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APPENDIX C
PAYMENT AND REPORTING SCHEDULE

For All Contractors:

I. PAYMENT PROVISIONS

1.

In full consideration of contract services to be performed, DHSES agrees to pay and the
Contractor agrees to accept a sum not to exceed the amount noted on the Face Page
hereof. All payments shall be in accordance with the budget contained in the applicable
Attachment B form (Budget), which is attached hereto.

Payment and Recoupment Language

Contractor shall provide complete and accurate vouchers to DHSES in order to receive
payment. Vouchers submitted to DHSES must contain all information and supporting
documentation required by the Agreement, DHSES and the State Comptroller. Payment for
vouchers submitted by the Contractor shall only be rendered electronically, unless a paper
check is expressly authorized by the Director of DHSES, at the Director’s sole discretion,
due to extenuating circumstances. Such electronic payment shall be made in accordance with
the ordinary State procedures and practices. The Contractor shall comply with the State
Comptroller’s procedures to authorize electronic payments. Authorization forms are
available at the State Comptroller’s website at Www.osc.state.ny.us/epay/index.htm, by email
at epunit@osc.state.ny.us, or by telephone at (518) 474-4032. Contractor acknowledges that
it will not receive payment on any vouchers submitted under this Agreement if it does not
comply with the State Comptroller’s electronic payment procedures, except where the
Director has expressly authorized payment by paper check as set forth above.

The Contractor agrees that this is a reimbursement-based contract; an advance may be
provided as specified in Appendix D. All requests for reimbursement must reflect actual
costs that have been disbursed by the Contractor. ltems or services not received are not
eligible for reimbursement.

Reimbursement requests need to include the following documents:

e Signed Voucher and Fiscal Cost Report

e Detailed Itemization Forms or other forms deemed acceptable by DHSES of any
budgeted category for which reimbursement is requested

e Written documentation of all required DHSES approvals, as appropriate

Vouchers shall be submitted in a format acceptable to DHSES and the Office of the State
Comptroller. Vouchers submitted for payment shall be deemed to be a certification that
the payments requested are for project expenditures made in accordance with the items as
contained in the Project Budget (Appendix B) and during the contract period. Such
voucher shall also be deemed to certify that: a) the payments requested do not duplicate
reimbursement from other sources of funding; and b) the funds provided herein do not
replace funds that, in the absence of this grant, would have been made available by the
Contractor for this program.


http://www.osc.state.ny.us/epay/index.htm
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. Interim and/or Final Claims for Reimbursement

Contractors must submit all required fiscal reports, supporting documentation and
program progress reports. Failure to meet these requirements will result in the rejection
of associated vouchers. Final vouchers, reimbursement requests and reports must be
submitted within 30 days of the end of the grant contract period. Failure to voucher
within this period may result in the loss of grant funds. The Contractor must also refund
all unexpended advances and interest earned over $500 on the advanced funds pursuant
to 2 CFR Part 200, §200.305(b)(9). Property Records or Equipment Inventory Reports as
defined in Appendix A-1, Section V, Paragraph R, must be available at the conclusion of
the contract period and submitted to DHSES upon request.

If at the end of this contract there remain any monies (advanced or interest earned over
$500 on the advanced funds) associated with this contract in the possession of the
Contractor, the Contractor shall submit a check or money order for that amount payable
to the order of the New York State Division of Homeland Security and Emergency
Services. Remit the check along with the final fiscal cost report within 30 days of
termination of this grant contract to:

NYS Division of Homeland Security and Emergency Services
Federal Fiscal Unit

State Campus - Building 7A

1220 Washington Avenue

Albany, NY 12242

For purposes of prompt payment provisions, the Designated Payment Office for the
processing of all vouchers is the Contract Unit of DHSES. Payment of grant vouchers
shall be made in accordance with the provisions of Article XI-A of the State Finance
Law. Payment shall be preceded by an inspection period of 15 business days which shall
be excluded from calculations of the payment due date for purposes of determining
eligibility for interest payments. The Contractor must notify the Federal Fiscal Unit in
writing of a change of address in order to benefit from the prompt payment provision of
the State Finance Law. When progress reports are overdue, vouchers will not be eligible
for prompt payment.

. Timely and properly completed New York State vouchers, with supporting
documentation when required, shall be submitted to:

NYS Division of Homeland Security and Emergency Services
Attention: Contracts Unit

State Office Building Campus — Bldg. 7A

1220 Washington Avenue, Suite 610

Albany, NY 12242
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I1. REPORTING PROVISIONS
A. Required Reports:

= Narrative/Qualitative Report (Progress Report)

The Contractor will submit, on a quarterly basis, not later than 30 days from the end of the
quarter, the report described in Section 11(G)(2)(a)(i) of Appendix A-1 of the Contract.

=  Expenditure Report (Fiscal Cost Report)

The Contractor will submit, on a quarterly basis, not later than 30 days after the end date for
which reimbursement is being claimed, the report described in Section IlI, Paragraph
G(2)(a)(iii) of the Appendix A-1 of the Contract.

= Final Report

The Contractor will submit the final report as described in Section I11, Paragraph G(2)(a)(iv)
of Appendix A-1 of the Contract, no later than 30 days after the end of the contract period.

1. Fiscal cost reports must be submitted showing grant expenditures. They must also show
the amount of interest earned to date on any advanced funds.

All submitted vouchers will reflect the Contractor’s actual expenditures and will be
accompanied by supporting detailed itemization forms or a form deemed acceptable to
DHSES for personal service, fringe benefit and non-personal service expenditures or other
documentation as required, and by a fiscal cost report for the reporting period. In the event
that any expenditure for which the Contractor has been reimbursed by grant funds is
subsequently disallowed, DHSES, in its sole discretion, may reduce the voucher payment
by the amount disallowed. If necessary, the Contractor may be required to submit a final
budget reallocation.

DHSES reserves the right not to release subsequent grant awards pending Contractor
compliance with this Agreement.

2. The Contractor will submit program progress reports and one final report to DHSES on a
prescribed form provided by DHSES as well as any additional information or amended
data as required.

Progress reports will be due within 30 days of the last day of each calendar quarter or on
an alternate schedule as prescribed in Appendix D. Progress reports will be due within
30 days of the last day of the calendar quarter from the start date of the program and the
final report will be due upon completion of the project or termination of this Agreement.
Calendar quarters, for the purposes of making program progress reports, shall be as
follows:

H Calendar Quarter Report Due ||
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January 1 - March 31 April 30

April 1 - June 30 July 30
July 1 - September 30 October 30
October 1 - December 31 January 30

The final report, or where applicable interim progress reports, will summarize the project’s
achievements as well as describe activities for that quarter.



