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APPENDIX C 

PAYMENT AND REPORTING SCHEDULE 
 
NOTE:  Additional payment provisions associated with the schedule(s) below are detailed in  
Appendix A-1. 
 
For All Grantees: 
 
1. The Grantee agrees that this is a reimbursement-based contract; an advance may be 

provided through Appendix D (Special Conditions).  All requests for reimbursement must 
reflect actual costs that have been disbursed or items received by the Grantee.  A 
purchase order issued without receipt of the items or service is not eligible for 
reimbursement. 

 
2. Grantees 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.  Failure to submit the final program report, or interim progress 
report designated as the final report, may result in a disallowance of 25 percent (25%) of 
the grant amount.  The Grantee must also refund all unexpended advances (see item three 
below.)   Final vouchers, reimbursement payment and reports must be submitted by the 
last day of the month following the end of the grant contract period.  Failure to voucher 
within this period may result in the loss of grant funds. 

 
3. If at the end of this grant contract there remains any unexpended balance of the monies 

advanced under this contract in the possession of the Grantee, the Grantee shall submit a 
certified check or money order for the unexpended balance payable to the order of the 
State of New York and return it to the DCJS Office of Financial Services with its final 
fiscal cost report by the last day of the month following termination of this grant contract. 

 
4. Vouchers shall be submitted in a format acceptable to DCJS and the Office of the State 

Comptroller (see http://www.criminaljustice.ny.gov/ofpa/forms.htm).  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.  When submitting a voucher, 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 
Grantee for this program.  Requirement b) does not apply to Legislative sponsored State 
grants. 

 
5. For purposes of prompt payment provisions, the Designated Payment Office for the 

processing of all vouchers is the DCJS Office of Financial Services.  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 Grantee must notify the Office of 
Financial Services in writing of a change of address in order to benefit from the prompt 



  
 

VER04/24/13 
 

payment provision of the State Finance Law.  When progress reports are overdue or the 
required MWBE reporting is not included, vouchers will not be eligible for prompt 
payment. 

 
6. Timely and properly completed New York State vouchers, with supporting 

documentation when required, shall be submitted to: 
 

NYS Division of Criminal Justice Services 
Office of Financial Services 

80 S. Swan St. 
Albany, NY   12210 

 
 
7. Payment Schedule  
 
 
PAYMENT 

 
PAYMENT DUE DATE 

 
1 

 
Pending appropriation, 30 days after commencement date of contract with 
proper documentation or upon receipt of proper documentation, whichever is 
later. 

 
2-4 

 
Quarterly 

 
A not-for-profit Grantee operating on a multi-year contract may voucher for an optional 

fifth quarter advance against the succeeding year’s appropriation, pursuant to NYS Finance Law, 
Section 179-u. 
 

All submitted vouchers will reflect the Grantee’s actual expenditures and will be 
accompanied by supporting detailed itemizations of personal service and non-personal service 
expenditures and other documentation as required, and by a fiscal cost report for the reporting 
period.  DCJS reserves the right not to release subsequent grant awards pending Grantee 
compliance with this Agreement.  In the event that any expenditure for which the Grantee has been 
reimbursed by grant funds is subsequently disallowed, DCJS in its sole discretion, may reduce the 
voucher payment by the amount disallowed.  If necessary, the Grantee may be required to submit a 
final budget reallocation.  Fiscal cost reports showing grant expenditures and/or obligations for 
each quarter of the grant must be submitted by the last day of the month after the last day of the 
reporting period. 
 

Advance payments shall be permitted as specified in Appendix A-1, and in the amount 
specified in Appendix D (Special Conditions). 
 

Payment requests need to include the following documents as required: 
 

 Detailed Itemization of Personal Service Expenditures 
 Detailed Itemization of Non-Personal Service Expenditures 
 Detailed Itemization of Consultant Expenditures 
 Expert witness agreement and supporting documentation 
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 Voucher and Fiscal Cost Report signed 
 Written documentation of all required DCJS prior approvals as follows: 

o DCJS approval of non-competitive consultant. 
o DCJS approval of non-competitive vendor for services. 
o DCJS approval of consultant services reimbursement greater than $450 

per eight hour day. 
o DCJS approval of change to Personal Services by more than 10 percent. 
o DCJS approval to exceed NYS Office of the State Comptroller travel, 

meals and lodging rates. 
o DCJS approval to subaward to another organization. 
o DCJS approval for overtime payments exceeding 25 percent of an 

employee’s annual personnel cost. 
o DCJS and NYS Office of the State Comptroller approval to modify the 

budget by more than 10 percent of the total value of the contract if the 
contract is less than five million. 

o DCJS and NYS Office of the State Comptroller approval to modify the 
budget by more than 5 percent of the total value of the contract if the 
contract is five million or more. 

o DCJS approval to reallocate funds between Personal Services and Non 
Personal Services. 

 
8. CONTRACT PAYMENTS:  Contractor shall provide complete and accurate billing 

invoices to the agency in order to receive payment.  Billing invoices submitted to the 
agency must contain all information and supporting documentation required by the 
Contract, the Agency and the State Comptroller.  Payment for invoices submitted by the 
Contractor shall only be rendered electronically unless payment by paper check is 
expressly authorized by the Commissioner, in the Commissioner’s sole discretion, due to 
extenuating circumstances.  Such electronic payment shall be made in accordance with 
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, or by 
email at epayments@osc.state.ny.us.  Contractor acknowledges that it will not receive 
payment on any invoices submitted under this Contract if it does not comply with the 
State Comptroller’s electronic payment procedures, except where the Commissioner has 
expressly authorized payment by paper check as set forth above.   

 


