RochesterWorks, Inc.

WIA Claim Voucher Procedures

GENERAL

1. Claim vouchers may be submitted weekly, bi-weekly or monthly.

2. Vouchers should be mailed to RochesterWorks, Inc., Attn: Lori Wood, 255 N. Goodman Street, Rochester, NY 14607 by the 15th of the month following the voucher period.

3. Expenses may only be claimed for the period specifically referenced in the contract.

4. Expenses claimed must be within the budget limits approved by RWI.  Vouchers that include line items in which the New Cumulative cell is negative by more than10% of the line item budgeted will not be processed until a budget amendment has been approved.

5. No advances will be allowed unless very specific detail concerning the future costs can be provided.

6. Payments will be processed within 14 days of receipt by RWI.  Checks will be available within 21 days of receipt by RWI.  Excessive documentation or multiple voucher submission may cause delays in processing.

CLAIM VOUCHER INSTRUCTIONS

1. Fill in the Provider Name, Contact Name (person that RochesterWorks should call with questions about the voucher), Address (administrative office), E-mail Address (Contact Person’s), Phone Number (Contact Person’s), and Period Covered (time period in which expenses were incurred).

2. Contract Budget should be the amounts based on the current approved budget.  If an amendment is approved you will be expected to update this column.

3. Previous Cumulative should be the Cumulative from the previous voucher.

4. Current Expenses should be all expenses being claimed under this voucher.

5. Balance column includes formulas that should not be changed.

BACK-UP DOCUMENTATION

1. Staff Salaries/Fringes require official payroll documentation that shows the total amount paid to each employee, not just the amount charged to the program.  In addition, the Staff Salaries attachment showing the amount charged to the program is required.  Fringe benefit expenses may be documented by the page showing the total billed along with an allocation schedule.

2. Official payroll documentation is required for all Participant Wages/Fringes.

3. For incentives/stipends, a check register showing Participant Name, Check # and Amount should be submitted.  If individual checks are not issued, a copy of the check and a list of Participant Names and Amount are acceptable. 

4. For Participant wages, stipends and incentives, a current copy of WIA Youth Tracking Report including OSOS ID is required.

5. For all other line items, the Expense Detail attachment should be submitted showing detail for all expenses charged to the program.  Back-up documentation is required for all invoices over $500.  If less than the full amount is charged to the program, information on the allocation is required.

6. Excessive documentation may delay processing, so only submit enough documentation to show the dollar amount charged to the program.  Purchase orders and multiple pages of details are not necessary.

CONTACT INFORMATION

1. If you have questions regarding any of the voucher forms, please contact Janet Arsenault at (585)258-3532 or by email at jarsenault@rochesterworks.org.

2. If you have questions about requests for amendment, please contact John Premo at (585)258-3535 or by email at jpremo@rochesterworks.org.  Once it has been determined that an amendment is needed, a budget amendment form will be provided.

3. If you have questions about the status of a voucher that has been submitted, please contact Lori Wood at (585)258-3549 or by email at lwood@rochesterworks.org .
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