FY2012 Sub-Recipient Contract Closeout – Instructions
Financial Status Report(s) FSR.  If previously submitted FSRs do not accurately include all expenditures or need to be revised, the FSR must be updated prior to the closeout due date.  Please contact your assigned Contract Fiscal Manager to reject the problem FSR for corrections.  There may only be one active FSR at a time so allow ample time to submit corrected FSRs prior to closeout due date.  The final period FSR is due on or before the closeout due date.  Please ensure information entered on the closeout documents reflects the information submitted via Clinical Management for Behavioral Health Services (CMBHS) (claims, invoices, and FSRs).
For Unit Rate Programs: 

Contractors may not submit any additional claims after the closeout due date.  Additionally, if reversals are necessary after the closeout due date (for instance if a DSHS client is determined to be Medicaid eligible or have other third party payers), the assigned Contract Manager must be notified for processing approval and instructions. 

Closeout Refunds.  Do not include a closeout refund check with the closeout packet.   Separate instructions for remittance will be sent after completion of DSHS review of the closeout packet.

The Contractor must complete and submit the following required forms:
1. Contractor’s Release, Match, and Program Income Final Report.  Complete a separate Contractor’s Release, Match, and Program Income Final Report for each Program Attachment following the instructions provided on the form (first tab).  This form must be signed by an authorized agency representative. 
The majority of the substance abuse programs require a match of 5% of the total contract expenditures.  Please refer to your Program Attachment under the Funding Section for the match requirement.  Match requirements can be fulfilled through expenditures of non-federal, non-state resources and may include combinations of cash or in-kind contributions.  
Cash match is defined as an expenditure of cash by the contractor on allowable costs of the DSHS Program Attachment that are borne by the contractor.  Indirect costs not reimbursed by DSHS may be included as part of match requirements only with the prior approval from DSHS.  These costs (cash match) should be recorded in the same cost center as costs that are reported and reimbursed by DSHS or in a separate cost center or series of unique accounts (e.g., in the General Fund) that together comprise the total cash expenditures on the DSHS Program Attachment.

In-kind Match is defined as the dollar value of non-cash contributions by a third party given in goods, commodities, or services that are used in activities that benefit a DSHS Program Attachment project and that are contributed by non-federal third parties without charge to the contractor.  Third party in-kind contributions must meet all of the following criteria to be acceptable as match:

· The contribution must be necessary to accomplish the statement of work as described in the contract.

· The contribution must be in the form of goods or services that if the contractor were to pay for them, the payment would be a reimbursable cost under the contract.
· The contribution must meet the same requirements as allowable costs claimed for reimbursement under the DSHS Program Attachment.

· The contribution must be adequately documented.  Documentation should include:

· a description of the goods or services contributed

· the purpose of the goods or services as related to contract performance

· the basis for determining value and supporting calculations and the documentation

· time sheets for volunteer personnel services

· any additional documentation necessary to authenticate the transaction.

· The value of in-kind contributions must be recorded in the contractor’s general ledger under a unique set of accounts (i.e., a separate and distinct cost center) and reported to DSHS under the appropriate cost category on the Financial Status Report (FSR) Form 269a or other required reporting formats as specified by DSHS for disclosure of cost sharing/match obligation fulfillment.  If a contractor’s financial management system will not permit the recording of in-kind donations in the general ledger, a separate ledger may be maintained for in-kind donations.

In-kind contributions will be subject to the same financial review procedures as cash expenditures and must be supported with appropriate documentation.  Documentation for in-kind contributions should be supported by the same methods used by the organization to support all other costs.

Good(s) or service(s) claimed as in-kind match must represent donations, that if not donated, would have to be paid for with DSHS program funds.  The key words here are “would have to be paid for.”  Goods or services claimed as in-kind match must not be ordinarily provided at no cost and must be something of value with a cost basis that the contractor would normally have to pay for.  In addition, the goods or services must be substantive and add an incremental value to the DSHS program (i.e., expand or add to the services).  

There are some organizations that do not require payment for the goods and services they provide.  In this case, the goods or services are routinely provided free to the DSHS contractor so there is no cost basis for claiming an in-kind contribution.  For example, ordinarily a DSHS program would not have to pay for public service announcements, newspaper articles, talk shows, use of space at libraries, community centers, detention centers, and public schools; therefore, there is no cost basis for claiming an in-kind contribution.

Program income (PI) is defined as gross income directly generated through a contract- supported activity or earned as a direct result of the contract agreement during the Program Attachment period.  Program income includes, but is not limited to, fees for services performed or income from the sale of items fabricated under the contract agreement, proceeds from the sale of tangible personal or real property, usage or rental fees, sale of services such as laboratory tests, computer time, and patent or copyright royalties.  
Program income must be accounted for in the contractor’s general ledger in a unique revenue account(s) specific to each DSHS Program Attachment activity.  It must be spent on the same Program Attachment activities during the period in which it was generated and it may not be carried forward to the succeeding contract term.  Program income not expended in the term in which it is earned must be remitted to DSHS. Program Income must have prior approval from the Contract Manager to be used as Match.
For additional guidance on match and program income, please refer to the Contractor’s Financial Procedure Manual at http://www.dshs.state.tx.us/contracts/cfpm.shtm. 
Interest earned. (At the top of the form.) State/Federal Contractors – If interest in excess of $100 was earned on DSHS funds enter the amount otherwise enter “n/a.”  Non-profit Contractors – If interest in excess of $250 was earned on DSHS funds enter the amount; otherwise enter “n/a.”  Additional information is available in Chapter 10, Section 10.03.01 of the Contractor’s Financial Procedure Manual at http://www.dshs.state.tx.us/contracts/cfpm.shtm.  Contractors will receive a remittance form to submit a check for the interest amount earned on DSHS funds and recorded in this section after DSHS review is complete. 

Party Responsible for Storage of Records. (At the bottom of the form.) Enter name, address and phone number of the party responsible for storage of records.

2. Property Inventory.  Complete and submit a copy of the Contractor’s Property Inventory Report (Form GC-11) as part of the closeout packet to report equipment purchased with DSHS funds.  The FSR Equipment reported expenditures and current equipment expenditures reported on the Form GC-11 should reconcile and must be consistent with the approved equipment list for each Program Attachment.  

Form GC-11 with instructions is located at http://www.dshs.state.tx.us/contracts/forms.shtm.  
Section 12.23 Property Inventory and Protection of Assets of the FY12 General Provisions requires an annual cumulative property inventory report to be submitted no later than October 15th of each year, to the Contract Oversight and Support Section.  To meet this requirement the completed report may be sent as an e-mail attachment to the following e-mail address: COSequip@dshs.state.tx.us or to the address listed in General Provisions.  
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