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INSTRUCTIONS FOR PREPARING
THE SENIOR COMMUNITY SERVICE EMPLOYMENT PROGRAM (TITLE V)
FEDERAL AND STATE GRANT FINANCIAL CLOSEOUT REPORT
(CDA 90 Rev 6/12)

GENERAL INSTRUCTIONS

To allow sufficient time for review and approval, submit one electronic copy via e-mail to your assigned AAA-Based Team Fiscal Specialist.  In addition, one original signed copy must be mailed to:
California Department of Aging
Fiscal/Contracts, AAA Based Team B
1300 National Drive, Suite 200
Sacramento, California 95834


Due Date:  JULY 31, 2013

To assist CDA in processing your TV Closeouts, AAAs are strongly encouraged to complete and submit as soon as possible. 


Limits and Minimums: Total AAA Administration costs may not exceed eight (8%) percent of the total federal allocation.  Total Program/PWFB costs must be a minimum of seventy-nine (79%) percent of total federal costs.  AAAs will be covering 100% of the 10% matching requirement for the State. This calculates to 11.82% per AAA for SFY 2012-13. You may refer to the Title V 2012-13 Amend 1 Match Requirements spreadsheet to reference your AAA’s matching amount.

PAGE 1 BUDGET SUMMARY

[bookmark: _GoBack]Heading: Enter the contract period, check whether the program is direct or contracted and enter the contract number, PSA number, and date completed on page 1.  The other pages will auto-fill.  The contract number shall consist of the letters TV, the fiscal year, and the PSA number (e.g., TV 1213-34).

Yellow highlighted cells are protected – You cannot enter any additional data in these cells.
· The light yellow highlighted cells will auto-fill from the support pages.
· The darker yellow highlighted cells are the totals and will auto-sum.

Light blue highlighted cells (bottom of page).
· Section C - Enter your AAA’s Federal Allocation
· Section D - Enter the split between Cash and In-kind Matching Costs.
· The total should agree with Section B Total Costs for Federal Match.




PAGE 2 – AAA ADMINISTRATION EXPENDITURES

Complete this page if reporting AAA administrative costs.

Section A - Personnel Costs

· Position Classification - List each position performing administrative functions for SCSEP and their total annual wage by funding source (Federal and/or Federal Match funds).

· Total Personnel – Will auto-sum.

· Fringe Benefits – Enter the amount of Staff Benefit expenditures for all positions listed by funding source.

· Total Personnel Costs – Will auto-sum by adding Total Personnel and Fringe Benefits.

Section B - Operating Costs

· Enter total expenditures for Travel, Equipment, Supplies, Contractual, and Other by funding source.

· Total Operating Costs – Will auto-Sum.

· Indirect Costs - Enter the amount of Indirect Costs expended for AAA Administration by funding source.

· Total Costs – Administration – Will auto-sum by adding Total Personnel Costs from Section A, Total Operating Costs from Section B, and Indirect Costs.  Total Costs - Administration will agree with Page 1, Section A, AAA Admin, Total Costs for Federal and Federal Match.


PAGE 3 - PROJECT ADMINISTRATION EXPENDITURES

Do not include any AAA administrative expenditures on this page.  This is for contracted SCSEPs only.

Section A - Personnel Costs

· Position Classification - List each position performing administrative functions for SCSEP and their total annual wage by funding source (Federal and/or Federal Match funds).

· Total Personnel – Will auto-sum.

· Fringe Benefits – Enter the amount of Staff Benefit expenditures for all positions listed by funding source.

· Total Personnel Costs – Will auto-sum by adding Total Personnel and Fringe Benefits.

Section B - Operating Costs

· Enter total expenditures for Travel, Equipment, Supplies, Contractual, and Other by funding source.

· Total Operating Costs – Will auto-sum.

· Indirect Costs - Enter the amount of Indirect Costs expended for AAA Administration by funding source.

· Total Costs – Project Administration – Will auto-sum by adding Total Personnel Costs from Section A, Total Operating Costs from Section B, and Indirect Costs.  Total Costs – Project Administration will agree with Page 1, Section A, Project Admin, Total Costs for Federal and Federal Match.

· Contractor Information – Enter Name, Address, & Telephone number where indicated.



PAGE 4 - PROGRAM EXPENDITURES

PROGRAM/PARTICIPANT WAGES AND FRINGE BENEFITS (PWFB)

Section A – Personnel (Participant)

· Participant Classification - List participants by classification.

· Number of Participants - Provide the number of participants that worked in the classification.  

· Wage per Hour - Enter the hourly wage of participants that worked in the classification.

· Participant classifications, earning a different hourly wage, are listed on separate lines.

· Total Hours Worked for FY 2011/12 - Enter the total number of hours worked for the fiscal year in this program (July 1, 2011 through June 30, 2012).

· Federal, Federal Match, and Program Income – Enter the Classification’s total annual wage by funding source (Federal, Federal Match, and Program Income).

· Total Personnel – Will auto-sum. 
Section B - Fringe Benefits

· Enter the total cost for Physicals, FICA, Workers Compensation, and Other (identify other fringe benefits) by funding source.
· Please note that costs for Workers Compensation must be paid by the Contractor and cannot be paid by the Host agency.

· Total Fringe Benefits – Will auto-sum.

· Total Personnel Costs – Program/PWFB – Will auto-sum by adding Total Personnel and Total Fringe Benefits. This amount will agree with Page 1, Section A, Program/PWFB, Total Personnel Costs columns for Federal, Federal Match, and Program Income.

PROGRAM/OTHER 

Section C - Operating Costs

· Enter costs for Travel, Equipment, Supplies, Contractual, Orientation, Assessment, etc. by Staff Costs or Other by funding source.
		
· Total – Will auto-sum by adding all costs for Staff and Other.

· Total Operating Costs – Will auto-sum.

· Indirect Costs - Enter the amount of Indirect by funding source.

· Total Operating and Indirect Costs – Program/OTHER – Will auto-sum by adding Operating Costs, and Indirect Costs.  This amount will agree with Page 1, Section A, Program/Other, Total Operating and Indirect Costs for Federal, Federal Match, and Program Other.

PAGE 5 - EQUIPMENT PURCHASES INVENTORY

AAA & Project Administration – Equipment Purchases

· Item – List all equipment purchased during the grant year with federal and non-federal matching funds.

· Enter:
· Date Acquired
· Location
· ID or Serial Number
· Manufacturer
· Model
· Purchase Price

· Federal Percentage – Enter the percentage of the purchase price paid with federal TV funds.

· SCSEP Cost – Will auto-calculate by multiplying the equipment purchase price by the percentage of the purchase price paid with federal funds.

· Administration – Equipment Purchases Total – Will auto-sum.

Program – Equipment Purchases

· Item – List all equipment purchased during the grant year with federal and non-federal matching funds.  

· Enter:
· Date Acquired
· Location
· ID or Serial Number
· Manufacturer
· Model
· Purchase Price

· Federal Percentage – Enter the percentage of the purchase price paid with federal funds.

· SCSEP Cost – Will auto-calculate by multiplying the equipment purchase price by the percentage of the purchase price paid with federal funds.

· Administration – Equipment Purchases Total – Will auto-sum.


