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Dat a Managenent

TO Local District Commi ssioners

SUBJECT: Special CdaimForns for TANF Services Plan Prograns and TANF
MOE

ATTACHVENTS: Forns LDSS-3922A and LDSS-3922M (not avail able on-1ine)

Your agency has or shortly will receive a supply of two claimforns for your
use.

The first formis the revised LDSS-3922 "Reinbursement Cdaim for Special
Projects" and the second formis the LDSS-3922M "Expenditures for TANF MOE
Prograns. "

The DSS-3922 will be used to claimrei nbursenent for those approved projects
under the TANF Services Plan Prograns. The current |ist of TANF Services
Plan activities includes: TANF Services Bl ock Gant, Donmestic Viol ence,
TANF  Drug/ Al cohol Assessment and Enhanced Services, BILT Carryover, and
Merit Incentives Carryover. The | ocal social services districts will incur
costs for admnistering their approved projects. Accordingly, there are
basic cost allocation rules that the local districts nust follow These
rul es include the followi ng concepts.

* Al adnministrative costs (salary, fringe benefits, and non-sal ary
expenditures) are considered to be the total costs that nust be directly
charged or pool ed and allocated to specific categories or prograns. For
contractor costs, the contractor nust sign the cost al l ocation
attestation that was in the TANF Services Bl ock Grant packet, and note
the allocation nethod that will be used (if not all expenditures will be
i ncurred on behal f of TANF eligibles).
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* Local districts nust categorize the proper assignnent of expenditures to
benefiting categories or prograns. Expendi tures under the TANF Bl ock
Grant should be assigned to the F17 function. Each approved project
woul d be a subset of the F17 function (i.e., F17.1, F17.2, F17.3, etc.).

*  Expenditures, which solely relate to a specific category or program are
directly charged to that category or program (i.e., Donestic Violence
expenditures are directly charged to the Donestic Viol ence Program.

* Expenditures, which relate to nore than one project (i.e., "compn" costs
or overhead costs), are distributed anong the projects that they support
in proportion to the I evel of support provided.

* Factors, bases, or neasures selected for use in allocating comopn or
over head costs should closely correspond to the real effort and resources
appl i ed. Non-sal ary expenditures include travel, equi pnent , rent,
suppl i es, other direct expenses, | ocal district overhead, and A-87
over head costs.

* As described in the TANF Services Plan packet, under Federal TANF
regul ati ons, there is a 15% limtation for coststhat my be for
adm nistrative activities. Under the sane regul ati ons, certain

activities that are normally considered adm nistrative are classified as
program costs under federal rules, and therefore, are not subject to the
15% cap. Pl ease consult the Fiscal Planning Guide - Appendix D of the
TANF Services Plan materials for guidance on admnistration versus non-
admi ni stration.

* Costs relating to these TANF Services Plan projects will be clained for
rei mbursement on the Schedule D17, "Distribution of Allocated Costs to
Q her Rei mbursabl e Prograns" (LDSS-3274) that supports the LDSS-3922,
"Rei mhursement Claimfor Special Projects." Each project will require a
separate col um on the Schedule D17 and a separate LDSS-3922
appropriately labeled in the "Project Nane" box. Because of federa

reporting, we need to have both the programand admi nistrative costs
identified for claimng purposes. The 3922 permts the reporting of both
types of expenditures on the sane claimform The local districts should
only submit one LDSS-3922 claimeach nonth for their TANF Services Plan
program expendi tures regardl ess of the nunber of projects.

* Staff, who work part-time on one or nore activity, nust be tinme-studied,
and their costs allocated to the benefiting project on the basis of that
st udy.

The LDSS-3922M wi Il be used to report TANF MOE count abl e expenditures.
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Local Commi ssioners Menorandum 00 LCM 21 sets forth the requirenents for
| ocal district expenditures to be TANF MOE count abl e expendi tures. Part of
the process required that a plan be submitted and approved by the State
prior to submission of the LDSS 3922M Those 1ocal social services
districts that have a TANF MOE plan approved wll report their |oca
expenditures in the foll owi ng nmanner.

The local districts will subnmit their clains for MOE credit on a LDSS-3922M
"Expendi tures for TANF MOE Prograns." These clains should be submtted on a
nonthly basis to the Bureau of Financial Services.

Costs should be identified as admnistrative or non-admnistrative and

shoul d be reported in the respective col ums. There is no federal or state
shares for these costs. These expenditures cannot be used to match federa
rei mbursement fundi ng under other Federal prograns. Al costs wll be

exam ned on an individual basis.

Under Federal TANF regul ations, only 15% of the MOE requirenent nmay be net
by adnministrative expenditures funded by state or |ocal funds. Under the
samne regul ati ons, certain activities that are normally considered
adm nistrative are classified as programcosts under federal rules and are
not subject to the 15% cap. For gui dance on adninistrative versus non-
adm ni strative expenditures, |local districts should refer to the TANF
Services Plan guidelines provided in June 2000.

The LDSS-3922M shoul d be conpleted by entering the costs on the appropriate
lines of the form The certification nust be signed and the report
subm tted.

Pl ease renenber that the LDSS-3922 and LDSS-3922M forns nust be acconpani ed
by the appropriate data report when TANF funds or TANF MOE expenditures are
reported. Full details for the data reporting requirenments of TANF-rel ated
progransare contained in 00 LCM8 and 00 LCM 15. The LDSS-3922 and the
LDSS-3922M wi I | be rejected if the applicable data reports are not attached.

If you have any questions on the above, please call:

Regions 1 through 4 - M. Roland Levie at 1-800-343-8859, extension 4-7549
or directly at (518) 474-7549. M. Levie's user IDis FMS001

Region 5 - M. Marvin Gold at (212) 383-1733. M. CGold's user IDis OFM270.

Philip Maher

Assi st ant Conmi ssi oner

O fice of Budget, Finance and
Dat a Managenent



