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A. Purpose: To provide more accurate budgeting, monitoring and fiscal management of Capital
Workforce Partners (CWP) contracted funds.
B. Policy/Procedure: The following procedures are to be followed regarding the reporting, invoicing
and monitoring of expenditures for CWP cost reimbursement contracts.
Subrecipients are required to report their expenditures monthly through the invoicing process, in
accordance with the procedures detailed in the Contract, Exhibit B. Subrecipients are required to
submit quarterly expenditure plans using the Contract Expenditure Plan template provided by
CWP. This template is found in Section 8 of the CWP Policy and Procedures manual. The Contract
Expenditure Plan must be aligned with planned activities and service levels as described in the
Scope of Services, must be accepted by the CWP program manager.
CWP subrecipients must record their monthly costs on an accrual basis. These costs are recorded on
the CWP invoice form and submitted to CWP by the 10th day following the close of the previous
month. Invoices are reviewed for accuracy, and to ensure that costs are reasonable, allowable and
allocable before approval and submission to the CWP Finance & Administration Department for
payment.
On a quarterly basis, expenditures will be reviewed against the approved Contract Expenditure Plan.
If actual expenditures fall below 90% of the projected amount, the difference will be subject to
formal deobligation from the originally contracted amount. Only expenditures reported to CWP by
timely submission of invoices will be recognized as incurred. Expenditures incurred but not billed on
time will be subject to deobligation.
The subrecipient must provide a written explanation of the cause of the under-expenditure during
the quarter, and a detailed plan for meeting projected expenditures by the end of the following
quarter. CWP may choose to waive the deobligation policy for the quarter if it deems that the cause
of the under-expenditure is unlikely to recur, and that the contractor’s expenditure plan is
acceptable. CWP will de-obligate the contract if it determines that reallocation of unspent funds will
benefit other CWP programs and participants, regardless of the contractor’s explanation and
proposed expenditure plan.
CWP will notify the subrecipient of its intent to de-obligate the contract by the 30th of the month
following the end of the quarter. A contract budget modification will be required, accompanied by
a Quarterly Contract Expenditure Plan based on the modified budget.
CWP may deobligate the contract at any time should it lose funding due to rescission or
other circumstances outside its control.

