrective Action Plan and 
possible fiscal Check Hold.  (See Appendix for a sample of the Fiscal Field Review 
Questionnaire) 
 
 
 
 
 
 



 42

APPENDIX 
 

 Appendix Forms: 
 1. Program Budget Summary  
 2. Budget Instructions  
 3. Title Codes 
 4. Budget Reminders for CBOs 
 5. Space Rental - Cost Allocation Plan 
 6. Audit Cost Allocation Plan 
 7. Certificate of General Liability Insurance  
 (Sample: For CBOs NOT Participating in the Central Insurance Program-CIP) 
 8. Consultant Agreement  
 9. Consultant Time Sheet (Optional) 
10. Subcontract Agreement 
11. Stipend Voucher (Optional) 

12. Budget Modification Form / Budget Modification Instruction Sheet 
13. ACH Vendor Payment System Enrollment Form- (EFT - DIRECT DEPOSIT) 
14. Fiscal Conduit – Sub Recipient Service Provider Agreement Form – Forthcoming 
15. Income Generating Questionnaire 
16. Mileage Log  
17. Petty Cash Reimbursement Expense Voucher (Optional) 
18. Program Expense Report Summary (PERS)  
19. Field Review Questionnaire – (Section 1 - 4) 

 
FORMS FOR CBOs PARTICIPATING IN CIP: 

20. Enrollment Application for Disability & Worker’s Compensation Coverage Only  
21. Staff Termination Roster 
22. Equipment Loss Form 
23. Incident Report Form 
 
 
 
DEFINING ACRONYMS FREQUENTLY USED: 
ACCO: Agency Chief Contracting Officer 
CAFD: Contract Agency Finance Dept. 
CBO: Community Based Organizations 
CIP: Central Insurance Program 
DYCD: Department of Youth and Community Development 
EFT: Electronic Fund Transfer/ Direct Deposit 
EIN #: Federal Employer Identification Number 
FMS: Financial Management System  
PERS: Program Expense Report Summary 
OTPS: Other Than Personnel Services 
SUI: State Unemployment Insurance 
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