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I.  INTRODUCTION

The Department of Rehabilitation (DOR) receives funding on an annual basis to provide independent living (IL) services to individuals who are aged 55 or older and are experiencing vision loss.  These federal funds are provided under Title VII, Chapter 2, of the Rehabilitation Act as amended.  In California, the DOR sub grants these funds, commonly referred to as the Older Individuals who are Blind (OIB) program, to programs that have the capacity to provide IL/OIB services to this targeted population.  DOR strives to ensure that there is a network of agencies throughout California to provide IL/OIB services to older individuals who are blind.  The primary goal of this program is to enable the older blind population to remain as independent as possible by providing IL/OIB services, and information and resources in their local community.

In order to draw down these federal funds it is necessary for DOR to obtain a 10% match from stakeholders prior to releasing these funds.  Without this match DOR would be unable to expend the funds.  Federal regulations state that the contribution of match for this purpose would not entitle the contributing entity to be a beneficiary of any federal funds, nor can DOR imply that a contributing entity will receive any other benefit from DOR as a result of a contribution.

II.  PURPOSE

The purpose of this instructional manual is to ensure that employees working with the Title VII Chapter 2 program and Stakeholders are aware of the guidelines and requirements of the match commitment, as well as the reimbursement process required for the reporting of voluntary match.

This manual is to serve as information and provide technical assistance in the development of the match letter of commitment, the defining of eligible match contributions, and the documentation and reimbursement procedures required of Department staff.

III.  COMMITMENT TO CONTRIBUTE MATCH

A requirement of receiving these federal funds is that the DOR secure state and local match funds of at least 10% to match the 90% funding provided by the OIB federal grant.  The DOR looks to agencies, programs, service providers, and other interested stakeholders to provide voluntary contributions of match.  Contribution of match does not entitle the contributing entity to be a beneficiary of any federal OIB funds or receive any other benefit from the DOR as a result of the contribution.  Per 34 CFR 80.24, this match can be either cash, which includes cash or actual expenditures paid by the agency; or in-kind, for which no actual expenditures have occurred, but for which value exists such as volunteer time, donated supplies, equipment, office space and other activities that provide a cost savings to the agency.  All activities must be in support of services to older blind individuals.

A request for voluntary match will be distributed to all stakeholders ninety days prior to the end of the Federal fiscal year.  The request will include the voluntary match commitment letter template, the voluntary match budget and budget narrative template, and the monthly/quarterly match reporting template.  These documents will also be available on the Department’s public website at www.dor.ca.gov.

Next, a commitment agreement will be developed which will document the contributors’ match support for the OIB program. 

A.  Commitment of Match

Once an entity has reached a decision to commit voluntary match, three documents are required for certifying and documenting the match commitment.  They are as follows:
1. Commitment Letter (Attachment A) – is the commitment from an agency, individual, or stakeholder to contribute match for the OIB Program.

2. Match Budget Narrative (Attachment B) – is the narrative description of the expenditures being used to provide the match; volunteers, operating costs, office space, etc.  All voluntary match must be related to the provision of services to individuals 55 or older and blind or visually impaired.  It should also include the calculations/formulas used to calculate the match.  

Example:  Volunteers – calculation may be based on the salary cost (industry standards for similar) plus benefits would generate an hourly rate.  Office space can be calculated based on square footage times rate per sq/ft per month or use the cost per month divided by percent of consumers experiencing vision loss and are age 55 years or older, who were served for the year or the month.

Note:  The budget narrative should identify the sources that are other than federal dollars that are being used to cover those expenses not otherwise covered and listed as match.  These sources can be private donations or state money received that are not being used for match of other federal funds. 

3. Match Budget (Attachment C) – the budget should outline all line items listed on the narrative and the cost contribution based on the calculation identified in the budget narrative.
Once the match commitment packet is complete, it is sent to the OIB Analyst for review and verification.  The OIB Analyst will review the commitment letter for completeness; the budget narrative is then reviewed for expenditures being committed and that all calculations and justifications are in place for each item listed; the budget is reviewed and crossed reference with the items in the narrative.  Amounts are verified based on the calculations and justifications for each item.  
The justification for the funding source(s) should be such records as checks from sources (entity, foundation, etc.) can be used as verification.  If the entity prefers to be anonymous, the check number, amount, and date received, and verified by the community partner/stakeholder can be used.  The voluntary match as well as the records supporting match contributions shall be in compliance with the Office of Management and Budget circulars A-122 and A133.   

The match commitment packet will then be reviewed for approval by the OIB Administrator.  Copies of the final documents will be signed by the OIB Administrator and returned to the agency.  The commitment part is now completed and the documenting of the match is next.

B.  Documentation of Match 
Match Report (Attachment D) - the match report is to be used monthly or quarterly to report actual voluntary match expenditures for the specified time.

Reports should reflect the actual expenditures for all line items referred to in the budget and budget narrative.  Reports should be submitted within forty-five days of the end of the reporting period.

4. Once the report is submitted, it is sent to the OIB Analyst for review and verification.  The Analyst will review the report and will cross reference each line item with the items in the budget and budget narrative.  Amounts will be verified based on the calculations for each line item.  

5. The match report will then be sent to the OIB Administrator for review and approval.  The voluntary match reporting is now complete.
6. The OIB Analyst will then enter the verified and approved amounts into the OIB match tracking data base, and copies will be sent to the Accounting Section.
C.  Monitoring of Voluntary Match Contributors
Voluntary match contributors will be identified at the beginning of each Federal fiscal year, and will be scheduled for monitoring review during the year.  Cash donations will be reviewed, certified, and finalized when received.  Further monitoring of cash donations is unnecessary.
1. The number of contributing entities scheduled for monitoring will be determined based on staff levels, workload, and possible budget restrictions.  A letter from the OIB Administrator will be sent to the voluntary match contributor describing the scope of the review as well as recommended dates for the review.  

2.  The OIB Administrator and Analyst have the primary oversight responsibility for voluntary match funding and expenditures.  This includes, but is not limited to site visits and review of records, documents, and voluntary match reports.
3. When a review is completed, a letter will be sent from the OIB Administrator to the contributor describing the findings and recommendations of the review.  If necessary, a follow up review will be scheduled within three months.
4. Contributing agencies must comply with the Office of Management and Budget, (OMB) Circular A-133 and agree that Department of Rehabilitation, and other governmental agencies related to the OIB voluntary match process or their designated representatives shall have the right to review any records and supporting documentation pertaining to the voluntary match process, that may be relevant to an audit or review.  Agencies agree to maintain such records for a minimum of three (3) years after the expiration of the voluntary match commitment, or until resolution of all issues which may arise involving the records prior to expiration of the three (3) year period, whichever is later.
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