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SRO PROGRAM INSTRUCTIONS FOR REQUEST FOR PAYMENT/QUARTERLY FISCAL REPORT

Agencies are required to submit Requests for Payment/Quarterly Fiscal Reports within 30 days after the end of each calendar quarter, even if no financial activity has taken place on the award.  Requests for payment may also be submitted on a monthly basis for reimbursable expenditures.  The final Request for Payment is due 30 days after the end of the award period.  

Due Dates for Requests for Payment/Quarterly Fiscal Reports:

Due Date for Final Request for Payment:

Quarter Ending

Date Due


30 DAYS AFTER END OF AWARD 

September 30

November 1

December 31

February 1

March 31

May 1

June 30


August 1 
SUBMIT THE REQUEST FOR PAYMENT AND APPROPRIATE DOCUMENTATION TO:
Nicole Cannon, SRO Senior Grant Accountant
EmeikaCannon@scdps.gov

Accounting - Grants

S. C. Department of Public Safety

Post Office Box 1993, Building D 1st Floor
Blythewood, South Carolina 29016-1993
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SECTION 1  --  GENERAL INFORMATION:  

Add the Name of Agency


Award Title – School Resource Officer Program is automatically populated 

Add the payment request number to reflect the current request (Ex. Add the #1 if this is the first request for payment).

Add the Period Ending Date for the Award Period (Ex. 06/30/2022)
Add the Period Covered for the current request (Ex. Jan. 1, 2022 – March 31, 2022)

Add the Award Number listed on your Award Letter

SECTION 2  --  REQUEST FOR REIMBURSEMENT SALARY AND FRINGE
SALARY/FRINGE PAYMENT THIS QTR
This section applies only to reimbursement request for School Resource Officer’s salary and fringe for the current period.  
List the name of each SRO along with the name of School District for the current salary and fringe request for Advance (payment).

Enter the amount of salary and fringe to be reimbursed for the current quarter request in the SALARY/FRINGE PAYMENT THIS QTR column.  
Insert a line for any additional SRO request for reimbursement if you have more than the available lines allotted.
TOTAL SALARY/FRINGE EXPENDITURES TO DATE
This section should reflect the cumulative amount of salary and fringe paid for each School Resource Officer by quarter.
Complete this section for your Quarterly Fiscal Reports.  Add the amount (paid in each quarter and submit by the Due Dates listed above.
Ex. SRO (Joe) is advanced $13,750 in the first quarter.  Add the total amount advanced of $13,750 in the 1st Qtr Amount field.  Add the subsequent quarter advanced amount for each quarter to the fiscal report.  The total amount of salary and fringe advanced (paid) to date will automatically populate in the total field.

SECTION 3  --  REQUEST FOR REIMBURSEMENT EQUIPMENT, OTHER, AND TRAVEL
EXPENDITURES THIS QTR

This section will reflect the current period costs for each budget category: Equipment, Other, and Travel
Enter the amount of expenditures to be reimbursed for each budget category for your current request in the REIMBURSABLE EXPENDITURE THIS QTR column.   

TOTAL REIMBURSABLE EXPENDITURES TO DATE 
This section should reflect the cumulative amount of expenditures of each budget category by quarter.

Ex. The total amount reimbursed for equipment in the 3rd quarter is $1,000.  Add the $1,000 in the 3rd Qtr Amount field.  Add the subsequent quarter total costs for each quarter to the fiscal report.  The total amount of expenditures reimbursed to date will automatically populate in the total field.

SECTION 4  --  TOTAL COSTS:

This section is a total of all costs indicated in Section 3 for each budget category line item.

SECTION 5  --  CERTIFICATION:  Self-Explanatory
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SUMMARY OF PERSONNEL ACTIVITY
Summarize the amount requested in the “Salary Fringe Payment This QTR” field on page 1 of the RFP form on this page.  Add the name Agency Name, Award Number, Request for payment number, time period being covered, and pay frequency in the designated fields.

List the name of each person and include the Job Title, number of regular hours worked, overtime hours worked and total number of hours worked, base salary for period covered, fringe benefits covered this period.
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REQUEST FOR PAYMENT REQUIREMENTS    

Include only those budget details that are listed on the approved budget for the award and that are actual (not budgeted) expenditures.  The S. C. Department of Public Safety requires that all expenditures be fully documented and must be in the approved awarded budget at time of obligation.
EQUIPMENT:  The total quantity requested for a budget detail cannot exceed the quantity approved in the awarded budget. The total amount requested for the budget detail can exceed the approved amount so long as the total amount requested for the budget category does not exceed the approved amount by more than 10%.  


DOCUMENTATION REQUIREMENTS:  Submit a copy of the paid receipt or invoice reflecting a description of the item(s) purchased, the quantity and the cost.

OTHER:  The total awarded amount requested for a budget detail can exceed the amount approved so long as the total amount requested for the budget detail does not exceed the total approved amount for the budget category by more than 10%.  


DOCUMENTATION REQUIREMENTS:  Submit a copy of the paid receipt or invoice reflecting a description of the item(s) purchased, the quantity and the cost.

NOTE:  The total Amount of all expenditures for the award cannot exceed the approved total Amount for the award.
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TRAVEL:

Reimbursement for travel expenses is restricted to only those individuals included in the currently approved awarded budget. The rate for mileage and meals must be consistent with what is in the approved awarded budget and the agency’s policies and regulations.


DOCUMENTATION REQUIREMENTS:

1) Mileage:  Page 4, “Travel Support Document” or its equivalent, must be submitted with the signature of the employee and supervisor.  The Purpose of Trip column must be specific and directly related to the approved award activities.  

2) Per Diem/Meals:  Submit a copy of the agency’s internal travel approval reflecting the amount of funds disbursed to the person.  The form must be signed by the employee’s supervisor or award official.  If the person is paid for actual expenditures for each meal, a copy of each receipt is required, and the award cannot be charged at a “per diem” rate.

3) Airfare:  Submit a copy of the paid airline receipt.

4) Lodging:  Submit a copy of the hotel/motel receipt.  This should also be reflected on the agency’s internal travel approval form mentioned in #2 above.

5) Miscellaneous Travel Expenses:  Submit a copy of the appropriate receipt.  These expenses should also be reflected on the agency’s internal travel approval form mentioned in #2 above.
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MILEAGE LOG:

Mileage must only be listed if there are corresponding hours worked that was submitted on page 2 of RFP.  If your agency has its own mileage log document that includes the information requested on this page, you may replace this page with your agency document.

