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Logging In

e https://twc.texas.qov/

e TWC Agency Information on right side of screen

e TWC Financial & Grant Information

e Systems and Related Forms on right side

e Cash Draw & Expenditure Reporting (CDER) System

e Logon with your Texas Workforce User ID OR Request an Account


https://twc.texas.gov/

Logon Page

Cash Draw and Monthly
Expenditure Reporting System

Logon
Already a User 7 New User 7
Logon with your Texas Workforce User 1D If you don't have a Texas
Workforce User ID, plaase request
UserlD: %] an account:
Password: 'k| Request an account
Under Texas state ryle usage may be subject to security testing and
meonitoring, applicable privacy provisions, and cnminal prosecution for
misuse or unauthonzed use
# indicates required information
PRAACY INFORMATION: Texas Woridorse Commission collects TECHNOLOGY REQUIREMENTS: Recommended
personal information entered into electronic farms on this internet site. For browsears are Intemed Explorer 5.0 and higher and abili
more information on your mrm o request, me and comect information | Natszape Navigator € 0 and higher, Click on |nternet Equal Oppatunity
subemitted on this electronic form. please see TWC's Brivacy & Sacyrity & s the Low
ol Explorer or Netscape to downkoad a free upgrade.

Contact Information | Email Us
Texas Workforce Commiss

Request Account

Request Account
an

Provide the o

Pt W[ |
Midate nivat: [ |

Last Mame:  * | 1

Email: * ]

Logon information

|'rh. pazzword is cane mensitive Dont tell anyone your password |
User ID; i | |

Password: | 1

(8-32 gharagiers, st lesst 1 letier and 1 number)
Retype Password. [

Becurity question and snewer will help ideniify you if you forget your pessword, Pick & question and snswer that others
TN GUEEE. Y Ou Will DE SDiE 10 SNANGS & fOTDONEN PESSWOID If yOu BNEWS! YOS BE0LTITY QUERNON COrTeotly

First Security Guestion: # [~ Ehoose Cne — ~]
First Ssaurity Answar g E—

First ReType Answer N —

Second Seourity Guestion w [~ Ehoose Cne - =
Sscond Ssourity Answer -

Secand ReType Answer o —

Third Sscurity Guestion * [- Chooss One — ~
Third Security Answer -

Third ReType Ansuer N —

Accouant Type:

O vandor [ Choose One — ~|
3 TVWC intarnal

Ursuthenzed use is SrenBited Bna ary SHEMEL 1S Sreumvant
TWE procedu will
& violation of la & BUBEDE 10 CRMINE] BroBE TGN
Slelenle _ngns

w indigales required informetion

Sontact information | Emas us
Texas Workforce | 581



Training Modules

Module 1. Navigation

Module 2. Searches

Module 3. Reports

Module 4. Preparing Cash Draws
Module 5. Preparing Adjustments
Module 6. Preparing Refunds

Module 7. Submitting Transactions
Module 8. Expenditure Reports

Module 9. Certifying Expenditure Reports
Module 10. Preparing Contract Closeouts

Module 11. Certifying Contract Closeouts
Home Page

The tabs at the top or links at the bottom of the page will take you to the

individual components:

e System messages

e Late Reports Notification

e Vendor Action Required (transactions that need attention)
e Contract Closeout Notifications

e Pending Requests

e Voucher Payment Notifications



Cash Draw and Momthiy

Expenditure Reporting System E " B Carth D B Ademin Help 1 =

[ty Home | [y ProfBe] e ndos Profile]

secher D Sadwrarted LUSAS Pad Sates Payment Na Arnount

Texas Workforce (

Navigation

All wording in blue and underlined is a link and when clicked will take users to
another page. The Quick Nav allows users to go to the most common individual

pages without having to go through the tabs.



My Profile Page

Shows the information you entered when you requested an account. You can

change your security question, answer and password.
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Vendor Profile Page
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e Vendor address info

Al Fisal i
Loy Tirnse Frmral smar el

e Who has authority to submit

e Vendor bond liability limit and history

e Lockout history

e Email notification history are displayed here.
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Cash Draw Request Screen

|@ Cash Draw: Cash Draw Request - Microsoft Internet Explorer provided by Texas Workforce Commission

MEX]

Ele  Edit Tools

Qe - @ - (%] [B] @0 SO seact gl Favarites ) = “ol
iddress | @] https/ fwwwtest bec state. bx, us/CASHDRAW dispatcher Tlink=HREF Bpageid=CASHDRAW_LIST
Google |[Cl+ 2 & 9D B~ €% Bookmarksw 5 1894 blocked

Yiew  Favorites Help

| Go P Check ~ %y Autolink =

'-l;t
i Links
B
-

|s# Sendtow > () Settings~

Cash Draw and Monthly

Expenditure Reporting System Home Expenditure Reports (%5 WETY Reports Admin Help Logoff

| CashDraw |[Transaction Search][Caontract Search| Woucher Search| [Review and Submit|

Page Help
Cash Draw Request

Yendor: State of Texas

Select Contract Mo, aProgram Type Begin Date End Date Contract Current Budget Cash Balance Awailable Balance

(O 2407ATPOOD  ATP 09/01/2006 08/31/2007 $110,889.00 §71,278.19 $71,278.19
O‘ 2407 S0DFO00  SDF 112042006 11/19/2007 $1,175285.00  $940,225.00 $940,2253.00
< 2307WWPBDOD WPE 12/16/2006 12/15/2007 $202,256.00 $152 688.68 $192 B85.68

Service Date: *| 1l /] |
(MY DD (CCYY)

The Service Date may limit which PO lines
display on the Cash Draw Worksheet
for the selected Contract.

% indicates required infarmation

Home | Expenditure Reports | Cash Draw | Reports | Admin | Help | Logoff | Contect Information | Emsil Us
CashDrew | Transaction Search | Contract Search | “oucher Search | Review and Submit

Texas Workforce

Cash Draw Worksheet

|@ Cash Draw: Cash Draw Worksheet - Microsoft Internet Explorer provided by Texas Workforce Commission

MEX]

Fil=  Edit Wiew Faworites Tools  Help ;‘}'
2 — : el
0 Back = () Iﬂ IELI gl | g search - 4 iﬂ : Links
Address @ hktp:f ek est, b, skate, bx, usCASHDRAW dispatcher 2] a &=
Google |G- v|cod @ & @ B v | €% bookmarks~ B 1894 blocked | W Check ~ % Autolink v | = Sendto~ > Settingsw ¢ @ -
Ead
Cash Dravw and Monthly
Home Exzpenditure Reports (& QETH Reports Admin Help Logoff
J CashDraw |[Transaction Search|[Contract Search][Woucher Search| [Review and Submit|
Page Help
Cash Draw Worksheet
Vendor: State of Texas Contract Current Budget:  $110,859.00 Transaction ID: -
Contract No.:  2407ATPOO0 Cum. Request Total: $39,510.81 Type: Cash Draw
Contract Total: $110,852.00 Cash Balance: §71.278.19 Entered:  05/11/2007
Begin Date: 09012006 Requests in Process: $0.00 Modified: -
End Date: 084312007 Awvailable Balance: $71,278.19 Modifier: -
Cum. Expenditures: $0.00 Status: -
Due To/From: -$30 61081 Voucher ID: -
Amount: $0.00
PO Line Detail (Service Date Eligihle onl Service Date: 05/11/2007
PO Line Desc. PO Line Mo, BY GY Current Cash Available “endor Ref Amount ¥
Budget Balance Ealance
Fyo7 0000022161-1 07 OF  $13,162.00 %7 ,462.51 57469591 | |$| |
Apprenticeship-Adm
Fvo7 0000022161-2 07 OF %74 518.00 $42 25864 542 258 64 | | $| |
Apprenticeship-Pgm
F¥07 FSE&T-Adm  0000022161-5 07 OF $3,484.00 $3,151.80 53,151 BDl |$| |
F¥07 FSE&T-Pgm  0DO00022161-6 07 OF  $19.725.00 $18,398.24 $1El,398.24| |$| |
Total: $0.00
I Update
Comment: | Reset || Cancel Changes || Save Request |
(2]




Cash Draw Requests

e Only contracts with an Available Balance, prior to 90 days after contract end
date and without a posted Final Expenditure Report will be available for Cash
Draw Requests.

e Vendors will select a contract from the list and enter a service date. The
service date cannot be a future date.

e The Cash Draw Worksheet will appear. Vendors will enter the appropriate
amount on each contract line and save the request.

e Each cash draw request can only be for one contract at a time. However,
multiple cash draw requests can be entered on any given day.

e Cash Draws are independent of expenditures reported.

e Cash Draws are assighed a transaction number when saved.

Cash Draw Edits

e The Service Date entered must be between the contract begin and end
dates.

e The Service Date entered and the current date determine which contract
lines are available for draw requests.

e If a contract with older funding exists or within a contract older funding
exists, the system will prompt the user as to whether or not they want to
use the older funding first.

e The system will not allow cash draw requests for more than the available
balance.

e The system will not allow more than 20% of the total contract amount to be
drawn on any given day.

e The system will not allow the total of all draws submitted for a 3 day period

to exceed the Vendor’s bond liability.
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Contract Detail Page

Cash Draw and Monthly
Expenditure Reporting System

Home Expenditure Reports el 20 Reports Admin Help Logoff

_[CashDraw | [Adjustment] Refund | [Transaction Search] [Contract Search]| [Woucher Search]

Page Help
Contract Detail

Wendor: [ ] Contract Current Budget: $1.2237.2332.00
Contract Mo_: o118alaB0On Cum. Reguest Total: F511. 4896 .55
Contract Total: $1.237.3328.00 Cash Balance: F425.841.41
Status: ACTIVE Reqguests in Process: EFO.OD
Begin Date: aFro1sz2018 Awvailable Balance: F425 841 41
End Date: o8rz0r2021 Cumi. Expenditures: FE11.408.50

Due TolFrom: FO.O0

Show Distribution Lines

PO Line Detail
APT Lin= Desc. f PO By S Grant Begim § Curmment Cum. Reguest Regusasts in Cash Soailable
Lime MNo. Gramt End EBudg=t Total Process Balance Balance
AEL - Combimned 20 20 e 012018 $211.824.00 F103,452 291 FO00 F10E_451.009 F108,.451.05
o000 35246-1 OB/ 12021
AEL Combimned 19 19 CcEO1/2018  §538.255.00 H541,.8550.31 FO.0D F257.432.565 F297T.438.68
OO003457T0-1 B3 1/2021
AEL Ferformance 19 12 OF/o1/2018 FB8.351.00 SE.251.00 F0.00 F0.00 F0.00
Based Funding
DOO00345T0-4 2EIO2021
AEL Performance 19 19 OF 012018 $18.9568 .00 F16, 958 00 000 F0.00 F0.00
Based Funding
00003497 1-1 OBy 302021
AEL FProfessional 19 12 e/ 01/2018 521.970.00 58,8208 232 000 F13.161.17 F13.161.17
Dewvslopmewent
o000 3I49TO-2 OE/31/2021
EL Ciwics 19 19 OF01/2019 $138.242.00 F132.0687_54 F0.0D0D FE_TED. 48 F5.780.48
00003457 0-2 OB 302021
-ash Draw Transaction Histo
Transaction I PO Line Desc. PO Line Moo Typs Status wSubmitted BY & Armourt
281257 SAEL Combined QO0D0E407T0-1 Cacsh Draw Frocessimg O7/22/2020 12 18 $91.878.20
280250 AEL Performancse Based Funding 000003487 0-4 Cash Draw Complete 05/30/2020 12 19 F8.351.00
280250 AEL Perfformancse Based Funding 0000024071-1 Cash Draw Complete 05/20/2020 19 18 F15.658.00
280250 SAEL - Combined DO0D0ES248-1 Cach Draw Complete 05/30/2020 20 20 F7E.850.32
278380 AEL Combined DO000E4870-1 Cash Draw Complete 05262020 12 18 $121.5858.21
278380 EL Ciwvics QO0D0E4870-2 Cash Draw Complete O05/26/2020 192 189 ST .85

The Contract Detail page gives detailed contract information displays PO line detail
information and displays Cash Draw transactions that have been created against

the contract.
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Financial reporting functionality and requirements

Expenditure Reporting Overview

System compares to budget Expenditure Report is

Grantee personnel : :
and performs basic edits certified by Grantee

enter reported
expenditures
= — .'.' %
\ ! !/ £
Expf:{endnure d/_l \l\ Email sent to
eport i
Pocted Grantee and TWC

staff

Expenditure Report sent
to TWC’s internal Is the Expenditure
i Report LATE?

accounting system (ISAS)

1) Grantee personnel enter reported expenditures
2) System compares to budget and performs basic edits
3) Expenditure Report is certified by Grantee

4) Is the Expenditure Report LATE?
a) If yes, email sent to Grantee and TWC staff — then proceed to 4.b
b) If no, Expenditure Report sent to TWC's internal accounting system (ISAS)

c) Expenditure Report Posted

What to Report

e Accrued Expenditures
e Obligations
e Program Income

12



e Supplemental Categories

The monthly reporting is mandatory.
Accrued Expenditures Defined

TWC Rule §800.52 - Charges incurred during a given period for goods and
tangible property received and services performed that cause decreases in net

financial resources.

In other words, the value of goods and services received during the grant contract
period that will be paid for during a future reporting period of the same grant

contract.

Accrued Expenditures

Documentation:

e Time records

e Invoices for goods and services received

e Purchase requisitions and receiving reports
e Approved indirect cost rate, if applicable

o Contracts

e Travel expense reports

e Tuition cost
Cash to Accrual Basis

Must report accrued expenditures. If you normally operate on a cash basis, you
do not have to convert your system, but you must have a process to capture and

report accruals.

13



Obligation Defined

TWC Rule §800.52 - Definitions:

e Debt established by a legally binding contract, letter of agreement, sub-
grant award, or purchase order

e Executed prior to the end of a contract period

e Goods or services provided by end of contract period

e Liquidated 60 calendar days after end of contract period

Characteristics of Obligations

e Bona fide need
e Written
e Definite and certain legal commitment
o Specific goods or services
o Definite vs. indefinite quantity
o Legally binding
e Availability of funds
o Delivery date

o Multi-year contracts and option years

Can occur prior to or at same time as expenditure

Budgets and plans do not create obligations

What Do Obligations Tell Me?

e Portion of each budget line item that has been legally committed for a
specific purpose.

e Amounts available for other purposes.

14



e Tracking of obligations can help avoid committing more funds than are
contracted under the grant contract.

e Overages generally cannot be charged to other federal/state contracts
unless costs are allowable under both and fall within the period of availability

of funds for both grant contracts.

Recap: Obligations

e Tracking supports good grant management.

e Reflects a legally binding debt.

e Supported by documentation.

e Allowable under grant

e Occurs during the period of availability of funds

e Plans and budgets are not obligations.
Types of Expenditure Reports

e Monthly Reports
e Final Reports

e Revised Final Reports

Monthly Expenditure Reports

e On the 1st of every month, new Expenditure Reports are created for the

previous month.

e The previous month’s Expenditure Reports are due on the 20th of every

month.

e Creation and due dates are irrespective of weekends and holidays

15



e Fiscal Agents for AEL Consortiums should have reporting deadlines for data
gathered from consortium members (5-15th of the month), to allow for data
compilation and timely monthly report submission.

o If a report has not been submitted by the 20th, TWC can initiate a ‘zero
report’ for the month.

e Grantees use an Expenditure Report Worklist that lets them know what
reports are due and which kind they are: Monthly, Final, and Revised Final.

e Grantees can continue to modify reports until the report is posted.

e A sample Expenditure Report Worklist, Worksheet, and Certification are

provided in later slides.

Final Expenditure Reports

e Final Expenditure Reports are due 60 days after the contract end date.

e Grantees may create a Final Expenditure Report from a Monthly Expenditure
Report for a contract that has not expired.

e They are uploaded nightly into WRAPS after certification.

e Must have a zero ($0) Due to/Due from.

Revised Expenditure Reports
e Only TWC personnel can create Revised Final Expenditure reports.
e These reports can have a Due to/Due from amount, if authorized by TWC.

e The due dates for these reports are determined by TWC staff.
e They are uploaded nightly into WRAPS.

16



Expenditure Report Worklist

|@ Cash Draw: Expenditure Report Worklist - Microsoft Internet Explorer provided by Texas Workforce Commission [t
Ele Edit Yiew Favorites Tools Help ;?
. — F »
OBack A > | Iﬂ IEI .'\J 7 ! Search J.f Favorites 6‘" - &a = il gLinks
address |48 http: ffwwtest b, state. b US| CASHDRAW dispatcher Alink=HR FF&nageid=FXPENDTTURES _AND_ELIDGET 4 ﬂ Go
Google |G~ v|Goo 8 & D EF v | ¥ Bockmarksw 1894 blocked | P Check v % Autolink [sb Sendtow > () Settngsw  © &1 -

Expenditure Reporting System Home [RTLENEOHIEETTTES Cash Draw Reports Admin Help Logoff i

JExpenditures and Budget] [Expenditure Search|[Budget Search|[ Certify | [Closeout Search|

Eage Help
Expenditure Report Worklist
Reporting Month: April 2007 Program Group: Al i
YVendor: State of Texas Program Type: | Al r
Report Status: | All hd

Contracts With Revised Final Expenditure Reports Due
Report ID Contract Program  Contract Mo, Due Date  Current Budget Curm. Expenditures Budget Balance Report Status
Mo revised final expenditure reports are due this maonth for the selected criteria.

Contracts With Final Expenditure Reports Due
Report ID Contract Program  Contract Mo. Due Date  Current Budget Cum. Expenditures Budget Balance Report Status
Mo final expenditure reports are due this month for the selected criteria

Contracts With Monthly Expenditure Reports Due 05:20/2007

Report ID Contract Program — Contract Mo, Begin End Date Current Curn. Budyet Report
Date Budget Expenditures Balance Status

24043 Wagner Peyser 7h  2307WWVPEO00 12/16/2006 12/15/2007  §202 256.00 $000 $202,256.00 No
2007 Report

24044 Apprenticeship 2407 ATPOOD  09/01/2006 05/31/2007 $0.00 $0.00 $0.00 Mo
Contracts 2007 Report

24045 Skills Developrnent 2407 3DF000 11/20/2006 11/19/2007 §1,175,285.00 $0.00 §1,175,285.00 No
Funds 2007 Report

New contracts with reports not currently due
Contract Prograrm Contract Mo, Begin Date End Date Current Budget
here are no upcoring contracts currently in the systemn for the selected criteria.

The worklist lists all contracts with a monthly, final, or revised final expenditure
report due for the reporting month. The reports on the list can be searched by

program group, program type, and report status.

17



Expenditure Report Worksheet

Cash Draw and Monthly

Expe"diture REPDI’“I’IQ System Home [Sd=nle 0l Ll i Cash Draw Reports Admin Help Logoff

[Expenditure Search][Budget Search][ Export |[Parent Program]|[Closeout Search]

Pape Help

Expenditure Report Summary
Reporting Month: BMMay 2020 Report Type: hMonthby
Wendor: Report Status: Fosted
Report I0: 182007 PY: 2018
Creation Date: 0801/2020 BY: 2018
Due Date: 08202020 Contract Current Budget: 51,237 33500
Contract Program: AEL - FY 15 Adult Educstion & Literacy Contract Program Budget: 51,237 33500
Program Group: AEL Cum. Request Total: 5811.408.508
Program Type: ALA Due Tol!From: 50.00
Contract No.: 0118AL ABDO Prepared by: T
Eegin Date: OTIOZ01E Certified by: L]
End Date: 08302021

Expenditures

Current Cost Categorny Line Amouwnts

Description Cost Categorny Expenditures Ohbligations
AEL Combined - Administration FAA K -100 33.493.42 B0.00
AEL Combined - Comections Institutions O B0 $0.00 F0.00
AEL Combined - Infrastructure Costs P -T10 F0.00 B0.00)
AEL Combined - Professional Development 3040-E05 F0.00 F0.00
AEL Combined - Program Costs P -ESD 306 533 67 F0.00
AEL Combined - Training Costs P -ECD %4 088 23 F0.00
SubTotal: S104,183.32 S0.00]
ET ELC - Administration 3921-100 F0.00 F0.00
ET ELC - Program Costs 3021-B0D F0.00 F0.00
ET ELC - Training Cosis 3921-B00 F0.00 F0.00]
SubTotal: $0.00 £0.00)
FBF Combined - Administration 3831-100 $0.00 F0.00)
FBF Combined - Frogram Costs 2831-588 F0.00 F0.00
SubTotal: £0.00 £0.00)|

otal: S104.1832.32 $0.00

Draft Cumulative Amounts Through 06302020 as Reporbed 072372020

Diescription Cost Lin= Budget Cum. Expend=d Budget Reported Committed
Category At Expenditures Balance Obligations

S8EL Combined - F-100 728118 $38,207.52 4B.43%  538,083.87 $0.00 49432

Administration

AEL Combined - OB F0.00 F0.00 0.00% 50.00 F0.00 0.00%
omections Institutions

AEL Combined - FAA-TA0 F0.00 $0.00 0.00% 50.00 $0.00 0.00%
nfrastructure Costs

SEL Combined - 3940-205 F21.870.00 3E8.808.83 40.08% 513.181.17 F0.00 40,0536

Frofessional

Developrment

AEL Combined - FAMA-EDD 24922881 $511.870.83 ©60.27% F337.257.08 F47.185.52 §5.53%

Frogram Costs

AEL Combined - Traiming *2000-200 5150,000.00 $28,865.57 18.11%  $121.234.432 F0.00 19.11%
osts

SubTotal: %$1,0828 49000 $587.,552.75 53.49% %$510,937.25 £47 19982 67.78%
ET ELC - Adminisfration 3221-100 B5,942.00 $5,22593 T5.28% $1.716.07 $0.00 T5.28%
ET ELC - Program 3921-200 $116,805.00 5116.,808.00 100.00% 50.00 $0.00  100.00%
osts

ET ELC - Training Costs  3821-2089 $15,000.00 $0.835.61 58.24% $5.084.39 F0.00 B5.24%

SubTotal: £132 842 00 S$132,067.54 5512% £6,720.45 £0.00 95.12%

FBF Combined - 3831-100 F0.00 $0.00 0.00% 50.00 50.00 0.00%

Administration

FBEF Combined - 3931-808 FO.00 F0.00 0.00% S0.00 F0.00 0.00%

Frogram Costs

SubTotal: $0.00 $0.00 0.00% S0.00 $0.00 0.00%
otal: %$1,237 338.00 §715,620.28 523.16% 3517, 717.71 $47.199.82 61.597%

Program Income or Stand-In Costs

Line Amounts
Diescription Ciost Category Pgm. Income Eamed Pgm. Income Expended Stand-In Costs
o Program Income or Stand-ln costs are reported.

Draft Cumulative Amounts Through 063072020 as Reporited 07/23/2020
Diescription Cost Category Cum. Pgm. Income Eamed Cum. Pgm. Income Expended Curm. Stand-In Costs
o Program Income or Stand-In costs are reporied.
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Expenditure Report Certification

|@ Cash Draw: Expenditure Report Certification Summary - Microsoft Internet Explorer provided by Texas Workforce Commission

File Edit Wiew Faworites Tools Help

OBack > \ﬂ \ELI W | S Search T Favorites 6— = = Ej

: Address @j http: ffwsamtest bwe skate, b, usfCASHDRAW fdispatcher?link=HREF&pageid=CERTIFY
CO.JS|E G- v | Go ¢ 52 @ @9 &5’ ~ 9% Bookmarks~ @] 1594 blocked *.:? Check = % Autolink | = Send

Expenditure Report Certification Summary
Reporting month: April 2007

Contracts Without a Report

aContract Contract Pragram Current Pgm. Income  Pgm. Income Curmn. Reported
Mo, Expenditures Earned Expended Expenditures Obligations
2407 ATPOOD Apprenticeship $0.00 $0.00 $0.00 $0.00 f0.00
Contracts 2007
2407 S0F000 Skills Developrrent $0.00 $0.00 $0.00 $0.00 $0.00
Funds 2007
Monthly Reports Due Date:05/20/2007
Select aContract Contract Current Pgrm. Fgr. Income  Cum. Reported Report
Mo. Frogram Expenditures Incame Expended Expenditures  Obligations Status
Earned
O Z307WPBO0D YWagner $0.00 $0.00 $0.00 $0.00 $0.00 Ready for
Peyserihb Review
2007
Total $0.00 $0.00 $0.00 $0.00 $0.00

Final Reports
Select aContract Mo, Contract Program  Due Date Cum. Expenditures  Budget Balance Due To/From  Report Status
Mo results.

Revised Final Reports
Select aContract Mo, Contract Program  Due Date Cum. Expenditures  Budget Balance Due To/From  Report Status
Mo results.

By selecting the Certify button, | cerify that the financial

information transmitted herein istrue and correct to the best

of my knowledge. | futther cerify that all disbursements and

obligations are forthe purposes outlined in the contract

agreement and that all costs reported herein hawe been assigned

to the appropriate cost categony. I:l

Certify

This page lists all completed and saved, uncertified Expenditure Reports. The
Grantee can certify any one report, or all reports at once, by clicking the radio
button next to the selected contracts and clicking "Certify" at the bottom of the

page.
CDER System Edits

e Requires explanation if expenditures for any given month are less than 5%
of the grant contract.
e Expenditures + Obligations <= Budget

e Administrative Expenditures <= Administrative Cost Cap
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Monthly Expenditure Report

e Report obligations and expenditures.
o Also include any adjustments for prior periods’ errors or omissions.

e Enter $0.00 if no activity during month.
e Due on 20th calendar day by 11:59 p.m.

Late Notifications

e Issued by e-mail to personnel designated by the reporting entity.
o TWC Finance staff receive a copy of notice.

e Email does not specify late report(s).
o Use “Expenditure Report Worklist” in CDER system to identify late

reports.

Cash Draw Cutoff

e Cash draw access turned off at 12 a.m. on the 5th calendar day that a report
is past due.
o Affects all active grant award contracts (not just the one with the late
report).
e No notice when cash access is restored.
o Can e-mail CashDraw.TA@twec.state.tx.us to verify cash draw access.

What is a Fidelity Bond?

A fidelity bond is a form of business insurance that offers an employer protection
against losses that are caused by its employees' fraudulent or dishonest actions.

This form of insurance can protect against monetary or physical losses.
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Business services bonds protect against the loss of a customer’s money,
equipment, supplies and personal belongings caused by dishonest acts of your

employees while on the customer’s premises.

Beyond protection, this type of fidelity bond is great for differentiating your

business from competitors who aren’t bonded for fidelity.
Bonding Requirements

All Grantees, except educational institutions, must obtain a Fidelity bond that
indemnifies TWC against loss arising from a fraudulent or dishonest act of the
Grantees officers and employees holding positions of fiduciary trust; i.e.,
individuals responsible for receiving or depositing Agency funds, or issuing

financial documents, checks or other instruments of payment.

The Grantee must be the insured entity and TWC must be the assighed certificate
holder.

Texas Workforce Commission
Payables/Payroll- Contracts Payables Room 470

101 East 15th Street Austin, Texas 78778 - 0001

The Grantee shall obtain a bond sufficient to cover the largest cumulative amount
of all cash requests submitted by a grantee on any given day or the cumulative
amount of funds on hand at any given point. Such amount will be determined
based on cumulative amounts drawn during any consecutive three-day period for

single or multiple funding sources.

The bond shall be executed by a corporate surety or sureties holding Certificates
of authority, authorized to do business in the State of Texas, and acceptable to
TWC.
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For educational institutions, Contracts Payable staff will calculate 20% of all active

contracts to use as the bond limit in CDER.

ACORD, CERTIFICATE OF LIABILITY INSURANCE o

PRODUCER THIS CERTIFICATE IS ISSUED AS A MATTER OF INFORMATION
ONLY AND COMFERS NO RIGHTS UPON THE CERTIFICATE
HOLDER. THIS CERTIFICATE DOES NOT AMEND, EXTEND OR
ALTER THE COVERAGE AFFORDED BY THE POLICIES BELOW.

INSURERS AFFORDING COVERAGE NAIC #
NEURER A
NEURERE:
WEURER C:

INEURED

NIURERD:
NSURERE

COVERAGES
THE POLICIES OF INSURANCE LISTED BELOW HAVE BEEN ISSUED TO THE INSURED NAMED ABOVE FOR THE POLICY PERIOD INDICATED. NOTWITHSTANDING
ANY REQUIREMENT, TERM OR CONDITION OF ANY CONTRACT OR OTHER DOCUMENT WITH RESPECT TO WHICH THIS CERTIFICATE MAY BE ISSUED OR

MAY PERTAIN, THE INSURANCE AFFORDED BY THE POLICIES DESCRIBED HEREIM IS SUBJECT TO ALL THE TERMS, EXCLUSIONS AMD CONDITIONS OF SUCH
PCLICIES. AGGREGATE LIMITS SHOWN MAY HAVE EEEM REDUCED BY PAID CLAIMS.

FLTT] POLIGT SFTECTIVE | POLICY EXFIRATION
TF |ssar] TYFEQE POLICY HUMBER DATEMMWION Y] | DATE (MMDDYY) LIMTS
GENERAL LIABILITY EACH OCCURRENGE 3
COMUERCIAL GENERAL LIABILTY PREMEES | E 3
CLAIME MADE l:l ocoUR MEDEXS (Anyoneperson) | §
PERSONAL AADV INURY |5
GENERAL AGGREGATE 3
GENL AGGREGATE LT APSLIZE PER: PRODUCTE - COMBIOPASS |5
PoLCY e Lo
| SUTOMOBILE LIABILITY COMEINEDSINGLELMT | ¢
- (=3 acoident)
| | A cwnenauTos BooLY IURY s
SCHEDULED AUTDS (Perperan)
|| #==pauTos B0y aURY s
NCN-OWNED AUTOE (Feraccoens)
I PROPERTY DAMAGE
(Feraccoens) s
GARADE LIABILITY ALTD OMLY-EAACCIDENT |5
ANY AT omEn T EAACC |3
ALTS 0L oo s
EXCESSUMBRELLA LIASILITY EACH OCOURRENCE 3
ooCUR l:l CLAME MADE AGGREGATE 3
3
DEDUGTIELE 3
RETENTIGN % 3
WORKERS COMPENSATION AND [l =
EMPLOYERS' LIABILITY - —
ANY PROPRETCRIPARTHERE L EACH ACCRENT L]
OFFIERMENEER BHLLIE L DrsEASE - EASWELOYEE| 3
#yes, descrbe undsr —
EPECIAL FROVE IONS beiow EL DUSEASE-POLCYLMT |5
OTHER
Fidelity Bond MDD | MIDDRYYYY (3

DEICRIFTION OF OPERATIONS | LOCATIONE | VEHICLES | EXCLUSIONE ADDED BY ENDOREEMENT | IPECIAL PROVIZIONS

CERTIFICATE HOLDER CANCELLATION

EHOULD ANY OF THE ABOVE DEXCRIBED POLICIER BE CANCEL LET) BEFORE THE EXFIRATION
Tewas Workforce Commission DATE THEREDF. THE I33UING INSURER WILL ENDEAVOR TO MAIL DAYS WRITTEN

Financial Operations-Contracts Payable WOTIGE TO THE GERTIFIGATE HOLDER NAMED TO THE LEFT, BUT FALURE TO DO 80 $HALL

101 East 15th Street WFCLE NO DELIGATION OR LIABILITY OF ANY KIND UPON THE INIURER, IT2 ADENTS OR
Room 470 REPRESENTATIVES.
Austin, TX 78778-0001 ALTHORIZED REPRESENTATIVE

Figure 1: Certificate of Liability Insurance

Questions

If you have questions about this session, please e-mail cager@twc.texas.gov.
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