Administrative

Procedure No.     20


NORTH CENTRAL COUNTIES CONSORTIUM
CONTRACT CLOSEOUT PROCEDURE
All NCCC Contractors are required to submit a complete closeout package within 30 calendar day of their contract end date when the contract is not renewed for a following year.   All closeout documents, including the expenditure reports, require an original signature signed by the designated signatory approved to sign the contract.  (29 CFR 97.50 and Circular 133)
CLOSE-OUT

1. The Contractor will close and settle its contract and all subgrants and reconcile all financial activity related to the contract prior to the closeout with NCCC.

2. All refunds due NCCC must be made before closeout or when the contract final invoice is submitted. 
3. All unclaimed/uncashed checks must be reconciled and are the responsibility of the Contractor.
4. Contractor should attempt to minimize late claims, as costs not incurred prior to the expiration of the contract close may not be paid.

5. Reconciliation of fiscal records must be completed to ensure that expenditures are equal to or less than the contract budget, and that cash received, appropriately adjusted, equals expenditures.  (Attachment A)

6. A Contractor Closeout Tax Certification must be filled out and signed by an authorized signatory (Attachment B)
7. Program income earned should be fully expended or must be refunded to NCCC.
EXPENDABLE/NON-EXPENDABLE PROPERTY 
1. All expendable property, purchased with WIA funding, including but not limited to supplies, equipment, furniture and participant materials which are left over when the contractual agreement with NCCC ends, shall be transferred in accordance with NCCC’s direction and timelines. (Attachment C)
2. All expendable and non-expendable property, purchased with WIA funding shall be accounted for and offered to NCCC or an NCCC designated service provider prior to the contract’s end.

RECORD RETENTION

1. Contractors must retain all records of each WIA allocation/expenditure for a period of three years from the date of their last expenditure report submitted to North Central Counties Consortium. If any litigation, claim, or audit is started before the expiration of the three-year period, ALL records must be retained until all findings have been resolved and final action taken. Refer to the appropriate CFR. (29 CFR 97.42 or 29 CFR 95.53.) 

2. Participant records shall be made available, including review and transfer as needed, to NCCC or an NCCC designated service provider prior to the contract’s end date. 

3. If the Contractor ceases operation or goes out of business prior to the end of all record retention requirements, all WIA records shall be transferred to NCCC. 

All NCCC contract records shall be held at a secure location.  The name and address of the record repository shall be communicated in writing with NCCC.  The records shall not be moved without notice to NCCC.
AUDIT
Responsibility for the final audit of NCCC contracts remains with the Contractor.  Exceptions may be made considered on case-by-case basis.

[image: image1.emf]ATTACHMENT A

NCCC Contractor

Date 

Fiscal Year__________________

DATE AMOUNT

Total Cash Received

Total Invoices

              Accured Expenditures (attach list)

Due to (from) NCCC

Authorized NCCC Contractor Signature Date

Reconciliation of Cash/Expenditures

RECEIVED AND EXPENDED



ATTACHMENT B

NCCC CONTRACTOR CLOSEOUT TAX CERTIFICATION
Fiscal Year ___________

In the performance of the contract with North Central Counties Consortium, I certify that I have complied with all legal and NCCC requirements regarding the obtaining of employer identification/account numbers, collection, payment, deposit, and reporting of Federal, State, and local taxes; and the provision of W-2 forms to employees who are not now my employees (formerly employed under the contract), W-2 forms will be furnished as specified in Circular E, Employer’s Tax Guide.



Authorized Signature:  ________________________________



Name of Contractor:   ________________________________




         Address:   ________________________________

      ________________________________

      ________________________________

ATTACHMENT C

NCCC CONTRACTORS
SUPPLY INVENTORY CERTIFICATION

All expended/unexpended property, such as paper, desktop supplies, computers, laptops, furniture etc purchase with WIA funding must be transferred to NCCC or an NCCC designated service provider.

I agree that all inventory purchased by WIA funding has been transferred NCCC or an NCCC designated service provider.

___________________________________________
________________

Signature of Authorized NCCC Contractor Official


Date


1
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INSTRUCT

		CONSTRUCTION TRAINING CLOSE-OUT PACKAGE INSTRUCTION

		Page 1

		Represents the final billing. (Use the monthly fiscal report form) All costs incurred

		and not previously billed are reported here.  This final billing may contain adjustments (negative or

		positive), bills paid since your last fiscal report and accruals on the date of preparation.

		Page 2

		On page 2 you  should list all payments  (including advances)  received from SETA.  Any cash

		returns  (such as  the return  of excess  advances  prior to  filing this close-out)  should be listed as

		negative amounts.  Total cash received will be the net of cash received  less any applicable returns

		Total  agency  expenditures  will be  the amount  brought forward from page one for  reimbursable

		expenditures  only.  Subtract  total  expenditures  from cash received to compute  the  amount due

		to/from SETA..  All funds due SETA must accompany this report.

		Page 3

		On page 3 list all accruals outstanding at the date of preparation.  These accruals should have

		been included in your total expenditures, page 1 and 2.

		Page 4

		On page 4 please list all funds due your agency at the date of preparation.  These receivables

		should have been taken into account in your final expenditures amounts.

		Page 5 & 6

		Page 5 certifies  the inventory on page 6 of WIA tagged  fixed asset  equipment  in

		your possession (either purchased through WIA funds or on loan from SETA).

		Equipment  should  be listed  in the  close-out package of  the  contract  where  procured  (if your

		agency has more than one contract).

		Page 7,8 & 9

		These pages are the standardized assignment, release and tax certification forms.





CASH STATMT

		ATTACHMENT A

		Reconciliation of Cash/Expenditures

		RECEIVED AND EXPENDED

		NCCC Contractor

														Date

		Fiscal Year__________________

										DATE				AMOUNT

										Total Cash Received

										Total Invoices

						Accured Expenditures (attach list)

										Due to (from) NCCC

						Authorized NCCC Contractor Signature								Date





SCHEDULE AP

		

						SCHEDULE OF ACCOUNTS PAYABLE

		PAYABLE TO				AMOUNT				PAYMENT FOR

						0

		There are no Accounts Payable by the Sacramento Builders' Exchange for the Incumbent Estimator Prog.

		James E. Lambert, Executive Vice President  November 28, 2008
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SCHEDULE AR

		

						SCHEDULE OF ACCOUNTS RECEIVABLE

		DUE FROM				AMOUNT				PAYMENT FOR

		SETA				$24,700				Estimator #2 Incumbent Wrkr
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INV CERT

		

								SETA INVENTORY CERTIFICATE

		I do hereby as				Executive Vice President								of

								Title

		Sacramento Builders' Exchange												that

		Subgrantee's Name

		the attached inventory schedule is complete and lists all items of fixed asset

		equipment furnished to the subgrantee, or which the subgrantee has purchased

		with WIA funds, for use in the performance of the subgrant.

												28-Nov-08

		Authorized Signature										Date

		James E. Lambert Executive Vice President

		Type Name and Title
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FIXED ASS

		

		SETA INVENTORY SCHEDULE

		AGENCY		Sacramento Builders' Exchange										Period covered				5/9/07		to		11/30/08

		PROGRAM TITLE		Work force Investment Act (WIA), Title 1, Adult and Dislocated Worker Program: Incumbent Worker Training: 199671CIG

				COST

		Date		Current
Year		Prior
Year		Item & Description		Make		Model		Serial #		County 
Tag #		HHS or
State #		Location

				1,129		1,129		LapTop PC		HP		Pavilion		CNF73036D						SBE Education Center

				849		849		LapTop PC		Dell		Inspiron		KK530A00-01						SBE Education Center

				1,295		1,295		ViewSonic Digital Projector		Texas Inst.		PJ5590		QFE072001550						SBE Education Center

								WiFi Hub Cable, Wiring

		Total Cost		3,464		3,464

		Less reported Equip						Signature_______________________________						Date: 11-28-08				Phone: 916-442-8991____________

		Cost per closeout report				N/A		Name__James E. Lambert____						Title__Executive Vice President__________

		Difference						*Please note the total equipment cost for the current year should be the same on the closeout report
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REFUND

		

				SUBGRANTEE'S ASSIGNMENT OF REFUNDS, REBATES AND CREDITS

		Sacramento Builders' Exchange

		Subgrantee Name

		1331 T Street

		Address

		Sacramento, CA 95811

		City, State, Zip Code

				Pursuant to the terms of contract No. _199671CIG__________ and in consideration of the

		reimbursement  of  costs as  provided  in the  said contract  and  any assignment  thereunder,  the

		Sacramento Builders' Exchange												does hereby:

		1.		Assign,  transfer, set over and release to the Sacramento Employment and Training Agency

				(thereinafter Called SETA) all rights, title and interest to all refunds, rebates, credits or other

				amounts (including any interest thereon) arising  out of the performance  of the said contract,

				together  with  all the rights  of action  accrued or  which may  hereafter  accrue  thereunder.

		2.		Agree  to  take  whatever  action may be  necessary  to effect  prompt  collection of all such

				refunds, rebates, credits or other amounts (including any interest thereon) due or which may

				become due  and  to forward promptly to SETA any proceeds so collected.  The reasonable

				costs of any such action to effect collection shall constitute allowable cost when approved by

				SETA under the terms thereof.

		3.		Agree to  cooperate  fully with SETA  as to any claim or suit in connection with such refunds,

				rebates, credits or other amounts due (including any interest thereon):  to execute any protest,

				pleading, application, power or attorney or other papers in connection therewith; and to permit

				SETA to represent it at any hearing, trial or other proceedings arising out of such claim or suit.

				Authorized Signature

				James E. Lambert, Executive Vice President

				Typed Name and Title
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RELEASE

		

										SUBGRANTEE'S RELEASE

				Pursuant to the terms of contract No. _199671CIG___and in the consideration of the

		sum  of  (total of  amounts  paid,  payable  and  paid  through  Sacramento  County  System)

		(subgrantee) __Sacramento Builders' Exchange_________________________________

		hereinafter  called  the  Subgrantee,  the  Subgrantee, upon  payment  of the  said  sum by the

		Sacramento Employment and Training Agency hereinafter called SETA does remise, release,

		and discharge the Service Delivery Area, its officers, agents, and employees, of and from all

		liabilities,  obligations,  claims,  and  demands  whatsoever  under  or  arising  from  the  said

		contract except:

				1.		Specified claims in stated amounts or in estimated amounts where the amounts

						are not susceptible of exact statement by subgrantee as follows:

						(if none, so state.)

						______________________________________________________________

						______________________________________________________________

						______________________________________________________________

				2.		Claims,  together with  reasonable expenses incidental thereto,  based upon the

						liabilities of  the Subgrantee  to third parties  arising out of the performance of

						said  contract  which  are  not  known  to  the Subgrantee  on  the  date of  the

						execution of this release and for which the Subgrantee files a valid claim.

				Authorized Signature

		James E. Lambert, Executive Vice President

				Typed name and Title
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TAX

		

				SUBGRANTEE CLOSEOUT TAX CERTIFICATION

				IN THE PERFORMANCE OF CONTRACT NO. 199671CIG

				I  CERTIFY  THAT  I  HAVE COMPLIED  WITH  REQUIREMENTS  OF  THE  LAW,  SETA

				AND   DEPARTMENT   OF   LABOR,   REGARDING   THE  OBTAINING  OF  EMPLOYER

				IDENTIFICATION / ACCOUNT  NUMBERS,  COLLECTION,  PAYMENT,  DEPOSIT,  AND

				REPORTING OF FEDERAL, STATE, AND LOCAL TAXES; AND THE PROVISION OF W-2

				FORMS  TO  EMPLOYEES  WHO  ARE  NOT  NOW  MY  EMPLOYEES.   FOR  PRESENT

				EMPLOYEES  (FORMELY  EMPLOYED  UNDER  THE  CONTRACT), W-2 FORMS  WILL

										AUTHORIZED SIGNATURE:

										NAME OF SUBGRANTEE:				Sacramento Builders' Exchange

										ADDRESS:				1331 T Street

														Sacramento, CA 95811
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