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DOCUMENT OVERVIEW
This document defines COMPANY’s Policy and Procedure and Management Control process to operate the business on a daily basis. The document is updated on a regular basis only upon final approval of the President of the Company. No changes are allowed except in writing. All Policy must be complied with at all times.  Any process gap or internal gaps in the functions must be brought to the President’s attention for immediate resolution. COMPANY reviews its financial statement internally with the help of a licensed CPA firm.  Any deficiency or internal weakness is immediately discussed with the CPA firm and internal management staff. As soon as resolution is reached, it is implemented. 
This document and the Employee Policy Manual are two major documents that define corporate policy and procedure.
MANAGEMENT CONTROL AND RESPONSIBILITY

COMPANY believes in direct line of communication between its employees and all managers. The table 1 defines major roles and functions for the organization.

Table 1- Role , Responsibility and Authority

	Role
	Personnel
	Responsibility and Authority

Authority

	President
	
	Owner of the firm with final authority on all policy, procedure, accounting functions, Hiring of individuals, bid/No Bid decision, Investments, Banking, Finance. Final Authority on all company matters. Subject to policies and decisions of the Board of Directors.

	HR Manager
	
	Responsible for all aspects of Human Resources, Hiring, Employment Letter, Reference Check, Employee Policy Manual updates/revision, Welcome email to employee, Time Sheet Policy Guidance, Travel Approval. Responsible for day to day functions of HR Manager and Point of contact for all employees. 

	Payroll Manager
	
	Responsible for monitoring all Time & Attendance of all employees, Leave, Vacation, Sick Leave Approval. Responsible for Entering data into the Paychex System. 

	Senior Accountant Consultant
	
	Responsible for implementing accounting functions
· Monthly accounting calendar, monthly close, and fiscal year close

· Accounts Payable

· Accounts Receivable

· Payroll

· Customer deposits

· Customer billing

· Collections

· General ledger maintenance and account reconciliation

· Standard financial reports

· Income statement & balance sheet

· Job status reports

· Indirect rate analysis

· Maintenance of accounting records and files



	Contract Manager
	
	Responsible for review and execution of all NDA, Teaming Agreements & Contracts document for the company. Assist Program Managers in the preparation of Cost Documents and Cost Proposals based on Accounting and Financial Data.  Review all compliance documents for accuracy. 

	Sr. DCAA Consultant
	
	Responsible for ensuring COMPANY is compliant with the DCAA regulations. Advises on Accounting System, Time & Attendance System and Integration of all DCAA required components and processes within COMPANY’s infrastructure. 


FINANCIAL AND ACCOUNTING POLICIES AND PROCEDURES

1. FINANCIAL AND COST ACCOUNTING POLICIES

1.1. FISCAL YEAR

COMPANY’s fiscal year commences on January 1st and ends on December 31st of each calendar year.

1.2. REVENUE RECOGNITION

Revenue on cost plus fixed fee contracts is recognized to the extent of costs incurred, plus a proportionate amount of fee earned.  Revenue on time and materials contracts (T&M) is recognized when the labor or expenses have been incurred and performed.  Revenue on fixed price contracts is recognized in equal parts based on the award amount and over the period of performance, assuming level of effort is consistent from month to month. Revenue recognized on contracts in excess of related billings is reflected as unbilled receivables. Losses on contracts are provided for in the period in which they are first determined.

Contract costs, including indirect expenses, are subject to audit by various government audit agencies. Contract revenues have been recorded in amounts that are expected to be realized on final settlement.
1.3. INCOME TAXES 

1.3.1. SUBCHAPTER S

The company has elected to have taxed as a Sub “S” corporation under section 1361 of the Internal Revenue Code and similar sections of the Commonwealth of Virginia income tax laws which provide that, in lieu of corporate income taxes, the stockholders are liable for taxes arising from the Company’s taxable income.

1.4. CURRENT ASSETS

1.4.1. ACCOUNTS RECEIVABLE

Accounts receivable consist of work that has been billed to customers as well as unbilled amounts consisting of revenues performed for which billings have not been presented to contract customers. Provision for doubtful accounts, if necessary, is recorded as a reduction of accounts receivable. Provision for anticipated overruns and for cost-reimbursement disallowances is recorded as a reduction of unbilled receivables. Retentions, both billed and unbilled, arise principally from government contracts.  Unbilled retentions are recorded as a part of unbilled receivables.

1.4.2. OTHER CURRENT ASSETS
Other current assets consist principally of prepaid expenses, employee receivables and deposits.
1.5. FIXED ASSETS AND DEPRECIATION EXPENSES

1.5.1. CAPITALIZATION POLICY

Items with an acquisition cost in excess of $1,000 and useful life of more than one year are capitalized. A single purchased of several items meeting the above criteria is capitalized as long as the aggregate value is more than $5,000 and the individual items are $500 or more.

Permanent building improvements or leasehold improvements that extend life or increase the productivity of an asset are capitalized.  Included in this category are the installation of boilers, furnaces, air conditioners, elevators, permanent floor coverings, wiring, lighting fixtures, and partitions. 

Leased capital items meeting the criteria of Financial Accounting Standards (FAS) NO.13 are capitalized.

1.5.2. DEFINITION OF ACQUISITION COST

Acquisition cost includes all expenditures necessary to place an asset in location and bring the asset to a condition for normal or expected use. The costs include the following:

· Invoice price less applicable discounts;

· Sales taxes paid upon acquisition (sales taxes for leased assets paid with each lease payment are included in expenses);

· Preliminary engineering studies and surveys;

· Legal fees to establish title;

· Freight; and 

· Incidental charges, if incurred, for unloading, inspection, testing, and construction.

The acquisition cost of an asset purchased to replace an insured loss consists of the net book value of the replaced asset plus or minus the difference between insurance proceeds received or to be actual replacement cost, in accordance with FAR 31.205-19(a) (2) (iii).

1.5.3. USEFUL LIVES AND DEPRECIATION METHODS
Exhibit 1.5 lists the estimated useful life and depreciation methods used for each class of asset. In general, assigned depreciable lives of assets result in immaterial estimated residual values. Therefore, no residual values are deducted.

For tax purposes, Accelerated Cost Recovery System (ACRS) is used.

1.5.4. DISPOSAL OF FIXED ASSETS

In the event of trade-ins, dismantlement, loss (except an insured loss and subsequent replacement), or sale, the cost and related accumulated depreciation of the disposed assets are removed from the asset accounts. Any resulting gains, up to the amount of the depreciation reverse, or losses, are credited or charged to the same overhead or G&A pool to which the depreciation of the asset was charged. Gains in excess of the depreciation reserve are credited to income. The gain or loss that is recognized upon disposition of an asset is assigned to the accounting period in which the disposition occurs. 

In the case where a lost asset is replaced and the loss is covered by insurance, the net book value of the original asset plus or minus the difference between insurance proceeds and replacement cost becomes the value of the new asset.

EXHIBIT 1-5, ASSET CLASSIFICATIONS, DEPRECIATION METHODS. AND ESTIMATED USEFUL LIVES FOR FINANCIAL STATEMENT PURPOSES

	ASSET

CLASSIFICATION
	FINANCIAL 

STATEMENT

DEPRECIATION 

METHOD
	               ESTIMATED 

               USEFUL LIFE

	Land

Building

Building Improvements

Leasehold Improvements

Computer Equipment 

Personal Computers

Office Equipment

File and Storage Cabinets

Reproduction Equipment

Autos

Communications Equipment

Word Processing Equipment


	None

SL

SL

SL

SL

SL

SL

SL

SL

SL

SL

SL


	Life of Building

Life of Building

Life of Lease **

5 Years - New  

3 Years

3 Years

3 Years

5 Years

5 Years

3 Years

3 Years



	** SL indicates that the straight- line method is used to calculate depreciation. For tax purposes ACRS is used or estimated useful life, if shorter than the life of lease.


1.6. LEASE 

Any long-term lease meeting FAS No. 13 criteria will be capitalized. For all such leases, a corresponding “Obligations under Capital Lease” will be recorded.  Amortizations of capitalized leased assets will be included in depreciation and amortization expense.

1.7. LONG-TERM INVESTMENT

Long-term investments are carried at lower of cost or market.

1.8. PROJECTED RATE DEFERRAL

At interim reporting dates during a fiscal year, all jobs costs are calculated at the then projected year-end fringe, overhead and G&A rates.  Differences between amounts expended at projected rates and expenses actually incurred are reviewed each month. At year-end, adjustments are made to all contracts to reflect the actual rates experienced for the year.

1.9. COST ALLOCATIONS POLICIES

1.9.1. GENERAL 

As a government contractor, COMPANY complies with Federal Acquisition Regulations (FAR). The following provides an overview of certain key cost allocation policies.

1.9.2. COST ACCOUNTING DEFINITIONS

Final Cost Objectives:
Client contracts

Segment:


The total organizational entity of COMPANY
Total Cost Input:
Total direct and indirect costs, except G&A.

1.9.3. CRITERIA FOR DETERMINING HOW COSTS ARE CHARGED TO GOVERNMENT CONTRACTS OR SIMILAR COST OBJECTIVES

All cost items (labor, travel, and other direct costs) which are incurred specifically for the performance of a particular contract or similar cost objective are direct charges, provided that all like costs, incurred for the same purpose and in similar circumstances, can be readily and economically identified as direct costs.

Cost items for which the allocability to specific cost objectives is not readily or economically measurable, such as supplies, are charged to the applicable indirect expense pool.

1.9.4. DIRECT COSTS

Costs that are charged direct are:

DC00100  Direct Labor:

Contract related services performed by employees of COMPANY.

DC00500  Materials:

Material costs directly related to contract performance. 
DC00600  Travel:

Travel costs directly related to contract performance.  

Direct Labor Rates are based on the current annual salaries of the COMPANY staff divided by 2,080 hours per year. COMPANY complies with all federal and state laws and regulations governing overtime. As a matter of normal business practices, COMPANY does not consider professionals eligible for overtime. 

1.9.5. FRINGE BENEFITS

Fringe benefits are indirect expenses incurred on behalf of the company’s employees to provide additional benefits in addition to compensation.  Fringe benefits are offered to create a stable workforce and reduce employee turnover.  The fringe benefits pool includes expenses such as medical insurance, disability insurance, workers compensation, 401k match, paid leave, and payroll taxes.
FB00457 Vacation Expense
Vacation expense earned and accrued by employees.

FB00460 Holiday Expense
Holiday pay disbursed to employees for approved holidays.

FB00466 Social Security
Social Security expense paid by the employer.

FB00467 Medicare

Medicare expense paid by the employer.

FB00468 FUTA Expense
Expense related to federal unemployment taxes and premiums.

FB00469 SUTA Expense

      Expense related to state unemployment premiums.
FB00470 Worker’s Compensation
Expense for workers compensation insurance.

FB00471 Medical Insurance
Medical insurance premium expense net of employee deductions.

FB00472 Dental Insurance
Dental insurance premium expense net of employee deductions.

FB00473 Life Insurance
Supplemental life and accident insurance premium expense net of employee deductions.

FB00474 LTC Insurance
Long-term care insurance premium expense.

FB00475 401(k) Discretionary

Employer discretionary contribution expense related to 401k plan.

FB00476 401(k) Corp Match

Employer matching contribution expense related to 401k plan.

FB00477 Miscellaneous Fringe Benefit

Miscellaneous fringe expenses.

Fringe benefits costs are allocated to final cost objectives based on total labor dollars (see Exhibit 1.9.A).

1.9.6.  FACILITIES EXPENSE
COMPANY facilities expense pool includes elements of cost associated with operating a facility from which COMPANY employs work. Facilities expenses are allocated to the Overhead and G&A pools based on relative labor costs.

FC00860 Depreciation

Depreciation expense related to fixed assets deployed at the company’s office site.

FC00871 Office Rent

Office lease expense for the rent of the company’s office.

FC00872 Internet & Network

Cost of IT and network services which cannot be indirectly associated with specific projects.

FC00876 Repairs & Maintenance

Repairs and maintenance expense related to the company’s office space.

FC00877 Postage & Delivery

Postage and shipping expense associated with operating specific projects but not directly charged to individual clients.

FC00878 Printing and Reproduction

Expenses related to copy machine lease and usage.

FC00879 Telephone

Telephone expense for the company’s phone system.

FC00880 Office Supplies and Expense
Office supplies and miscellaneous expense that are consumed by employees working at the company’s office.

      1.9.7
OVERHEAD

COMPANY standard overhead pool includes elements of cost associated with developing and operating specific projects but not directly charged to individual clients.  Representative business functions normally associated with overhead cost elements include:

OH00501 Overhead Labor
Cost of employee labor associated with operating specific projects but not directly charged to individual clients.

OH00504 Overhead Bonus

Bonus expense related to company’s bonus compensation plan and associated with operating specific projects but not directly charged to clients.

OH00510 Local Travel
Local travel costs associated with operating specific projects but not directly charged to individual clients.

OH00511 Travel/Conferences

Travel and conference expense associated with operating specific projects but not directly charged to individual clients.

OH00580 Misc O/H Expense

Miscellaneous expense associated with operating specific projects but not directly charged to individual clients.

1.9.8. G&A EXPENSE

G&A expenses represent the cost of activities that are necessary to the overall operation of 

the business as a whole, but for which a direct relationship to any particular cost objective 

cannot be shown.  G&A includes the top management functions for executive control and 

direction over all personnel, departments, facilities, and activities of the contractor. It includes human resources, accounting, finance, security, contract administration, and legal.

GA00701 G&A Labor
Cost of employee labor which cannot be indirectly associated with specific projects.

GA00704 G&A Bonus

Cost of employee bonus which cannot be indirectly associated with specific projects.

GA00710 Travel/Conferences

Travel and conference expense which cannot be indirectly associated with specific projects.

GA00720 Consulting Services

Consulting costs which cannot be indirectly associated with specific projects.

GA00726 Dues and Subscriptions
Dues and membership fees which cannot be indirectly associated with specific projects.

GA00737 Legal Fees

Allowable legal expense incurred by the company.

GA00739 Business Insurance

The expense of general liability insurance for the company.

GA00743 Bank Service Charges

Bank service charges which cannot be indirectly associated with specific projects.

GA00744 Accounting & Tax

Accounting and tax professional fees paid to outside accountants and tax preparers.

GA00745 License and Fees

License and fees which cannot be indirectly associated with specific projects.

GA00746 Training and Education

Cost of training and education which cannot be indirectly associated with specific projects.

GA00780 Miscellaneous G&A Expense

Miscellaneous G&A expense which cannot be indirectly associated with specific projects.

1.9.9. BID & PROPOSAL COSTS
B&P costs are the cost incurred in preparing, submitting, and supporting bids and proposals.  B&P costs include all cost that, if incurred in like circumstances in the performance of a contract, would be treated as direct costs and include allocated fringe benefits and overhead on labor charges.  B&P costs are allocated as part of the G&A expense pool.

BP00100 B&P Direct Labor:

Cost of employee labor directly charged to bid and proposal efforts.

1.9.10. UNALLOWABLE COSTS

Unallowable costs are separately controlled, apart from direct costs, and are never billed to the client. COMPANY’s general ledger is arranged such that unallowable costs are recorded in a pool of accounts created especially for these types of costs.

The acquisition regulations specifically require that expressly unallowable costs, plus all directly associated costs be identified and executed from proposals, billings, and claims submitted to the government.  Directly associated costs are defined as those that would not have been incurred if the other cost, e.g. the unallowable cost, had not been incurred.  Thus salary costs of employees who engage in activities that result in unallowable costs are unallowable to the extent that the employees expend their time on the unallowable activity.

UN00901 Interest Expense

UN00902 Per Diem

UN00903 Lodging

UN00904 Miscellaneous

UN00905 Business Meals

UN00906 Unallow Exp/Discount Fees

UN00907 Federal Taxes – Unallowed

EXHIBIT 1.9.A, FRINGE BENEFIT RATE COMPUTATION

Fringe benefits pool / Fringe benefits base = Fringe benefits rate.

Fringe benefits pool   =
Sum of fringe benefits accounts.

Fringe benefits base   =
Direct labor + Overhead labor + G&A labor + B&P labor + Unallowable labor.

EXHIBIT 1.9.B, FACILITIES EXPENSE RATE COMPUTATION
Facilities expense allocate to Overhead = Facilities expense pool X (Direct labor + Overhead labor) / (Direct labor + Overhead labor + G&A labor + B&P labor + Unallowable labor)

Facilities expense allocate to G&A = Facilities expense pool X (G&A labor + B&P labor + Unallowable labor) / (Direct labor + Overhead labor + G&A labor + B&P labor + Unallowable labor)


Facilities expense pool
=
Sum of facilities expense accounts.

EXHIBIT 1.9.C, OVERHEAD RATE COMPUTATION

Overhead pool / Overhead base = Overhead rate.

Overhead pool   =
Sum of overhead accounts + (Overhead labor x Fringe benefits rate) + Facilities Allocation
.

Overhead base   =
Direct labor + (Direct labor x Fringe benefits rate) + B&P labor + (B&P labor x Fringe benefits rate) + Unallowable labor + (Unallowable labor x Fringe benefits rate).

EXHIBIT 1.9.D, G&A AND B&P RATE COMPUTATION

(G&A pool + B&P pool) / G&A base = G&A rate.

G&A pool   =
Sum of G&A accounts + (G&A labor x Fringe benefits rate) + Facilities Allocation
.

B&P pool   =
Sum of B&P accounts + (B&P labor x Fringe benefits rate) + ((B&P labor + (B&P labor x Fringe benefits rate)) x Overhead rate).

.

G&A base   =
Direct labor + Other direct costs + (Direct labor x Fringe benefits rate) + ((Direct labor + (Direct labor x Fringe benefits rate)) x Overhead rate) + ((Unallowable labor + (Unallowable labor x Fringe benefits rate)) x Overhead rate).
2. INTERNAL CONTROLS AND ACCOUNTING PROCEDURES

1.1. EXPENDITURE AUTHORIZATION

Exhibit 11.A, Expenditure Approval Policy, lists the corporate authorizations necessary to approve specific expenditures.  No individual is allowed to approve his/her own expense advance or reimbursement.  All travel expense reports, expense records, and check requests must be approved by another individual who has a greater level of expenditure authority or corporate operations. Accounting Review of Travel, Expense and Advance Check is supervised by HR Manager.  Expenditures by the President are approved by another Corporate Officer.
EXHIBIT 2.1.A, EXPENDITURE APPROVAL POLICY

	Direct Contract and Project Charges:

· President:    All above $ 1000

· Corporate operations:   Up to and including $ 1000

· Human Resources Manager:   Up to $ 500

· Project/ Proposal Manager:   Up to and including $ 100

Capital Expenses:

· President:    All

Overhead Expenses:

· President:     All over $ 500

· Corporate operations:    Up to and including $ 500

· Human Resource Manager:   Up to and includes $ 100

G&A Expenses:

· President:   All above $500

· Corporate operations:   Up to and including $500

         


Procurement Policy
The procurement policy of COMPANY is to purchase the best quality product or service at the best possible price thereby ensuring the best value.  To achieve the goals of this policy, COMPANY has implemented a procurement system that prescribes the procedures to be followed in purchasing products or services and identifies corporate positions authorized to approve purchase requests and expend corporate funds.  The intent of the policy is to provide a common sense set of procedures that every employee can follow to acquire the products or services needed to do the job efficiently yet establish a verifiable procurement system that conforms to government procurement policies. 

Purchase Order System

A purchase order will be used for all items acquired by COMPANY.  Every COMPANY employee is responsible for completing purchase orders.  Completed purchase orders will be submitted to the Division Director who will review the request and approve it.  Program Managers are authorized to approve purchase orders and commit corporate funds up to $250.00.  Purchase Orders for amounts exceeding $250.00, however, must receive final approval from a Corporate Officer.  If a vendor does not show sales tax on their proposal, it will be calculated and written in the notes section of the purchase order.  The white copy should go to Accounting, and the initiator keeps the yellow copy.

Consumable Items

Paper, pens, pencils, etc. are purchased from a variety of vendors on a regular schedule.  Employee requests for needed items will be given to the Office Manager prior to Wednesday of each week.  

Competitive Bidding

COMPANY supports competition in a free marketplace as the best means to receive the best value in terms of cost, capability, and quality.  COMPANY will conduct, whenever possible and practical, competitive bidding for products and services.  Experience has shown that the most effective formal methods of competitive bidding are the Request for Quotation (RFQ) and the Request for Proposal (RFP) because these methods provide: exact communication of wants and needs, equal and fair access to qualified vendors, improved information from vendors and manufacturers, objective evaluation for awards, and an established contract under which the vendor is legally obligated to perform.

The Request for Quotation (RFQ) is the method of obtaining price information when multiple vendors can supply a product that meets the functional and performance specification.  For example, a number of vendors can provide a PC with 300 MHz clock rate, 2 GB hard drive and a four speed CD-ROM drive.  The Request for Quotation (RFQ); therefore is used for acquisitions based solely on cost and the cost of the products or services will exceed $500.00.

The Request for Proposal (RFP) is used for acquisitions based on factors in addition to price.  Examples include capabilities, performance, functionality and support where it would be difficult, if not impossible, to place an exact dollar figure on the value of these characteristics or services.  For example, if the corporation decided to purchase a complex system to meet a set of functional requirements and the best price for the system depends on the degree the functional requirements are satisfied and possibly other factors including size, power requirements and ease of operation; therefore, the corporation cannot accurately forecast the best system to purchase or the end cost of the item. In this case a RFP containing a specification of the functional requirements and desirable size and operational attributes would be sent to a number of companies that can or have produced such a system.  COMPANY would then evaluate the proposed systems and choose the system that best satisfies its needs.  When using the formal RFP method of acquisition, contract award will be made to the vendor or company whose proposal is considered to represent the best value to COMPANY.

Sole Source Procurements

Occasionally, a situation will arise where the normal competitive process is not beneficial and sole source procurement is authorized.  These situations will be treated as exceptions to the normal COMPANY acquisition policy and must be approved by the President.

Code of Ethics

Employees are prohibited from receiving any gift, token, membership, gratuity or service from a company, vendor or person, as related to any purchase made on behalf of COMPANY.

Quality Control

Quality control of commercial products or services purchased for the corporation is part of the job requirement of all employees.  Employees ordering products or services are responsible for insuring that the product or service received meets the requirements specified in the purchase order.  In addition, feedback is needed from each employee using a product or service to determine if the quality of that product or service meets the corporation’s needs and standards.  If a product or service does not meet the quality standards, it will be eliminated from the corporate list of approved sources of supply.

Procurement of Items with Contract Funds

When purchasing products, services or developmental items under government contract, COMPANY employees will comply with Title 10 USC part 2324 (Items Unallowable under Government Contracts), Federal Acquisition Regulations part 3 Improper Business Practices and Personal Conflicts of Interest and guidance or instructions contained in the contract.  Close coordination with COMPANY’s Contracts Manager is required in these cases.

1.2. JOB COST PROCEDURES AND CONTROLS

1.2.1. GENERAL
The job cost system is designed to provide management with information necessary to achieve adequate control over project expenditures. To achieve this objective, it is imperative that there be a thorough understanding of the chain of responsibility for opening, controlling, and closing both billable and internal jobs.

1.2.2. BILLABLE JOBS

1.2.2.1. ASSIGNMENT OF JOB NUMBERS

The issuance of a job number is based on receipt of an executed contract or other written or oral authorizations.  Oral authorizations must be followed by written confirmation.  Job numbers consist of a four-digit code and are assigned sequentially as contracts are received.  Multiple tasks within a single job are identified by an additional three-digit code that follows the job number. 

1.2.2.2. JOB DOCUMENTATION INPUT

The Corporate operations Department is responsible for monitoring charges to the job and providing the Project Manager and President with financial reports of a job’s status.

1.2.2.3. CONTRACT FOLDER DOCUMENTATION

The official contract file will be maintained by Corporate Operations.  Copies of all correspondence under a contract and relevant internal documents are forwarded to Corporate Operations and the President.

1.2.2.4. REPORTING RESPONSIBILITIES TO CLIENT

The Project Manager is responsible for complying with a client’s contractual reporting requirements. These may vey by contract.
1.2.2.5. PRECONTRACT AWARD CHARGES

If costs must be incurred pursuant to a client’s specific demand before receipt of written authorization, the cognizant Project Manager and the President must review the circumstances and decide to whether to proceed with such work without formal written authorization from the client.  If a decision to proceed is made, the President should be notified in writing, and a contract job number should be established. All efforts should be made to expedite the receipt of formal written authorization from the client.  Charging an indirect expense account in lieu of contract number is not permitted.

1.2.2.6. MANAGEMENT CONTROL OF CONTRACT COSTS AND COST OVERRUNS

Accounting provides invoices each month to the Project Manager who will compare the costs on the most recent job cost report with costs budgeted to be incurred as of that date.  Significant variances from budget should be explained and sent to the President for review. In addition, if there is any risk identified in preparation of the proposal for the government or commercial customer, it must immediately be shared with the President.
To comply with the requirements of the limitation of cost clause in costs-plus type contracts, the Project Manager shall notify the President when total contract costs within the next 60 days are expected to exceed 75% of the estimated costs in the contract.  The notification must include an opinion as to whether the contract will be overrun.  In addition, the Project Manager should notify the President at any time during contract performance when it becomes apparent that the contract will be substantially overrun or underrun.  Upon review of this information, the Project Manager with the approval of the President, will provide the required notification of contract overrun/under run status to the Contacting Officer. 

Since the responsibility for the profitability of the company rests with the President, the decision to incur overrun costs on a job, whether such costs are expected to be recovered or not, is the responsibility of the President.  

1.2.2.7. LABOR DISTRIBUTION REPORTING

[include this section if using paper timesheets]

Charges for salaries and wages, whether treated as direct costs or indirect costs, will be based on documented payrolls approved by a Corporate Officer and Program Manager.  The distribution of time worked must be supported by labor distribution reports.

Labor distribution reports will be prepared and controlled according to the following minimum standards:

· Employees, including subcontracted employees, are responsible for preparing their own time sheets and for reporting.

· It is the Program Managers’ direct responsibility to provide staff members with clear instructions of the work to be performed, its duration, and the proper codes against which to charge their hours worked.

· Paper time sheets shall be prepared in ink or electronic signature for excel timesheets.

· Time sheets should be completed as work is performed, but no less often than daily.

· All hours worked must be recorded on time sheets.

· Paper time sheets must be signed by employees and the supervisor only after they have been fully completed for the payroll period.

· Corrections to time sheets are to be made by cross-out and new entry, with no erasures or whiteouts.  Corrections are then initialed by the employee and supervisor.

· Distribution and collection of paper time sheets will be controlled by the supervisor.  Only one time sheet is to be furnished to an employee for a period.

· Responsibility for distribution and collection of time sheets shall be segregated from that for preparation and approval of time and attendance records, preparation and distribution of the payroll, and monitoring performance of budgets.

· New employees are to be fully trained on proper time sheet procedures.  Employees must be made aware of their individual responsibility for accurate time-sheet preparation.

· Periodic internal reviews of the time keeping system shall be performed to assure compliance with system controls.
· As a matter of normal business practices, COMPANY does not consider professionals eligible for overtime.
· Paper time sheets are entered into an electronic time & expense system by accounting staff.  Original time sheets are scanned and uploaded to the time & expense system for archival purposes.

1.2.2.8. COST TRANSFERS BETWEEN JOBS

Three different types if transfer may exist. These types are:

· Labor Journal Entries

· Adjusting Travel Entries

· Cash Disbursement Distribution Charges

Labor journal entries and cash disbursement distribution changes are submitted on forms used exclusively for these purposes and prior approval from President with explanation is received before making any accounting adjustment.  Adjusting travel entries are submitted on the same type of form used for the original entries for separate review.  All adjusting entries must be submitted to a Corporate Officer and must be accompanied by an adequate written explanation of the reason for each entry on the appropriate form or in an attachment.

Before, processing, all adjusting entries are reviewed and approved by the President.

1.2.3. INTERNAL JOBS

Internal job numbers (Requisition Numbers or Contract Numbers) are used to segregate and control indirect costs on a detail basis.  Internal job numbers also provide management a means of evaluating the desirability of continuing an indirect task.

1.2.3.1. INTERNAL JOBS – DESCRIPTION

COMPANY has established the following classifications of internal jobs:

Bid and Proposal (B&P):  Costs incurred to specifically support COMPANY’  proposals to clients.  The content of B&P costs is as defined by FAR 31.205–18.  These costs do not include administrative costs.  For example, costs incurred by accounting, purchasing, and other indirect or administrative costs related to the preparation of bids and proposals are not identified separately and classified as B&P costs.

Unallowable Costs:  Used to identify and accumulate costs that are expressly unallowable (such as interest expense, contributions, fines and penalties, meals and entertainment, doubtful recoveries, etc.) by the terms of applicable government regulations.

1.2.3.2. INTERNAL JOBS – RESPONSIBILITY FOR CONTROLLING CHARGES 

As with direct job numbers, the Accounting is responsible for assuring the propriety of charges to jobs and for providing the President with financial reports of job status.  The Project Manager is responsible for the overall fiscal and technical aspects of the internal job.

1.2.4. BID & PROPOSAL PROCEDURES

1.2.4.1. B&P APPROVAL PROCEDURES

For each proposed project a job request must be completed.  Each request must contain a project schedule, a discussion of potential benefits, and detail support of the estimated costs for the current and subsequent fiscal years.  Once approved, the B&P job is assigned a four digit sequential number.

Any modification to the scope or cost estimate of previously approved B&P project must be separately approved and supported.

1.2.4.2. B& P SPENDING 

The amount of B&P that contractor may charge against government contracts is subject to a ceiling prescribed by FAR 31.205–18. This ceiling is based on historical levels of B&P spending relative to sales.

In conjunction with its annual budget preparation, COMPANY calculates the budgeted B&P ceiling for the fiscal year being budgeted.  These amounts generally do not exceed the B&P ceiling.  If an advance B&P agreement will be sought, the budget is generally based on the amounts requested in such an agreement.  It is the responsibility of the President to control B&P spending within the budgeted amounts. 

3. Time Collection & Payroll

A Program Manager (PM) completes a Request to Hire, which is then approved by the President.  The form is forward to the HR department to begin recruiting for the candidate.  Once a candidate is selected, the HR Manager completes the hiring paper work.

Human Resources (HR) creates the offer letter which is signed by the President or the HR Manager and sent to the candidate.  The offer letter defines the candidate’s position and terms of employment with COMPANY.  

HR sends the candidate an employment package, including an I9, W4, EEO, emergency contact form, direct deposit form, Employee Handbook which outlines corporate policies and procedures, time & attendance, leave policy, benefits summary, drug use policy, internet usage.  When this information is returned, HR enters the information into the Payroll System. The information is reviewed by Accounting Department for accuracy and completeness. Accounting enters the employee and related data into Employee Center File (a Quickbooks module).  Employee files are secured in the HR office.

The HR Department gives the employee information to the Accounting department.  The Accounting department updates in Quickbooks, recording what contracts and tasks that employee will be working on are assigned.  

COMPANY requires each employee to submit semi-monthly timesheets to Human Resources within 48 hours from the end of the current pay period (15th and last day of month). All timesheets must be received before payroll can be initiated and submitted to Paychex for processing.  Employees that are required to submit a signed time sheet consist of: Contractors, Headquarter employees and 1099 employees. COMPANY’s current process for time sheet submittals is as follows:

3.1 
New/Existing Employees Time Sheet Entry

Time Accounting Policy

Because we perform contracts based in part on the hours worked, our time must be accounted for in detail.  This policy describes the procedure by which those records are kept, and are written in compliance with DCAA Audit Manual sections 5-909 – 5-909.1 Review of Time Keeping.

Each new employee will be briefed by the accounting department on the Time Accounting Policy on their first day of employment.  Within the first 90 days of employment, the employee will receive a follow on brief to resolve any issues and answer questions the employee may have regarding the Time Accounting Policy.  

Basic System

The basic system used to account for time involves a time sheet kept by each individual employee.  These sheets cover one half of a month, from the 1st through the 15th and the 16th through the end of each month.

Time sheets have space for a project number (or account) and the number of hours worked during each day.  They also have a column for the total hours in a day and a row for the total hours worked during the time sheet period on each project or account.  Finally, they have a space for the employee and a reviewer to sign the time sheet.

Completing Time Sheets

[insert the following paragraph if using paper time sheets]

Time sheets are completed daily, in ink (see definitions).  Time sheets need to be kept on the desk in view for internal audits.  The smallest unit that should be entered is one-half hour.  The information on the time sheet reflects actual time spent on each project.  If an error is made, corrections are made in ink, initialed by the employee, properly authorized, and provide a sufficient and relevant explanation for the correction.

Time can be spent on a variety of different categories:

* 
PROJECTS (contract efforts)

* OVERHEAD (time spent on day to day activities that do not relate to running the corporation)

· G&A (general and administrative expense, including compassionate leave, jury duty, active duty – reserve or active duty, or time spent on activities related to running the corporation)

· SICK LEAVE

· VACATION

· HOLIDAY

· B&P (bid & proposal, time spent preparing a formal proposal)

Accounting and Contracts will assign project numbers at the time when it becomes contractually possible to spend effort on a project.  Project Managers are responsible for assigning individuals to projects and letting them know the correct projects to charge to for accuracy.

Employees need to know, before the fact, which category or project will be charged for any corporate activity.  When uncertain, they should consult their Project Manager.

Time sheets are submitted immediately after they are completed (late time sheets can mean late paychecks).  A Project Manager will review them.  
The Project Manager has two responsibilities.  The first is largely mechanical; review for completeness and accuracy [ insert the following phrase if using paper time sheets] checking to ensure that rows and totals add, the time sheet has been signed and dated, and that it is legible.  [insert next sentence if using paper time sheets] Any corrections will be made in ink and initialed by the employee.  The second is prevention of fraud or abuse.  If there is any question that an employee has falsified a time sheet, the Project Manager will immediately bring the matter to the attention of the President.  The Project Manager’s signature or initials (when there are multiple projects) on the time sheet indicates that the information there is believed to be complete and accurate.  It is the responsibility of the Project Manager and employee to assure accuracy and validity (see definitions) of the time sheet.

Completed (see definitions) time sheets are the formal record on which company accounting is based.  [insert following sentence if paper based time sheets] Hence, the originals will be kept in corporate files.

Controlling Time

Since time is an essential element in many contracts, it is essential that we plan and control its use.  Each project will have a detailed budget that identifies the number of hours each employee is expected to contribute and, in most cases, the tasks they are expected to perform.  However, these original plans will seldom work perfectly.  Some tasks will prove easier than we anticipate others more difficult; employees will get sick or take vacation we had not planned for, etc.

Project leaders are responsible for tracking the time actually spent on the project and keeping an up-to-date plan that enables each employee to know how much time is allocated to each current and future task.  Since time cards come in twice per month, these plans should be updated at least that often.

Each week, at the weekly staff meeting and/or project meeting (these may be the same); project leaders will ensure that everyone knows how they should plan to allocate their time.  For these purposes, the President is the project leader for G&A and B&P; that is, he will identify the tasks that are to be charged to them and indicate the initial estimate of the amounts of time to be charged.

Time Charges by Category of Employee

Non-professional employees (currently we have none) can only work eight hours per day and 40 hours per week without receiving overtime pay.  Government contract regulations make it almost impossible to recover overtime costs.  Hence, these people will normally not be tasked to work extra hours.  If such a need arises, contact the President immediately.

Part time professional employees should simply record the hours they work.  They must be careful however; not to let their enthusiasm cause them to charge more time than is budgeted on projects lest they disrupt the budget.  If more time is needed than has been planned, contact the Project Leader so the overall plan can be adjusted.

Full time professional employees should remember that their obligation is to account for the full number of hours contained in the time sheet period, not necessarily to put in eight hours (or only eight hours) each day.  For example, in a time sheet period with 96 hours, 8 of which occur on a holiday, they need to show a total of 88 non-holiday hours.  This may include a Friday when they took off early and therefore only show 5 hours, a Saturday when they worked 2 hours and a Thursday when they put in 9 hours.  As long as the total for the time sheet period is correct, there will be no problem.

All employees should remember that revenue often depends on the time put into project work, so they should make every effort to put in the time planned on each project during each period.

Insert sample of expense report.
4. Accounts Payable – Subcontractors/Vendors

COMPANY subcontractors are approved upon executed NDA and Teaming Agreements. Based on the terms of the TA agreements, Invoice is submitted by the subcontractors on a bi-weekly or monthly basis with valid supporting documents. When AP receives the invoice along with the timesheets or proof of service they match the invoice with the agreed terms i.e. Labor Rates, Period of Performance, Requisition Number.  Accounting stamps the invoice received date, verifies the invoice for accuracy and initials it for payment and entering the invoices into the accounting system. 

Accounting prepares the Accounts Payable Report and determines the checks that need to be paid.  The AP Detail Report is given to the Accounting Staff Member for review and approved by the President or another Corporate Officer.  As a general practice COMPANY Pays its subcontractors upon receipt of payment from its client. That triggers the vendor invoices that need to be paid to each subcontractor. 

Once the necessary copies have been made, depending on the nature of the payment, AP files the check package (Copy of the check and vendor invoice) in each vendor file.  Vendor files are maintained for each of COMPANY’s vendors. Files are kept by each vendor and are maintained for each fiscal year.
5. Billing Overview

5.1.
Policy and Procedures for: Invoice Submittals
Billings

1. Timesheets are received, approved and entered into the accounting system.

2. Once verified, they are posted in the accounting system.

3. During the course of the month, accounts payable invoices are received, approved and entered into the accounting system.

4. The subcontractor expenses are entered along with their corresponding hours.

5. All accounts payable invoices are entered within their proper period of performance.

6. Once all timesheets are posted and all accounts payable invoices are posted, they are selected in the accounting system’s billing module.

7. Within the billing module the information that has been previously been accepted is verified.  This includes:

a. Period of performance

b. Invoice number

c. Date of invoice

d. ODC amounts verified against general ledger

e. Total number of hours charged for the period by labor category verified against timesheet reports

f. If contract is CPFF, the total dollar amounts by expense category and provisional rates calculation are verified against timesheet reports

8. Once verified, invoices are produced and sent to appropriate verifier (project manager) for their review.

9. Upon their verification, the invoice is entered into the WAWF system if applicable, or transmitted via email to the customer.
10. All copies are kept by contract/task order in the accounting folder.

11. Once payment is received through EFT in the COMPANY bank account, the amount is verified as accurate and entered as a cash receipt into the accounting system against the open receivable.

Subcontracts

1. A copy of the subcontract agreement is kept in accounting.

2. The subcontractor is entered into the accounting system in a couple ways:

a. As a vendor in the accounts system.  The invoice from the vendor is entered as a dollar amount, but the hours are entered as well.

b. The subcontractor is set up in the contract funding screen with a ceiling number of hours, if applicable so that the ceilings are not breached.

c. The mechanism for invoicing is set up within the accounting system, depending upon whether it is billed as a labor category in a T&M environment or burdened with G&A or handling within a CPFF environment.

d. The subcontract agreement (in conjunction with the customer) contract determines the billing methodology.

3. As mentioned in the billing section, these calculations are verified prior to the invoice being finalized.

4. The subcontractor is paid in accordance with the agreement, but as a rule payment normally follows COMPANYs receipt of payment from the customer. 

5.1.1
SEMI-MONTHLY (EVERY TWO WEEKS) AND MONTHLY INVOICE Submittals
· For 1-15th following the period to be billed – by the 20th of the month

· For 16th through 28/30/31 – by the 5th of the following month

6. Accounts Receivable

Once billing has been posted and the amount is displayed on the aged accounts receivable the Accounting shall confirm invoices have been properly delivered and received by the paying office via read request confirmation (email).  If the approving office or the payment officer indicates there is a problem with an invoice or it has not been received Accounting will address the issues.  Accounting is responsible to make corrections and resubmit corrected or missing invoices.

7. COMPANY Business Travel and Other Business Expenses Policy

7.1.
Travel Policy Overview

Employees of COMPANY may be called upon to travel as a requirement of a Government contract or to satisfy COMPANY corporate needs.  Because travel is important and often critical to the company’s success, COMPANY endeavors to provide benefits that support employee travel from a standpoint of rapid and full reimbursement of allowable travel related expenses and from the standpoint of additional insurance coverage for employees traveling on company or Government business.

It is the policy of COMPANY to reimburse employees for all travel related expenses that are allowable under public law and not specifically cited as unallowable in U.S. Government Federal Acquisition Regulation, Federal Travel Regulations, or DOD Joint Travel Regulations.  Further, it is the policy of COMPANY to meet employee needs for additional insurance coverage to offset the risks associated with travel free of charge to the employee.  Travel reimbursement policy established herein applies only to authorized travel at Government or corporate expense and does not include employee commute to work.

All full time employees and certain part-time employees are eligible for the provisions of this policy.

Employees are responsible for compliance with COMPANY Travel Policy and with Government regulations that apply to civilians traveling on Government business.

Cost of conveyance: employees will be reimbursed for airplane, train, bus or ship fares incurred for Government or corporate approved travel.  Except when approved in advance, economy or coach class airfares are the limit of reimbursement.  Expenses for the use of privately owned vehicles (POV) include the current rate recognized by the U.S. Government and the actual cost of tolls and parking fees.  POV repair is not a reimbursable expense.

It is COMPANY’s policy to reimburse employees for travel expenses incurred on behalf of COMPANY as long as those expenses were approved in advance by the appropriate supervisor. COMPANY policy follows the guidelines for authorized travel expenses and shall be limited to amounts determined allowable in accordance with the principles set forth in the Federal Travel Regulations (FTR).  
Travel Expense Reports are due within five days upon completion of travel. Multiple trips taken with less than five days between the end of one trip and the beginning of the final trip are considered a single trip for purposes of the Travel Expense Report due date.  Separate Expense reports should be filed for individual trips.

Employees are responsible for accurately charging expenses to the appropriate charge numbers.   Missing or inaccurate project codes will be rejected and payment delayed. Missing receipts or lack of proper explanations will be rejected and payment delayed.

Travel in excess of that normally required to and from an employee’s base location must be approved in advance by the supervisor and or modified in the Contract Task Order in order to be eligible for reimbursement.  An employee who uses his/her private automobile for such travel will be reimbursed based on the actual miles driven times the current authorized rate per mile.  The following guidelines apply to mileage reimbursement:

· Mileage reimbursement for travel from the employee’s home to a location other than their base location, but within the same metropolitan area, will be limited to the mileage in excess of the distance from their home to their base location.  This type of expense must be fully explained on the Expense Report and must include the computation of the excess mileage amount claimed;

· Mileage reimbursement will also be made for travel between an employee’s base location and COMPANY client offices;

· Use of public transportation (subway, buses, etc.) will be reimbursed at actual cost; and

· Parking expense incurred away from an employee’s base location while performing work for COMPANY will be reimbursed at actual cost.  
Per Diem, Lodging, Meal and Incidental Expenses

COMPANY employees on authorized travel that exceeds 12 hours are eligible for reimbursement of expenses incurred in lodging, meals and incidental expenses.  Federal Travel Regulations and DOD Joint Travel Regulations have established maximum per diem rates for major cities within the Continental US (CONUS) and outside the Continental US (OCONUS).  The maximum per diem rate includes the authorized rate for lodging, meals and incidental expenses; however, separate rates are provided for lodging, meals, and incidentals in the event that lodging or meals are provided at no charge or reduced charge to the traveler.

It is COMPANY policy that employees will be reimbursed for actual expenses incurred while traveling.  Actual expenses incurred must be equal to or less than the amount authorized by Federal Travel Regulations.  Receipts are always required for lodging; however, receipts are not required for meals unless the cost of the meal exceeds $25.00.  Receipts for laundry (on trips of seven or more days) and incidentals are required under normal circumstances.  In unusual circumstances (e.g. an employee is required to attend a meeting in Paris during the Paris Air Show when hotel and meal rates are unusually high); Federal Travel Regulations authorize expenses up to 300% of the maximum per diem rate.   Prior approval by President.
Incidental expenses authorized for reimbursement include, but are not limited to, cost of obtaining money (ATM charges, fees for travelers checks and fees for money orders); cost of obtaining documents for foreign travel; commissions for conversion of US to foreign or foreign to US currency; baggage expenses; use of computers, faxes, printers or scanners; costs of interpreters or translators, and the cost of authorized telephone calls.  Authorized telephone calls for COMPANY employees include business calls, calls to Government Officials and calls to the employee’s family.  Family phone calls shall be of rather short duration and limited to one call per day except in emergencies. 

Other miscellaneous transportation-related expenses (parking, tolls, etc.) which are essential to the effective conduct of business are reimbursable.  Receipts are required for each expense of $25.00 or more.  Under federal laws and regulations child care and pet kenneling expenses for traveling employees or interviewees are not reimbursable.  Expenses related to stolen/lost personal articles or money while an employee is on travel status or working in an COMPANY office are not reimbursable, but may be covered by insurance.

When traveling, COMPANY employees should use their good judgment in incurring expenses.  Expenses that are reasonable will be reimbursed in the majority of cases.

7.1.1.
Employee Business Cards used for Travel and Other Business Related Expenses 

COMPANY will issue Executive Employee’s Business cards (American Express and/or Visa cards) to employees who regularly travel and or have other business related expenses specifically used for business purposes. These cards are to be used for approved travel and other business related expenses and are paid directly by COMPANY. Employees with such cards are responsible for reconciling their employee business card statements to ensure that all charges appear on an COMPANY Expense Report(s). 

Employees given employee business cards can use the cards to charge airfare, hotel expenses, rental cars, and certain other expenses. Employees with employee business cards are generally not eligible to obtain cash advances.


7.1.3.2.
While on Travel

While on travel, an employee may need to cancel or change travel arrangements. If an employee will not be able to make a flight or need to cancel a hotel arrangement, it is the employee’s responsibility to contact the airline or hotel to cancel the reservation so that penalties are not incurred. If employees need assistance in canceling reservations, they may contact the HR Manager. If employees need to incur additional charges in order to change the travel arrangements, remember to keep copies of receipts or other documentation to substantiate the charges.


7.1.3.3.
Receipts

An employee on travel is expected to collect and retain receipts for travel expenses, except those paid for out of the Meals and Incidental Expense (M&IE, also referred to as per diem) allotment. Therefore, you should retain any receipts for airfare, rental cars, fuel expenses, parking, transportation, lodging, and other business expenses that you intend to record on your COMPANY Expense Report. Receipts are required for each expense of $25.00 or more. 
Save your receipts in a safe location and file your COMPANY Expense Report as soon as practical after returning from your trip, or no later than 5 calendar days after your return. If you incur an expense for which there is no receipt, for example mileage charges for your personal vehicle or toll charges, document the expense on a piece of paper so that you remember to include it on the Travel Expense Report.

7.1.4.
Completing and Submitting the Travel Expense Report
The policy is intended to provide guidance to employees in documenting and liquidating expenses incurred in fulfilling government or corporate objectives.

COMPANY employees are often called on to travel to fulfill a contractual obligation with the Government or to meet a corporate need.  In addition, employees may be required to expend personal assets to pay a bill or purchase an item required by the contract or corporate objective.  Employees will be reimbursed within 30 days for valid and allowable expenses that are properly documented.  Towards that end, the “COMPANY Expense Report” form (See Attachment 2) was developed to assist employees in documenting expenses in a manner that meets the requirements of Federal Travel Regulations and the COMPANY Accounting Department.

Procedures

To explain the requirements for completing the COMPANY Expense Report form, the following paragraphs are keyed to the number of the attached form.  (Human Resources\Forms and Templates\Travel\COMPANY Expense Report Form).

1. Name:  your name.

2. Period Covered: inclusive dates of travel or the date the expense was incurred.

3. Purpose of Travel Expense: Official reason (i.e., Attend C2 Seminar).

4. Expenses paid by COMPANY: Expenses that were paid by or charged to an COMPANY credit card (i.e., Airline tickets purchased by COMPANY).  List expenses by category:  Travel, Lodging, Meals/Incidentals.  All COMPANY-paid items must have a receipt.

5. Expenses paid by Individual: Expenses incurred for which you are claiming reimbursement.  List expenses by category: Travel, Lodging, Meals/Incidental.  Items over $25 must have a receipt for reimbursement.

6. Travel:  Travel expenses, all modes, are entered in this matrix under the appropriate category (COMPANY or Individual).  For airline travel, enter point of departure (e.g. Dulles or BWI), destination, mode (air) and cost.  For private automobile travel, fill in the point of departure, destination, miles, and calculate cost (to get current POV rate, see Contracts).  Car rental, parking, taxi fare, and tolls may also be entered here.  

7. Lodging: Fill in dates and location, where you stayed (e.g., hotel).  Dates may be combined for same location.  Enter total paid for lodging.  Attach itemized hotel bill.  

8. Meals & Incidental Expenses: Enter cost of meals and expenses not covered under travel and lodging.  Registration, phone calls, and money exchange surcharge are examples of items to be entered into the Incidental Expenses matrix.  

9. Total by Project: Enter the expenses incurred for each project/task (format, xxxx-xxx) or indirect cost category (i.e. OH, supplies).  Add the expenses and enter the Grand Total in the space provided.  Enter the total COMPANY-Paid Expenses in the space provided and subtract from the Grand Total amount to determine the Total Due to Filer.  This is the amount you will be reimbursed.  If more than one project/task is being charged, note in blank space next to charge which task it belongs to.  Please list projects only once.  

10. Sign and date the form in the space provided.

11. Attach (staple, tape, or copy) receipts onto an 8 ½” x 11” sheet(s) of paper and provide to your Program Manager (if applicable) for review and signature.  If project is being charged, Program Manager must initial amount in “PM Init” column.  Corporate Officer signs and dates at bottom.

12. Be sure the time spent on travel recorded on the expense report form matches time recorded on timesheets.  If the project(s) charged on expense report and timesheet charges do not agree, attach an explanation to the expense report form for review by Corporate Officer.

