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Introduction

This manual sets forth the policies and procedures used by insert Agency/District name 
Career Visions NY (herein, CVNY) (the Agency/Agency/District) to administer federal 
funds.  The manual contains the internal controls and grant management standards used by 
CVNY to ensure that all federal funds are lawfully expended.  It describes in detail CVNY's 
nancial management system, including: 

· Policy on Internal Controls (p. 3)

· Policy on Travel (pgs. 9)

· Policy on Procurement & Purchases (pgs. 14)

· Equipment Inventory Control Policy and Procedures (p. 20)

· Policy on Records Retention (pgs. 22)

· Policy to Safeguard against Supplanting (p. 24)

· Fraud Detection & Prevention Policy and Procedures (p. 25)

· Protocol to Report Fraud (p. 29)

The manual contains descriptions of cash management procedures, procurement policies; 
inventory management protocols; procedures for determining the allowability of 
expenditures; time and effort reporting; record retention; and sub-recipient monitoring 
responsibilities. New employees of CVNY, as well as incumbent employees, are expected to 
review this manual to gain familiarity and understanding of CVNY's scal rules and 
practices.  

Career Visions NY is a New York State-based, capacity-building consulting rm whose 
mission is to make our community a better place to live by strengthening youth, families, 
and the agencies that serve them.

Career Visions NY supports youth, parents and families through a variety of youth 
programs parent/family engagement initiatives and . These services are in ve areas: career 
explorations, community organizing, cultural education, nancial education, and 
relationship education.

Career Visions NY supports nonprots, institutions of higher education, school districts, 
youth bureaus and other government agencies through , customized staff trainings
curriculum development fund development strategic planning services,  and  that build their 
capacity to serve youth, parents and families.

Since its inception in 2009, Career Visions NY has educated more than 23,500 K-12th grade 
students and their families; trained more than 600 teachers and other direct service staff; 
strengthened nearly 50 different government and nonprot agencies; and raised nearly $45 
million in government funding to advance its mission. This academic year, we are serving 

2

https://communitychangeinc.com/educational-programs/
https://communitychangeinc.com/educational-programs/
https://communitychangeinc.com/parent-and-family-engagement/
https://communitychangeinc.com/professional-development-service/
https://communitychangeinc.com/college-courses-and-curriculum-development/
https://communitychangeinc.com/fund-development/
https://communitychangeinc.com/organizational-development/


I.   Financial Management System 

CVNY maintains a proper nancial management system in order to receive federal 
education grants and to expend funds associated with a grant award.  

A. The standards for nancial management systems are found at 2 C.F.R. § 200.302.  The 
required standards include:

Identication of Awards - CVNY identies in its accounts, all federal awards received and 
expended and the federal programs under which they were received. Federal program and 

st
award identication must include, as applicable, the CFDA title and number (for 21  CCLC 

st
it is Title IV Part B #84287), federal award identication number and year (For 21  CCLC the 
project number is 0187-XX-XXXX-add your assigned project number where Xs 

stappear227031), and name of the federal agency (For 21  CCLC it is the US Department of 
stEducation, and, if applicable, name of the pass-through entity (For 21  CCLC it is the New 

York State Education Department). This is the only local, state or federally funded program 
of CVNY. 

Financial Reporting - Accurate, current, and complete disclosure of the nancial results of 
each federal award or programs must be made in accordance with the nancial reporting 
requirements set forth in the Education Department General Administrative Regulations 
(EDGAR).   

Accounting Records - CVNY must maintain records which adequately identify the source 
and application of funds provided for federally-assisted activities. These records must 
contain information pertaining to grant or subgrant awards, authorizations, obligations, 
unobligated balances, assets, expenditures, income and interest and be supported by source 
documentation.   

Policy on Internal Controls - Effective control and accountability must be maintained for all 
funds, real and personal property, and other assets. CVNY safeguards all such property and 
must assure that it is used solely for authorized purposes. 

“Internal controls” are tools to help program and nancial management team achieve 
results and safeguard the integrity of their program. Internal controls should be designed to 
provide reasonable assurance that the following objectives are achieved:

· Effectiveness and efciency of operations; 

· Adequate safeguarding of property;

· Assurance property and money is spent in accordance with grant program and to 
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further the Selected objectives; and

· Compliance with applicable laws and regulations. 

CVNY's internal controls consist of its oversight body, management, and other personnel 
that provides reasonable assurance that its contract objectives will be achieved. CVNY 
adapts the Government Accountability Ofce's ve standards for internal controls in 
managing grants, participating in monitoring visits, and making grant related decisions:

�����· Control Environment - The foundation for an internal control system. It provides 
the discipline and structure to help an entity achieve its objectives. 

�����· Risk Assessment - Assesses the risks facing the entity as it seeks to achieve its 
objectives. This assessment provides the basis for developing appropriate risk 
responses. 

�����· Control Activities - The actions management establishes through policies and 
procedures to achieve objectives and respond to risks in the internal control 
system, which includes the entity's information system. 

�����· Information and Communication - The quality information management and 
personnel communicate and use to support the internal control system. 

�����· Monitoring - Activities management establishes and operates to assess the quality 
of performance over time and promptly resolve the ndings of audits and other 
reviews. 

CVNY's system of internal controls is supported by best practices including, but not limited 

to:

�����· Safeguarding Assets – Assets and records must be kept secure at all times to 

prevent unauthorized access, loss or damage.  The security of assets and records is 

essential for accurate operations.

�����· Safeguarding Condential Information – Ensure the security and condentiality 

of personal and private information, protect against any anticipated threats to its 

security or integrity, and guard against unauthorized access and use.

�����· Review and Approval – Review and approval of internal processes should be 

obtained from a knowledgeable and independent party.

�����· Timeliness – Make all efforts to meet prescribed deadlines and prioritize critical 

work to avoid nes and negative impacts on operational processes.

�����· Documentation – Provide evidence for transactions to support accuracy and 

consistency.

CVNY's internal control system of accountability includes all the plans and actions that 

assure reasonable control over operations. Control activities, which occur throughout the 
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organization at all levels and functions, help ensure that necessary actions are taken to 

address risk while achieving the organization's objectives.  Internal controls are owned by 

the individuals performing the organization's operations and every employee is responsible 

for ensuring that the program is effective in achieving the organization's mission. Employee 

competence and professional integrity are essential components of a sound internal control 

program.

Reasonable assurance is a concept that recognizes the cost of internal controls should not 

exceed the benets.  Employees must use judgment and estimates to assess cost, benet, and 

risk and develop controls that support achievement of goals and adequately safeguard 

assets, provide reliable information, and meet compliance requirements.
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B. Accounting Records

Budget Control

Expenditures must be aligned with approved budgeted items.  CCI monitors its nancial 
performance by comparing and analyzing actual results with budgeted results.  

CVNY's Executive Director and scal management team will meet and communicate 
regularly to ensure appropriate monitoring of the 21st CCLC budget and expenses. They 
manage a system of internal controls to ensure the alignment of expenses with the 
approved budget. Supporting documents for payment requests (i.e. bills, receipts, 
timesheets) are submitted in advance to the director, who only approves requests that 1. 
Are allowable. 2. are affordable. 3. are reasonable. and 4. supplement, and do not 
supplant, existing activities and services. The director forwards approved requests to the 
scal manager for payment. Only requests for State-approved line items for which funds 
are available are paid. The Executive Director, Director of Finance & Human Resources, 
and the Director of Administration, among others, will attend all required bi-annual 
professional development events.

Amending the Budget

CVNY will obtain any approvals, as required, for any changes or variations from approved 
budgets and grant applications. The scal team along with the program director reviews 
expenses to date, projected expenses, including xed costs, and factors in student 
attendance projections, which impacts the nal budget, to make budget amendments up to 
twice annually. CVNY must then receive approval from New York State Education 
Department (NYSED), the non-federal awarding agency as per the following guidance 
which can be found here: 

  http://www.oms.nysed.gov/cafe/guidance/guidelines.html#general

 Form FS-10-A - Proposed Amendment for a Federal or State Project is used to:

· Request prior approval from SED for budget changes to federal or state funded 
grants. 

· Enable both the local agency and SED to maintain an accurate and up-to-date record 
of approved changes in a budget. 

Instructions:

· The following changes to a budget must receive prior approval from SED: 

������· An increase in any budget category (salaries, purchased services, travel, etc.) by more 
than 10 percent or $1,000, whichever is greater. 

· Addition of equipment items having a unit value of $5,000 or more. 
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· Material changes to personnel positions. 

· Addition of minor remodeling. 

· An increase in the total budget amount. 

· The FS-10-A may be submitted at any time between the date the grant receives 
the written approval of SED and the approved termination date of the grant as 
long as prior approval requirements are met. However, SED program 
managers may set an earlier nal date for submittal of budget amendment 
forms. Please check with the appropriate program ofce regarding possible 
deadlines. 

· The date of receipt of an amendment is the earliest possible funding date for 
encumbrances based on that amendment. Amendments may not be 
submitted after the grant's end date. 

· Amendments should be submitted directly to the SED ofce responsible for 
program administration. Approved amendments are then forwarded to 
Grants Finance. The necessary changes will be made to Grants Finance 
records and a copy of the approved amendment will be returned to the local 
agency. 

· Use Form FS-10-A for all amendments regardless of whether original budget 
was submitted on Form FS-10 or FS-20. 

B.  Allowability of Costs

When determining how CVNY will spend its grant funds, its Executive Director, Program 
Director and scal team will review the proposed cost to determine whether it is an 
allowable use of federal grant funds. All costs supported by federal education funds must 
meet the standards outlined in EDGAR 2 CFR Part 200, which are provided in the bulleted 
list below.  Agency/District must consider these factors when making an allowability 
determination.    

· Be Necessary and Reasonable for the performance of the federal award. A cost is 
reasonable if, in its nature and amount, it does not exceed that which would be 
incurred by a prudent person under the circumstances prevailing at the time the 
decision to incur the cost was made.  For example, reasonable means that sound 
business practices were followed, and purchases were comparable to market prices.  

When determining reasonableness of a cost, consideration must be given to:

§ Whether the cost is a type generally recognized as ordinary and necessary for 
the operation of CVNY or the proper and efcient performance of the federal 
award.

§ The restrains or requirements imposed by factors, such as:  sound business 
practices; arm's-length bargaining; federal, state and other laws and 
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regulations; and terms and conditions of the federal award.

§ Market prices for comparable goods or services for the geographic area.

§ Whether the individuals concerned acted with prudence in the circumstances 
considering their responsibilities to CVNY, its employees, its students, the 
public at large, and the federal government.

§ Whether CVNY signicantly deviates from its established practices and 
policies regarding the incurrence of costs, which may unjustiably increase 
the federal award's cost.  2 C.F.R. §200.404

A cost is necessary based on the needs of the program.  When determining whether a cost is 
necessary, consideration may be given to:

§ Whether the cost is needed for the proper and efcient performance of the 
grant program.

§ Whether the cost is identied in the approved budget or application.

§ Whether there is an educational benet associated with the cost.

§ Whether the cost addresses program goals and objectives and is based on 
program data.

· Allocable to the federal award.  A cost is allocable to the federal award if the goods 
or services involved are chargeable or assignable to the federal award in accordance 
with the relative benet received.  2 C.F.R. §200.405.  

· Consistent with policies and procedures that apply uniformly to both federally-
nanced and other activities of CVNY.

· Conform to any limitations or exclusions set forth as cost principles in Part 200 or 
in the terms and conditions of the federal award.

· Consistent treatment.  A cost cannot be assigned to a federal award as a direct cost if 
any other cost incurred for the same purpose in like circumstances has been assigned 
as an indirect cost under another award.

· Adequately documented.  All expenditures must be properly documented.

· Be determined in accordance with general accepted accounting principles 
(GAAP), unless provided otherwise in Part 200.
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· Not included as a match or cost-share, unless the specic federal program 
authorizes federal costs to be treated as such.  Some federal program statutes 
require the non-federal entity to contribute a certain amount of non-federal resources 
to be eligible for the federal program.

· Be the net of all applicable credits.  The term “applicable credits” refers to those 
receipts or reduction of expenditures that operate to offset or reduce expense items 
allocable to the federal award.  Typical examples of such transactions are: purchase 
discounts; rebates or allowances; recoveries or indemnities on losses; and 
adjustments of overpayments or erroneous charges.  To the extent that such credits 
accruing to or received by the state relate to the federal award, they shall be credited 
to the federal award, either as a cost reduction or a cash refund, as appropriate.  2 
C.F.R. §200.406. 

Selected Items of Cost

Part 200 examines the allowability of 55 specic cost items (commonly referred to as Selected 
Items of Cost) at 2 C.F.R. §§ 200.420-200.475.  These cost items are listed in the chart below 
along with the citation where it is discussed whether the item is allowable.  Please do not 
assume that an item is allowable because it is specically listed in the regulation as it may be 
unallowable despite its inclusion in the selected items of cost section.  If an item is 
unallowable for any reason, federal funds cannot be used to purchase it.

The selected item of cost addressed in Part 200 includes the following (in alphabetical 
order):

Item of Cost Citation of Allowability 
Rule 

Advertising and public relations costs 2 CFR § 200.421 

Advisory councils 2 CFR § 200.422 

Alcoholic beverages 2 CFR § 200.423 

Alumni/ae activities 2 CFR § 200.424 

Audit services 2 CFR § 200.425 

Bad debts 2 CFR § 200.426 

Bonding costs 2 CFR § 200.427 

Collection of improper payments 2 CFR § 200.428 

Commencement and convocation costs 2 CFR § 200.429 

Compensation – personal services 2 CFR § 200.430 

Compensation – fringe benets 2 CFR § 200.431 

Conferences 2 CFR § 200.432 

Contingency provisions 2 CFR § 200.433 

Contributions and donations 2 CFR § 200.434 
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Defense and prosecution of criminal and civil 
proceedings, claims, appeals and patent infringements 

2 CFR § 200.435 

Depreciation 2 CFR § 200.436 

Employee health and welfare costs 2 CFR § 200.437 

Entertainment costs 2 CFR § 200.438 

Equipment and other capital expenditures 2 CFR § 200.439 

Exchange rates 2 CFR § 200.440 

Fines, penalties, damages and other settlements 2 CFR § 200.441 

Fund raising and investment management costs 2 CFR § 200.442 

Gains and losses on disposition of depreciable assets 2 CFR § 200.443 

General costs of government 2 CFR § 200.444 

Goods and services for personal use 2 CFR § 200.445 

Idle facilities and idle capacity 2 CFR § 200.446 

Insurance and indemnication 2 CFR § 200.447 

Intellectual property 2 CFR § 200.448 

Interest  2 CFR § 200.449 

Lobbying 2 CFR § 200.450 

Losses on other awards or contracts 2 CFR § 200.451 

Maintenance and repair costs 2 CFR § 200.452 

Materials and supplies costs, including costs of 
computing devices 

2 CFR § 200.453 

Memberships, subscriptions, and professional activity 
costs 

2 CFR § 200.454 

Organization costs 2 CFR § 200.455 

Participant support costs 2 CFR § 200.456 

Plant and security costs 2 CFR § 200.457 

Pre-award costs 2 CFR § 200.458 

Professional services costs 2 CFR § 200.459 

Proposal costs 2 CFR § 200.460 

In order for a cost to be allowable, the expenditure must also be allowable under the 
st stapplicable program statute (e.g., 21  CCLC program), allocated on the approved 21  CCLC 

budget and approved by the Program Director and Executive Director.

Frequent Types of Costs

Policy on Travel: Travel costs are the expenses for transportation, lodging, subsistence, and 
related items incurred by employees who are in travel status on ofcial business of a grant 
recipient.  Such costs may be charged on an actual cost basis, on a per diem or mileage basis 
in lieu of actual costs incurred, or on a combination of the two, provided the method used is 
applied to an entire trip and not selected days of the trip, and results in charges consistent 
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with those normally allowed in like circumstances in the recipient's non-federally funded 
activities and in accordance with the recipient's written travel reimbursement policies.  2 
C.F.R §200.474(a). 

Costs incurred by employees and ofcers for travel, including costs of lodging, other 
subsistence, and incidental expenses, must be considered reasonable and otherwise 
allowable only to the extent such costs do not exceed charges normally allowed by CVNY in 
its regular operations as the result of its written travel policy.  In addition, if these costs are 
charged directly to the federal award, documentation must be maintained that justies that 
(1) participation of the individual is necessary to the federal award; and (2) the costs are 
reasonable and consistent with CVNY's established policy.  2 C.F.R §200.474(b).     

In New York State (From NYSED website 
http://www.oms.nysed.gov/cafe/guidance/guidelines.html#general

Travel and Meals 

In general, employees' reimbursement from state or federal grants is limited to the following 
and the requests must be approved by management: 

· The actual or per diem cost of meals , not to exceed the maximum allowable 
federal per diem rate;

· The actual cost of lodging, not to exceed the current federal rate in the locale to 
which the employee is traveling; 

· The actual cost of coach airfare;

· Actual mileage in a personal vehicle;

· The cost of a rental car and gasoline; 

· Other necessary travel costs (such as cabs, tips, business related baggage fees, tolls, 
and parking). 

Allowable  Expenses 

Airfare: Calculate based on actual expenses, not to exceed the standard commercial rate. A 
domestic airline must be used if the expense is to be reimbursed with federal funds (unless 
one is not available).  Rates above standard commercial rate (such as for rst class) are only 
allowable based on the OMB concepts on page 2 (for example, for medical reasons) and must 
be approved by management. 

Hotel and lodging:  Lodging costs are reimbursed based on the actual cost.  Any costs above 
what would be considered a “reasonable” amount can be approved by management based 
on identiable extenuating circumstances and factors, such as: 
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1. No lower cost lodging available;

2. Benets of staying at a conference center or hotel where activities are taking place 
versus staying offsite; 

3. To avoid excessively long travel to and from work locations.

Meals and incidentals: Meals are reimbursed based on the actual cost or on a per diem basis. 
Incidentals are reimbursed based on the actual cost 

Tips and other costs:  Employees will only be reimbursed for reasonable costs, meaning 
those that meet the “prudent person test.” Employees are encouraged to tip at a rate of 15 
percent, and no more than 20 percent in tips will be reimbursed. 

Unallowable expenses:

1. Costs not related to the business portion of the trip (the extra cost of staying more 
days cannot be billed to our organization or to a grant); 

2. Travel costs for family members or dependents; 

3. Excessive costs and those that do not conform to OMB, grant agreements, or our 
organization's policies.

Direct and Indirect Costs

Determining Whether a Cost is Direct or Indirect: Direct costs are those costs that can be 
identied specically with a particular nal cost objective, such as a federal award, or other 
internally or externally funded activity, or that can be directly assigned to such activities 
relatively easily with a high degree of accuracy.  2 C.F.R. § 200.413(a).  Indirect costs are 
those that have been incurred for a common or joint purpose benetting more than one cost 
objective, and not readily assignable to the cost objectives specically benetted, without 
effort disproportionate to the results achieved.  2 C.F.R. § 200.56.  Costs incurred for the 
same purpose in like circumstances must be treated consistently as either direct or indirect 
costs.  2 C.F.R. § 200.413(a).  

The salaries of administrative and clerical staff should normally be treated as indirect costs.  
Direct charging of these costs may be appropriate only if all of the following conditions are 
met:

· Administrative or clerical services are integral to a project or activity;

· Individuals involved can be specically identied with the project or activity;

·    Such costs are explicitly included in the budget or have the prior written approval 
of the federal awarding agency; and

· The costs are not also recovered as indirect costs.  2 C.F.R. § 200.413(c).
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Indirect Cost Rate: CVNY does not have a separate indirect cost rate from that which is 
standardly dened by NYSED.  

From NYSED website 

http://www.oms.nysed.gov/cafe/guidance/guidelines.html#general

· Indirect Costs (Code 90)

Indirect costs can be broadly dened as central administrative costs and certain other 
organization-wide costs that are incurred in connection with a grant but that cannot 
readily be identied with the grant (e.g., payroll preparation, central purchasing). 
Indirect costs generated for a grant is calculated by applying the local agency's 
indirect cost rate to the modied direct cost base of the grant.  These funds are used to 
support the central administrative costs.

Indirect Cost Cap

LEAs and not-for-prots may include indirect costs in the budget. CVNY, as a for-
prot cannot and does not include indirect costs. Indirect costs are costs of activities 
that benet more than one program or objective and, therefore cannot be readily 
assigned to only one specic program or objective.  Indirect costs are generally 
classied under functional categories such as general maintenance and operation 
expenses, general ofce and administration expenses, general overhead expenses 
and other allowable general expenses.

D. Federal Cash Management Policy/Procedures

CVNY will comply with applicable methods and procedures for payment that minimize the 
time elapsing between the transfer of funds and disbursement by CVNY, in accordance with 
the Cash Management Improvement Act at 31 CFR Part 205.  CVNY receives payment from 
the [New York State Education Department on a reimbursement basis.  2 CFR § 200.305. 

From NYSED website 

http://www.oms.nysed.gov/cafe/guidance/guidelines.html#general

· The availability and amount of rst payments vary due to statutory, regulatory or 
stpolicy requirements;…In New York State, 21  CCLC sub grantees receive an 

automatic rst payment of 20% if they are a non-prot organization. For prot 
entities do not receive the 20% advance. 

· To request funds from a particular grant, local agencies must submit a Form FS-25 
Request for Funds.  The amount of funds requested at any one time may only include 
actual expenditures to date. While there is no requirement to submit the form once a 
month NYSED recommends that you submit the FS-25 on a regular basis to aid in the 
management of grant funds.
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However, if CVNY receives an advance in federal grant funds, CVNY will remit interest 
earned on the advanced payment quarterly to the federal agency.  CVNY may retain interest 
amounts up to $500 per year for administrative expenses.  2 CFR § 200.305(b)(9). According 
to guidance from the U.S. Department of Education (ED), when calculating the interest 
earned on ED grant funds, regardless of the date of obligation, interest is calculated from the 
date that the federal funds are drawn down from the G5 system until the date on which those 
funds are disbursed by the LEA. 

Any additional interest earned on federal advance payments deposited in interest-bearing 
accounts, that are above the $500 threshold, must be remitted annually to the Department of 
H e a l t h  a n d  H u m a n  S e r v i c e s  P a y m e n t  M a n a g e m e n t  S y s t e m  ( P M S )                                             
( ).https://pms.psc.gov/home.html

Interest would not accrue if the LEA uses nonfederal funds to pay the vendor and/or 
employees prior to the funds being drawn down from the G5 system, commonly known as a 
reimbursement.

Payment Methods

Reimbursements: CVNY will initially charge federal grant expenditures to nonfederal 
funds.

CVNY's Executive Director will request reimbursement for actual expenditures incurred 
under the federal grants. NYSED does not require, but recommends requesting 
reimbursement monthly if possible. Reimbursement requests will be submitted to the New 
York State Education Department via [Will provide] All reimbursements are based on actual 
disbursements, not on obligations. 

Consistent with state and federal requirements, CVNY will maintain source documentation 
supporting the federal expenditures (invoices, time sheets, payroll stubs, etc.) and will make 
such documentation available for the New York State Education Department review upon 
request. 

Advances: To the extent CVNY receives advance payments of federal grant funds, CVNY 
will strive to expend the federal funds on allowable expenditures as expeditiously as 
possible.  CVNY will hold federal advance payments in interest-bearing accounts, unless an 
allowable exception applies. CVNY will begin to calculate interest earned on cash balances 
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A.  Timely Obligation of Funds

When Obligations are Made

Obligations are orders placed for property and services, contracts and subawards made, and 
similar transactions during a given period that require payment by the non-Federal entity 
during the same or a future period.  34 C.F.R. § 200.71

The following table illustrates when funds are determined to be obligated under federal 
regulations:

If the obligation is for:  The obligation is made:  
Acquisition of property  On the date which CVNY makes a binding 

written commitment to acquire the property  
Personal services by  an employee of 
CVNY 

When the services are performed  

Personal services by a contractor who 
is not an employee of CVNY 

On the date which CVNY  makes a binding 
written commitment to obtain the services  

Public utility services  When CVNY receives the services 
Travel When the travel is taken  
Rental of property  When CVNY uses the property 
A pre -agreement cost that was 
properly approved by the Secretary 
under the cost principles in 2 CFR 
part 200, Subpart E-  Cost Principles.  

On the rst day of the project period.  

 
Period of Performance of Federal Funds

All obligations must occur on or between the beginning and ending dates of the grant 
project.  2 C.F.R. § 200.309.  This period of time is known as the period of performance.  2 
C.F.R. § 200.77.  The period of performance is dictated by statute and will be indicated in 
the GAN.  Further, certain grants have specic requirements for carryover funds that must 
be adhered to.  

CVNY must liquidate all obligations incurred under the award not later than 90 days after 
the end of the funding period unless an extension is authorized.  2 C.F.R. § 200.343(b).  Any 
funds not obligated within the period of availability or liquidated within the appropriate 
timeframe are said to lapse and must be returned to the awarding agency.  2 C.F.R. § 
200.343(d).  Consequently, CVNY closely monitors grant spending throughout the grant 

15



II.  Policy on Procurement & Purchases 

A.  Full and Open Competition 

All procurement transactions must be conducted in a manner providing full and open 
competition consistent with 2 C.F.R §200.319.  In order to ensure objective contractor 
performance and eliminate unfair competitive advantage, contractors that develop or draft 
specications, requirements, statements of work, or invitations for bids or requests for 
proposals must be excluded from competing for such procurements.  Some of the situations 
considered to be restrictive of competition include but are not limited to:

· Placing unreasonable requirements on rms in order for them to qualify to do 
business;

· Requiring unnecessary experience and excessive bonding;

· Noncompetitive pricing practices between rms or between afliated companies;

· Noncompetitive contracts to consultants that are on retainer contracts;

· Organizational conicts of interest;

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

· Any arbitrary action in the procurement process.

EDGAR further requires the following to ensure adequate competition. 

B.  Purchase Methods

The type of purchase procedures required depends on the cost of the item(s) being 
purchased.  

Purchases up to $3,500 (Micro-Purchases) 

Micro-purchase means a purchase of supplies or services using simplied acquisition 
procedures, the aggregate amount of which does not exceed $3,500.  The micro-purchase 
method is used in order to expedite the completion of its lowest-dollar small purchase 
transactions and minimize the associated administrative burden and cost.  Procurement by 
micro-purchase is the acquisition of supplies or services, the aggregate dollar amount of 
which does not exceed the micro-purchase threshold.  

To the extent practicable, CVNY distributes micro-purchases equitably among qualied 
suppliers.  Micro-purchases may be awarded without soliciting competitive quotations if 
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CVNY considers the price to be reasonable.  

Purchases between $3,500 and $150,000 (Small Purchase Procedures) 

Small purchase procedures are those relatively simple and informal procurement methods 
for securing services, supplies, or other property that do not cost more than $150,000.  If 
small purchase procedures are used, price or rate quotations are obtained from an adequate 
number of qualied sources.  

Purchases Over $150,000 

Sealed Bids (Formal Advertising): For purchases over $150,000, bids are publicly solicited and a 
rm xed price contract (lump sum or unit price) is awarded to the responsible bidder 
whose bid, conforming with all the material terms and conditions of the invitation for bids, 
is the lowest in price. The sealed bid method is the preferred method for procuring 
construction, if the following conditions apply:  

· A complete, adequate, and realistic specication or purchase description is available;

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

· The procurement lends itself to a rm xed price contract and the selection of the 
successful bidder can be made principally on the basis of price.

If sealed bids are used, the following requirements apply:

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

· The invitation for bids, which will include any specications and pertinent 
attachments, must dene the items or services in order for the bidder to properly 
respond;

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

· A rm xed price contract award must be made in writing to the lowest responsive 
and responsible bidder. 

Where specied in bidding documents, factors such as discounts, transportation cost, and 
life cycle costs must be considered in determining which bid is lowest. Payment discounts 
will only be used to determine the low bid when prior experience indicates that such 
discounts are usually taken advantage of.  Any or all bids may be rejected if there is a sound 
documented reason.

Competitive Proposals:  The technique of competitive proposals is normally conducted with 
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more than one source submitting an offer, and either a xed price or cost-reimbursement 
type contract is awarded. It is generally used when conditions are not appropriate for the use 
of sealed bids. If this method is used, the following requirements apply:

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

· Proposals must be solicited from an adequate number of qualied sources; and

· Contracts must be awarded to the responsible rm whose proposal is most 
advantageous to the program, with price and other factors considered. 

Contract/Price Analysis: CVNY performs a cost or price analysis in connection with every 
procurement action in excess of $150,000, including contract modications.  2 C.F.R. § 
200.323(a).  A cost analysis generally means evaluating the separate cost elements that make 
up the total price, while a price analysis means evaluating the total price, without looking at 
the individual cost elements.   

Noncompetitive Proposals (Sole Sourcing)

Procurement by noncompetitive proposals is procurement through solicitation of a 
proposal from only one source and may be used only when one or more of the following 
circumstances apply:

· The item is available only from a single source;

· The public exigency or emergency for the requirement will not permit a delay 
resulting from competitive solicitation;

· The federal awarding agency or pass-through entity expressly authorizes 
noncompetitive proposals in response to a written request from CVNY; or 

· After solicitation of a number of sources, competition is determined inadequate.

A cost or price analysis will be performed for noncompetitive proposals when the price 
exceeds $150,000.  

CVNY's Executive Director oversees its scal operations and will ensure through audits the 
proper disbursement of, and accounting for, program funds; ensuring that expenses 
supplement and do not supplant existing activities and services, and that expenditures are 
fully compliant with the federal Education Department General Administrative 
Regulations. A separate cost center will be created for 21st CCLC funds. The budget will be 
coded according to State-approved line items and tracked using CVNY's accounting 
database. Supporting documents (i.e. timesheets, supply requests with invoices) must be 
submitted in advance and approved by the Executive Director for payment. Only requests 
for State-approved line items for which funds are available will be approved. Executive 
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Director -approved expenses will be encumbered in the accounting system before releasing 
payments. Expenses will be entered into the FS-10 Form monthly. CCI will make records 
available for inspection by NYSED representatives.

C.  Purchase Cards

In the event that a purchase card is used by teachers, guidance counselors to purchase non-
edible supplies for program activities/operations (e.g., paper, ink or rst aid kits), not to 
exceed $200, the maximum amount that can be charged, the receipt for these items (whose 
ink does not fade) must be maintained. This receipt must include the name of the merchant, 
the date of purchase, and items purchased, and must include the purpose of the purchase.

D.  Federal Procurement System Standards

Geographical Preferences Prohibited

CVNY must conduct procurements in a manner that prohibits the use of statutorily or 
administratively imposed state, local, or tribal geographical preferences in the evaluation of 
bids or proposals, except in those cases where applicable federal statutes expressly mandate 
or encourage geographic preference.  When contracting for architectural and engineering 
(A/E) services, geographic location may be a selection criterion provided its application 
leaves an appropriate number of qualied rms, given the nature and size of the project, to 
compete for the contract.  

Prequalied Lists

CVNY must ensure that all prequalied lists of persons, rms, or products which are used in 
acquiring goods and services are current and include enough qualied sources to ensure 
maximum open and free competition.  Also, CVNY must not preclude potential bidders 
from qualifying during the solicitation period.  

Solicitation Language

CVNY must ensure that all solicitations incorporate a clear and accurate description of the 
technical requirements for the material, product, or service to be procured. Such description 
must not, in competitive procurements, contain features which unduly restrict competition.  
The description may include a statement of the qualitative nature of the material, product or 
service to be procured and, when necessary, must set forth those minimum essential 
characteristics and standards to which it must conform if it is to satisfy its intended use. 
Detailed product specications should be avoided if at all possible. 

When it is impractical or uneconomical to make a clear and accurate description of the 
technical requirements, a “brand name or equivalent” description may be used as a means to 
dene the performance or other salient requirements of procurement. The specic features 
of the named brand which must be met by offers must be clearly stated; and identify all 
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requirements which the offerors must fulll and all other factors to be used in evaluating 
bids or proposals.  2 C.F.R § 200.319©. 

Debarment and Suspension

CVNY awards contracts only to responsible contractors possessing the ability to perform 
successfully under the terms and conditions of a proposed procurement. Consideration will 
be given to such matters as contractor integrity, compliance with public policy, record of 
past performance, and nancial and technical resources. 

CVNY may not subcontract with or award subgrants to any person or company who is 
debarred or suspended. For all contracts over $25,000 CVNY veries that the vendor with 
whom CVNYI intends to do business with is not excluded of disqualied. 2 C.F.R. Part 200, 
Appendix II(1) and 2 C.F.R. §§ 180.220 and 180.300.  

Maintenance of Procurement Records 

CVNY must maintain records sufcient to detail the history of all procurements.  These 
records will include, but are not necessarily limited to the following: rationale for the 
method of procurement, selection of contract type, contractor selection or rejection, the basis 
for the contract price (including a cost or price analysis), and verication that the contractor 
is not suspended or debarred.  

Settlements of Issues Arising Out of Procurements

CVNY alone is responsible, in accordance with good administrative practice and sound 
business judgment, for the settlement of all contractual and administrative issues arising out 
of procurements. These issues include, but are not limited to, source evaluation, protests, 
disputes, and claims. These standards do not relieve CVNY of any contractual 
responsibilities under its contracts. Violations of law will be referred to the local, state, or 
federal authority having proper jurisdiction. 

Protest Procedures to Resolve Dispute

CVNY maintains protest procedures to handle and resolve disputes relating to 
procurements and, in all instances, discloses information regarding the protest to the 
awarding agency.  

E.  Conict of Interest Requirements

Standards of Conduct

In accordance with 2 C.F.R. §200.18(c)(1), CVNY maintains the following standards of 
conduct covering conicts of interest and governing the actions of its employees engaged in 
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No employee, ofcer, or agent may participate in the selection, award, or administration of a 
contract supported by a federal award if he or she has a real or apparent conict of interest.  
Such a conict of interest would arise when the employee, ofcer, or agent, any member of 
his or her immediate family, his or her partner, or an organization which employs or is about 
to employ any of the parties indicated herein, has a nancial or other interest in or a tangible 
personal benet from a rm considered for a contract. 

The ofcers, employees, and agents of CVNY may neither solicit nor accept gratuities, 
favors, or anything of monetary value from contractors or parties to subcontracts, unless the 
gift is an unsolicited item of nominal value. The New York State Commission on Public 
Ethics considers an item that has a fair market value of $15 or more to be a gift. Additional 
guidance can be found at . An acceptable gift of nominal value http://www.jcope.ny.gov
might be an item such as a calendar or plastic water bottle.  

The Commission is authorized pursuant to Executive Law §94 to investigate possible 
violations of Public Ofcers Law §73 and §74 and their corresponding regulations and take 
appropriate action as authorized in these statutes.

Mandatory Disclosure

Upon discovery of any potential conict, CVNY will disclose in writing the potential conict 
to the federal awarding agency in accordance with applicable federal awarding agency 
policy. 

F.   Contract Administration

CVNY maintains the following oversights to ensure that contractors perform in accordance 
with the terms, conditions, and specications of their contracts or purchase orders. 
Consultants must provide supportive documents (i.e. attendance sheets, reports, learning 
plans) to back-up all charges using either an invoice they produce or a template provided by 
CVNY based on their role/tasks/service provided, for which there is a dened rate per hour 
or service fee. 

III.  Property Management Systems

A.  Property Classications

Equipment means tangible personal property (including information technology systems) 
having a useful life of more than one year and a per-unit acquisition cost which equals or 
exceeds the lesser of the capitalization level established by CVNY for nancial statement 
purposes, or $5,000.  2 C.F.R. §200.33.
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Supplies means all tangible personal property other than those described in §200.33 
Equipment. A computing device is a supply if the acquisition cost is less than the lesser of the 
capitalization level established by CVNY for nancial statement purposes or $5,000, 
regardless of the length of its useful life.  2 C.F.R. §200.94. 

Computing devices means machines used to acquire, store, analyze, process, and publish 
data and other information electronically, including accessories (or “peripherals”) for 
printing, transmitting and receiving, or storing electronic information.  2 C.F.R. §200.20. 

Capital assets means tangible or intangible assets used in operations having a useful life of 
more than one year which are capitalized in accordance with GAAP.  Capital assets include: 

· Land, buildings (facilities), equipment, and intellectual property (including 
software) whether acquired by purchase, construction, manufacture, lease-purchase, 
exchange, or through capital leases; and 

· Additions, improvements, modications, replacements, rearrangements, 
reinstallations, renovations or alterations to capital assets that materially increase 
their value or useful life (not ordinary repairs and maintenance).  2 C.F.R. §200.12. 

B. Inventory Procedure

Upon purchase, equipment and computing devices are inventoried by inputting relevant 
information on CVNY's Inventory Form.

C.   Inventory Records

For each equipment and computing device purchased with federal funds, the following 
information is maintained via CVNY's Inventory Form:

· Serial number or other identication number;

· Source of funding for the property;

· Who holds title;

· Acquisition date and cost of the property; 

· Percentage of federal participation in the project costs for the federal award under 
which the property was acquired; 

· Location, use and condition of the property; and

· Any ultimate disposition data including the date of disposal and sale price of the 
property.  
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D.  Equipment Inventory Control Policy and Procedures

A physical inventory of the property must be taken and the results reconciled with the 
property records at least once every two years. 

In accordance with 2 C.F.R.313(d)(4), CVNY maintains adequate maintenance procedures to 
ensure that property is kept in good condition. CVNY maintains a control system that 
ensures adequate safeguards are in place to prevent loss, damage, or theft of the property.  

In order to properly identify, classify, and record the assets of CVNY, a physical inventory of 
all company-owned and purchased equipment is performed on an annual basis for capital 
inventory. Capital inventory generally includes items that cost over $5,000 at the time of 
purchase.

The physical inventory is performed every year in the summer, to allow for completion with 
the scal year-end closeout. The site coordinators initiates and coordinates the inventory 
process at their respective sites.

Reconciliation of Inventory to the General Ledger

After the completion of the annual inventory, the inventory ndings are reconciled to the 
general ledger to ensure the proper accounting of all company assets. This reconciliation is 
completed as part of the year-end closeout process and is to be included on the year-end 
nancial statements.

Loss, Theft, or Damage of Inventoried Furniture and Equipment

Inventoried items that are lost or damaged are to be reported to the site coordinator 
immediately. The theft of an inventoried item is to be reported by the site coordinator to the 
Executive Director and the local authorities. The Executive Director will forward the form to 
the appropriate entities for insurance purposes.

Disposal of Inventoried Furniture and Equipment

Every effort should be made to nd a use for the excess inventory items before permanent 
disposal. Disposals will be made on a case-by-case basis. 

E.   Disposal of Equipment

When it is determined that original or replacement equipment acquired under a federal 
award is no longer needed for the original project or program or for other activities currently 
or previously supported by a federal awarding agency, CVNY's Executive Director will 
contact the awarding agency (or pass-through for a state-administered grant) for 
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disposition instructions.  

Generally, disposition of equipment is dependent on its fair market value (FMV) at the time 
of disposition.  If the item has a current FMV of $5,000 or less, it may be retained, sold, or 
otherwise disposed of with no further obligation to the federal awarding agency.  If the item 
has a current FMV of more than $5,000, the federal awarding agency is entitled to the federal 
share of the current market value or sales proceeds.

IV.   Written Compensation Policies

A. Time and Effort 

All CVNY employees who are paid in full or in part with federal funds must keep specic 
documents to demonstrate the amount of time they spent on grant activities.  This includes 
an employee whose salary is paid with state or local funds but is used to meet a required 
“match” in a federal program.  These documents, known as time and effort records, are 
maintained in order to charge the costs of personnel compensation to federal grants. 
Charges to federal awards for salaries and wages must be based on records that accurately 
reect the work performed.  These records must: 

· Be supported by a system of internal controls which provides reasonable assurance 
that the charges are accurate, allowable, and properly allocated; 

· Be incorporated into ofcial records; 

· Reasonably reect total activity for which the employee is compensated, not 
exceeding 100% of compensated activities; 

· Encompass both federally assisted and all other activities compensated by CVNY on 
an integrated basis; 

· Comply with the established accounting policies and practices of CVNY and 

· Support the distribution of the employee's salary or wages among specic activities 
or costs objectives.  

Teachers must submit timesheets in accordance with the schedule provided on our website 
via the payroll calendar. Teachers must submit attendance and learning plans to support 
charges on their timesheets, and must not exceed the weekly allocation of hours as 
communicated via their job description. Hours in excess of this allocation without advance 
written approval will be disallowed. 

Additionally, from NYSED website

http://www.oms.nysed.gov/cafe/guidance/guidelines.html#general

· Salaries (Codes 15 and 16) - Documentation of Personnel Costs
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Documentation beyond regular payroll records is required for an employee who is 
funded by a federal grant program. If an employee works 100 percent of the time on a 
federal grant, the employee or a direct supervisor must complete time distribution 
certication at least once every six months. The certication will include the 
employee's name and position, the period of employment, and the name of the 
federal program. If an employee works on more than one federal grant program, on a 
federal grant and a State grant, or on a federal grant's direct cost and indirect cost 
activities, then personnel activity reports (PARs) must be completed monthly to 
document the distribution of time worked on the federal programs. PARs have to be 
completed after the work is done and be signed and dated by the employee. Time 
distribution certications and PARs should be maintained with regular payroll 
records.

VI.  Policy on Records Retention

CVNY maintains all records that fully show (1) the amount of funds under the grant or 
subgrant; (2) how the subgrantee uses those funds; (3) the total cost of each project; (4) the 
share of the total cost of each project provided from other sources; (5) other records to 
facilitate an effective audit; and (6) other records to show compliance with federal program 
requirements. 34 C.F.R. §§ 76.730-.731.  

The U.S. Department of Education is authorized to recover any federal funds misspent 
within 5 years before the receipt of a program determination letter.  34 C.F.R. § 81.31(c).  
Consequently, CVNY retain records for a minimum of ve (5) years from the date on which 
the nal Financial Status Report is submitted, unless otherwise notied in writing to extend 
the retention period by the awarding agency, cognizant agency for audit, oversight agency 
for audit, or cognizant agency for indirect costs.  However, if any litigation, claim, or audit is 
started before the expiration of the record retention period, the records will be trained until 
all litigation, claims, or audit ndings involving the records have been resolved and nal 
action taken.  2 C.F.R. § 200.333.

In New York State:

 http://www.oms.nysed.gov/cafe/guidance/guidelines.html#general

Supporting documentation for grants and grant contracts must be kept for at least six years 
after the last payment was made unless otherwise specied by program requirements.  
Additionally, audit or litigation will "freeze the clock" for records retention purposes until 
the issue is resolved.  All records and documentation must be available for inspection by 
SED ofcials or its representatives. 

CVNY retains records that show the amount of funds by grant, including total cost, how 
the awardee used the funds, authorizations, obligations, share of costs provided from 
other sources, as well as compliance with program requirements. In addition, source 
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documents are required to support all transactions entered into the grantee's record 
keeping system.

Source documents that authorize the disbursement of grant funds may consist of purchase 
orders, contracts, time & effort records, delivery receipts, vendor invoices, travel 
documentation, and payment documents, including check stubs. More information and 
examples of the types of documents used to support payment for other types of costs (such 
as goods, services, travel, utilities, and property leases) may be found in Chapter XII, Section 
3 and Section 4.B.1 of the Guide to Financial Operations published by the NYS Ofce of the 
Comptroller
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A.  Collection and Transmission of Records

Records will be provided to NYSED auditors and monitors on demand, via copies of 
physical documents or by granting access to digital documents, to meet reporting 
requirements. 

CVNY has made provisions with the district and each school partner to access individual 
student records and to share individual and aggregated student data for the purpose of 
program evaluation in compliance with all Federal and State reporting requirements and all 
applicable laws relating to privacy and condentiality. The evaluator will complete the 
district's Institutional Review Board (IRB) process to gain approval to conduct evaluation 
activities and to collect students' records. Each principal will share all individual and 
aggregated student data needed for program evaluations. CVNY's 21st CCLC enrollment 
forms will require parental consent and the option of granting CVNY and its evaluator 
permission to access data on their child. Data will only be collected for students who have 
submitted a parent consent form.

Students' information will be secured as outlined in NYSED's Data Privacy Appendix R. 
Completed hardcopy forms will be locked in an on-site le cabinet accessible only to the site 
coordinator, educational liaison and data manager to protect families' privacy. Completed 
digital forms will be stored in a secure Google Drive. Data will be entered into the EZ 
Reports attendance database. The evaluator will be given a separate login to access the 
database for the purpose of evaluation.

B.  Privacy

CVNY's data privacy and security system is aligned with NYSED's applicable policies in 
that CVNY is committed to promoting sound information practices and policies that will 
strengthen data privacy and security at state educational agencies, empower parents with 
information, and advance efcient and effective school operations. Our technology team, 
inclusive of the Executive Director and Director or Administration, meet annually to review 
and update the data privacy and security system.

For New York State law pertaining to privacy see §Education Law 2D at the following 
link: https://www.nysenate.gov/legislation/laws/EDN/2-D

stI.  21  CCLC Overview

A.  Purpose of the Program
stThe purpose of the 21  Century Community Learning Centers (CCLC) program is to 

provide opportunities for communities to establish or expand activities in community 
learning centers that:

· Provide opportunities for academic enrichment, including providing tutorial 
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services to help students, particularly students who attend low-performing schools, 
to meet the challenging State academic standards;

· Offer students a broad array of additional services, programs, and activities, such as 
youth development activities, service learning, nutrition and health education, drug 
and violence prevention programs, counseling programs, arts, music, physical 
tness and wellness programs, technology education programs, nancial literacy 
programs, environmental literacy programs, mathematics, science, career and 
technical programs, internship or apprenticeship programs, and other ties to an in-
demand industry sector or occupation for high school students that are designed to 
reinforce and complement the regular academic program of participating students; 
and…

· Offer families of students served by community learning centers opportunities for 
active and meaningful engagement in their children's education, including 
opportunities for literacy and related educational development.

B.   Assurances
stAs a subrecipient of 21  CCLC funds, CVNYsures that the program will take place in a safe 

and easily accessible facility.  The program was developed and will be carried out in an 
active collaboration with the schools that participating students attend, all participants of 

stCVNY, and any partners that CVNY included in its grant application.  All 21  CCLC 
programs will be in alignment with the challenging State academic standards adopted by 
the New York State Education Department, as well as any local academic standards. The 
program will target students, and families of students, who primarily attend schools eligible 
for schoolwide programs under Sec. 1114 of the Every Student Succeeds Act.  

stAll 21  CCLC funds will be used to increase the level of State, local, and other non-federal 
stfunds that would, in the absence of 21  CCLC funds, be made available for programs and 

st stactivities authorized under the 21  CCLC program.  In no case will 21  CCLC funds be used 
to supplant Federal, State, local, or non-federal funds.

Policy to Safeguard against Supplanting 

CVNY understands that it: 
● May not divert state and local funds for other uses simply because these particular 

federal grant funds are available;
● May not use these federal grant funds to pay for activities required by State law or 

local district policy;
● May use these federal funds to expand existing programs and/or add new 

programs that would not otherwise be available from state and local funding 
sources.
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Supplement, not supplant provisions used by the Department of Education generally 
require grantees use state or local funds for all services required by state law, state rule, or 
local policy and prohibit those funds from being diverted for other purposes when federal 
funds are available. 

Federal funds must supplement—add to—programs and services offered with state and 
local funds. Federal funds are not permitted to be used to supplant the state and local funds 
used to offer those programs and services. 

C.  Use of Funds

In addition to the allowability rules in subpart E of the Uniform Grant Guidance (2 CFR Part 
st200), CVNY will ensure that 21  CCLC funds are used on activities that advance student 

academic achievement and support student success, including, but not limited to:

· Academic enrichment learning programs, mentoring programs, remedial education 
activities, and tutoring services, that are aligned with—

o Challenging State academic standards and any local academic standards; and

o Local curricula that are designed to improve student academic achievement;

· Well-rounded education activities (as dened in Sec. 8101(52) of the Elementary and 
Secondary Education Act), including such activities that enable students to be 
eligible for credit recovery or attainment;

· Literacy education programs, including nancial literacy programs and 
environmental literacy programs;

· Programs that support a healthy and active lifestyle, including nutritional education 
and regular, structured physical activity programs;

· Services for individuals with disabilities;

· Programs that provide after-school activities for students who are English learners 
that emphasize language skills and academic achievement;

· Cultural programs;

· Parenting skills programs that promote parental involvement and family literacy;

· Programs that provide assistance to students who have been truant, suspended, or 
expelled to allow the students to improve their academic achievement;

· Drug and violence prevention programs and counseling programs;

· Programs that build skills in science, technology, engineering, and mathematics 
(STEM), including computer science, and that foster innovation in learning by 
supporting nontraditional STEM education teaching methods; and

· Programs that partner with in-demand elds of the local workforce or build career 
competencies and career readiness and ensure that local workforce and career 

29



readiness skills are aligned with the Carl D. Perkins Career and Technical Education 
Act of 2006 (20 U.S.C. 2301 et seq.) and the Workforce Innovation and Opportunity 
Act (29 U.S.C. 3101 et seq.).

VII.  Policy on Controls to Detect, Deter and Mitigate Fraud

CVNY has controls to assist in preventing and detecting fraud at our agency.  They consist of 
ten areas:

1. System of checks and balances to ensure no one person has control over all parts 
of a nancial transactions.

· Require purchases, payroll, and disbursements to be authorized by a 
designated person.

· Separate handling (receipt and deposit) functions from record 
keeping functions (recording transactions and reconciling accounts).

· Separate purchasing functions from payables functions.

· Ensure that the same person isn't authorized to write and sign a 
check.

· When opening mail, endorse or stamp checks “For Deposit Only” 
and list checks on a log before turning them over to the person 
responsible for depositing receipts. Periodically reconcile the 
incoming check log against deposits.

· Require supervisors to approve employees' time sheets before 
payroll is prepared.

· Require paychecks to be distributed by a person other than the one 
authorizing or recording payroll transactions or preparing payroll 
checks.

· If the agency is so small that you can't separate duties, require an 
independent check of work being done, for example, by a board 
member.

· Require accounting department employees to take vacations.

2. Reconcile agency bank accounts every month.

· Require the reconciliation to be completed by an independent 
person who doesn't have bookkeeping responsibilities or check 
signing responsibilities or require supervisory review of the 
reconciliation.

· Examine canceled checks to make sure vendors are recognized, 
expenditures are related to agency business, signatures are by 
authorized signers, and endorsements are appropriate.
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· Examine bank statements and cancelled checks to make sure checks 
are not issued out of sequence.

· Initial and date the bank statements or reconciliation report to 
document that a review and reconciliation was performed and le 
the bank statements and reconciliations.

3. Restrict use of agency credit cards and verify all charges made to credit cards or 
accounts to ensure they were business-related.

· Limit the number of agency credit cards and users.

· Establish a policy that credit cards are for business use only; prohibit 
use of cards for personal purposes with subsequent reimbursement.

· Set account limits with credit card companies or vendors.

· Inform employees of appropriate use of the cards and purchases that 
are not allowed.

· Require employees to submit itemized, original receipts for all 
purchases.

· Examine credit card statements and corresponding receipts each 
month, independently, to determine whether charges are 
appropriate and related to agency business.

4. Provide Board of Directors oversight of agency operations and management.

· Monitor the agency's nancial activity on a regular basis, comparing 
actual to budgeted revenues and expenses.

· Require an explanation of any signicant variations from budgeted 
amounts.

· Periodically review the check register or general ledger to determine 
whether payroll taxes are paid promptly.

· Document approval of nancial procedures and policies and major 
expenditures in the board meeting minutes.

· Require independent auditors to present and explain the annual 
nancial statements to the Board of Directors and to provide 
management letters to the Board.

· Evaluate the Executive Director's performance annually against a 
written job description.

· Participate in the hiring/approval to hire consultants including the 
independent auditors.

5. Prepare all scal policies and procedures in writing and obtain Board of Directors 
approval. Include policies and/or procedures for the following:
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· Cash disbursements

· Attendance and leave

· Expense and travel reimbursements

· Use of agency assets

· Purchasing guidelines

· Petty cash

· Conicts of interest

6. Ensure that agency assets such as vehicles, cell phones, equipment, and other 
agency resources are used only for ofcial business.

· Examine expense reports, credit card charges, and telephone bills 
periodically to determine whether charges are appropriate and 
related to agency business.

· Maintain vehicle logs, listing the dates, times, mileage or odometer 
readings, purpose of the trip, and name of the employee using the 
vehicle.

· Periodically review the logs to determine whether usage is 
appropriate and related to agency business.

· Maintain an equipment list and periodically complete an equipment 
inventory.

7. Protect petty cash funds and other cash funds.

· Limit access to petty cash funds. Keep funds in a locked box or 
drawer and restrict the number of employees who have access to the 
key.

· Require receipts for all petty cash disbursements with the date, 
amount received, purpose or use for the funds, and name of the 
employee receiving the funds listed on the receipt.

· Reconcile the petty cash fund before replenishing it.

· Limit the petty cash replenishment amount to a total that will 
require replenishment at least monthly.

· Keep patient funds separate from petty cash funds.

8. Protect checks against fraudulent use.

· Prohibit writing checks payable to cash.

· Deface and retain voided checks.

· Store blank checks in a locked drawer or cabinet, and limit access to 
the checks.
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· Require that checks are to be signed only when all required 
information is entered on them and the documents to support them 
(invoices, approval) are attached.

· Require two signatures on checks above a specied limit. Require 
board member signature for the second signature above a higher 
specied limit. (Ensure that blank checks are not pre-signed.)

· Mark invoices “Paid” with the check number when checks are 
issued.

· Enable hidden ags or audit trails on accounting software.

9. Protect cash and check collections.

· Ensure that all cash and checks received are promptly recorded and 
deposited in the form originally received.

· Issue receipts for cash, using a pre-numbered receipt book.

· Conduct unannounced cash counts.

· Reconcile cash receipts daily with appropriate documentation (cash 
reports, receipt books, mail tabulations, etc.)

· Centralize cash receipts whenever possible.

10. Avoid or discourage related party transactions.

· Require that a written conict of interest and code of ethics policy is 
in place and that it is updated annually.

· Require that related party transactions be disclosed and be approved 
by the Board.

· Require competitive bidding for major purchases and contracts.

· Discourage the hiring of relatives and business transactions with 
Board members and employees.
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Protocol to report fraud

All employees, vendors, contractors, agents, consultants, volunteers, and any other parties 
who are involved in CVNY's nancial transactions shall act with integrity and diligence in 
duties involving the Company's scal resources. 

CVNY prohibits fraud and nancial impropriety, as dened below, in the actions of its 
employees, vendors, contractors, consultants, volunteers, and others seeking or 
maintaining a business relationship with CVNY. 

Fraud and nancial impropriety shall include but not be limited to: 

· Forgery or unauthorized alteration of any document or ac- count belonging to 
CVNY.

· Forgery or unauthorized alteration of a check, bank draft, or any other nancial 
document. 

· Misappropriation of funds, securities, supplies, or other CVNY assets, including 
employee time. 

· Impropriety in the handling of money or reporting of CVNY nancial 
transactions. 

· Proteering as a result of insider knowledge of CVNY information or activities. 

· Unauthorized disclosure of condential or proprietary information to outside 
parties. 

· Unauthorized disclosure of investment activities engaged in or contemplated by 
the CVNY. 

· Accepting or seeking anything of material value from contractors, vendors, or 
other persons providing services or materials to CVNY, except as otherwise 
permitted by law or CVNY's policy. 

· Inappropriately destroying, removing, or using records, furniture, xtures, or 
equipment. 

· Failure to provide nancial records required by federal, state, or local entities. 

· Failure to disclose conicts of interest as required by law or CVNY's policy. 

· Any other dishonest act regarding the nances of CVNY. 

· Failure to comply with requirements imposed by law, the awarding agency, or a 
pass-through entity for state and federal awards. 

The Executive Director or designee shall maintain a system of internal controls to deter and 
monitor for fraud or nancial impropriety in the company. Any person who suspects fraud 
or nancial impropriety in the company shall report the suspicions immediately to the 
Executive Director or local law enforcement to investigate the suspicions. 

I. Legal Authorities and Helpful Resources
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The following documents contain relevant grants management requirements.  Staff should 
be familiar with these materials and consult them when making decisions related to the 
federal grant.

Ø Education Department General Administrative Regulations (EDGAR) 

�������http://www2.ed.gov/policy/fund/reg/edgarReg/edgar.htm

Ø Uniform Administrative Requirements, Cost Principles and Audit Requirements for 
Federal Awards (2 CFR Part 200

http://www.ecfr.gov/cgi-bin/text-

idx?SID=ccccf77e01c9e6d4b3a377815f411704&node=pt2.1.200&rgn=div5

Ø�USDE's Uniform Administrative Requirements, Cost Principles and Audit 
Requirements for Federal Awards (2 CFR Part 3474)

http://www.ecfr.gov/cgi-bin/text-

idx?SID=ccccf77e01c9e6d4b3a377815f411704&tpl=/ecfrbrowse/Title02/2cfr347
4_main_02.tpl

stØ 21  Century Community Learning Centers statute, regulations, and non-regulatory 
guidance

https://www2.ed.gov/programs/21stcclc/legislation.html

Ø State regulations, rules, and policies

http://www.oms.nysed.gov/cafe/guidance/guidelines.html#general           
st21  CCLC Round 7 RFP  http://www.p12.nysed.gov/funding/2017-2022-21st-

cclc/2017-2022-21st-cclc-grant-application.pdf 

Ø Organizational Chart
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Ø CVNY’s Inventory Form Template

Completed by__________________________

ITEM SERIAL 
#

FUNDED 
BY (%)

HELD 
BY

DATE/PRICE LOCATION CONDITION DISPOSITION 
DATA
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