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NUMBER:
500.2

SUBJECT:
Report of Expenditures
PURPOSE:


Form POST 210 Report of Expenditures is a monthly expenditure report.  It is due within 30 days from the last day of the reported month.   

Contract Cost:

a.  Budget, Total Contract - This column includes the most recently approved budget for the reporting fiscal year.

b.  Prior Periods to Date (Cumulative) - This column includes cumulative expenditures incurred up to the reporting month.  

c.  Current Reporting Period - This column includes expenditures incurred in the current reporting month.

d.  Contract Period to Date - This column is the cumulative expenditures incurred through the end of the reporting month.

e.  Balance - The difference of cumulative expenditures to date from the budget.

f.  Percent Expended - The percentage difference of cumulative expenditures to date to the budget.

The report is signed and dated by the person who prepared the report and by official program head who is able to authorize the expenditures.  

Form POST 210A Report of Expenditures, Personnel Cost - Salaries & Wages is a monthly expenditure report attachment that is also due 30 days from the last day of the reported month.

a.  Position Number - Number that is unique to the position.

b.  Employee Name - Name of person that is assigned to the position.

c.  Position Title - Title of the position.

d.  Full Time Mo. Salary - Monthly salary of the position. Positions should tie into the recently approved budget (annual salary divided by twelve).

e.  Full Time Equivalent (FTE) - Amount that ties into the recently approved budget.

f.  Percent of Time Charged to Contract - Percentage time of position charged to the contract that also ties into the recently approved budget.

g.  Salary Charged to Contract (Current Period) - Actual salary charged to the contract for the current reporting period.

h.  Total Contract Budget - Amount that ties into the most recently approved budget for the current fiscal year.

The report is signed and dated by the person who prepared the report and by official program head who is able to authorize the expenditures.  The reports are reviewed by the WIC Services Branch and Fiscal Staff for normality of reported expenditures.  Reimbursement follows after reviews are completed.  If there is a discrepancy or question, WIC Services Branch Contract or Program staff will contact the Purchase of Service (POS) agency for clarification or correction.  Copies of the monthly Report of Expenditures for POS agencies are kept in the Contracts Unit.

REFERENCE(S):

Hawaii Revised Statues (HRS), Chapter 42D-25, 42D-34

ATTACHED FORM(S):
Report of Expenditures (POST 210)

Report of Expenditures, Personnel Cost - Salaries & Wages (POST 210A)
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