WMNEH Fiscal Agent/Sponsor Scope of Services
 
The fiscal agent for WMNEH will enter into an agreement or MOU with WMNEH. The organization will receive and manage all funds for WMNEH. The organization will provide services related to grants management, general accounting and financial services, oversight for fund integrity, staff support and technical assistance, if needed.
 
1) Acceptance and Maintenance of WMNEH Funds
· The fiscal agent will receive and manage all funds in compliance with applicable state, federal, Leadership Council policy, and fund specific regulations; and ensure internal controls to maintain fiscal integrity.
· The fiscal agent shall establish and maintain a separate insured depository/checking account for WMNEH funds. 
· The fiscal agent shall project cash needs and request cash to coincide with timely payment to service providers.
· Maintain a database of donor information and funds received on behalf of WMNEH.
· The fiscal agent agrees that all grants, charitable contributions and gifts which it receives for WMNEH will be reported as contributions as required by law, and further agrees to acknowledge receipt of any such grant, charitable contribution or gift in writing and to furnish evidence of its status as an exempt organization under Section 501(c)3 to the donor upon request.
 
 
2) Disbursement of Funds
· The fiscal agent shall disburse WMNEH funds in accordance with the applicable regulations and policies.
· Disbursements shall be made by the fiscal agent from available funds at the direction of the Leadership Council Chair, Vice Chair or a designee within a reasonable time following receipt of completed documentation and request form. 
· The fiscal agent shall reimburse sub-recipients according to the applicable cost principles and via acceptable requisition and disbursement policies. 
 
3) Accounting of Funds
· The fiscal agent will maintain an accounting and record of all revenue, expenditures, program income, and applicable credits associated with the WMNEH funds by funding stream, for the duration of the term of its services.
· The fiscal agent will ensure that all financial procedures are in compliance with Generally Accepted Accounting Procedures (GAAP), Office of Management and Budget (OMB) policies, Code of Federal Regulations (CFR), Federal Acquisition Regulations (FAR), and any other federal or state regulatory requirements and limit risk of questioned or disallowed costs.
· The fiscal agent will implement any such type of invoicing system or procedures deemed necessary by the Leadership Council and the fiscal agent in order to comply with its duties and responsibilities as fiscal agent.
· The fiscal agent will maintain an accounting of expenditures by expense type and service provider/vendor or other agreed upon method and maintain appropriate ledgers to manage obligations and expenditures of funds.
· The fiscal agent will establish procedures and processes to ensure that all amounts payable to contractors, providers and/or vendors are paid within statutory and/or policy time frames from existing funds and that proper documentation for each is maintained for monitoring and audit purposes.
· The fiscal agent will establish procedures and processes to ensure that all receivables are collected and recorded on a timely basis.
· The fiscal agent will assist with processes and procedures for invoicing, proper documentation and reporting from contractors.
· As needed, the fiscal agent will assist with cost allocation planning, reporting, invoicing and documentation procedures and other fiscal management procedures.
· As requested, the fiscal agent will provide training and technical assistance to Leadership Council and / or contractors on fiscal management policies, procedures and monitoring as related to the administration of contractors.
 
4) Financial & Grant Reporting
· To support the oversight role of the Leadership Council, the fiscal agent will prepare and disseminate financial reports on a quarterly basis in formats prescribed by the entities to identify revenues, expenditures, accounts payable, accounts receivable, and balances and obligations, by funding stream, and sub-recipients.
· The fiscal agent will work with the Leadership Council and develop standard financial reports.
· In a timely manner, the fiscal agent will prepare required federal and state financial reports associated with management of funds.
 
5) Recovery/Reimbursement
· The fiscal agent shall cooperate and use reasonable efforts to assist the Leadership Council with the recovery of funds paid to sub-recipients subsequently disallowed.
· The fiscal agent shall reimburse WMNEH for any funds paid to a sub-recipient and subsequently disallowed, to the extent that such disallowed funds are recovered from the sub-recipient.
 
6) Deliverables
· Timely processing of compliant reimbursement requests;
· Accounting of funds by funding stream;
· Monthly/Quarterly financial reports; 
· State, Local and Federal Tax Reports and Filings (1099, 990, etc);
· Annual Audit and Report, if required; 
· Additional or ad hoc reports or tasks as needed and negotiated; and
· Cooperation with Leadership Council toward goals and objectives of WMNEH.
 
7) Scope of Work Transition
In the event that the incumbent PVRVC does not continue as fiscal agent:
· PVPRC will work with the new fiscal agent to transition the systems, processes and procedures established to successfully carry out the fiscal agent functions.
· The fiscal agent will budget and establish a plan with reasonable staff time to
            successfully transition the functions from the incumbent fiscal agent.
