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POLICY:  This policy follows OPA Program Requirements for Title X Funded Family Planning Projects, 2014; and 45 CFR Parts 74 and 92.  Agencies must maintain a financial management system that meets Federal standards and will support effective control and accountability of funds.

PURPOSE:  This policy provides guidance for reproductive health clinic staff to ensure that all budgetary control procedures are compliant with Title X requirements.

PROTOCOL: Being good stewards of public funding is a Title X priority. (insert AGENCY name) will follow Title X regulations regarding budgetary control procedures.  This includes the requirement that program income earned during the project period is used to further the objectives of the program. 
PROCEDURE:
1. (insert AGENCY name) will use a budget to control its fiscal operations. 
2. Within the (insert AGENCY name) global budget, the Title X project will have a separate line item. 
3. The Chief Financial Officer or designee will monitor approved Title X budget expenditures.   
4. No Title X funds will be used to support non-Title X activities.

5. The allocation of Administrative expense will be identified as either direct or indirect. 

6. If (insert AGENCY name) claims indirect costs:

a) There will be a federally approved negotiated indirect cost rate (IDC) agreement for Administrative expenses; or 
b) There will be an accepted Administrative cost allocation plan with Health and Human Services or another cognizant Federal agency in order to claim indirect costs. 
c) Proper documentation of all income and expenditures will be maintained. 

7. Program income earned during the project period will be used to further the objectives of the program.

8. Charges of salaries/wages to the program will be reflective of Title X activities.  Time and effort documentation will assure proper validation.
9. Other Internal Controls:

a) Payroll:
· Time sheet/activity reports reflect actual activity.
· Time sheets are signed by both the employee and the supervisor.
b) Travel:
· Travel policies and procedures are in place and staff are familiar with their content.
· There is a process for authorizing and approving travel.
· Standard per diem rates and lodging rates are used.
· No foreign travel is charged to the grant.
c) Cash Management:
· All income is promptly deposited.
· Checks are restrictively endorsed at time of receipt.
· There is a written policy and procedure for handling payments received from the client at time of service.  (Attach a copy of this policy and procedure)
· There are procedures written for preparation and reconciliation of cash deposits.  (Attach a copy of this policy and procedure)
· Cash handling policies and procedures will be in place for each clinic site.
REFERENCES:
Office of Population Affairs.  2014.  Program Requirements for Title X Funded Family Planning Projects.  Retrieved from http://www.hhs.gov/opa/pdfs/ogc-cleared-final-april.pdf
45 CFR Part 92.  Retrieved from http://www.hhs.gov/opa/grants-and-funding/grant-forms-and-references/45-cfr-92.html
45 CFR Part 74.  Retrieved from http://www.hhs.gov/opa/grants-and-funding/grant-forms-and-references/45-cfr-74.html
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