





Considerations for Cost Reimbursable Subcontracts: Only those costs incurred to conduct the HRI
subcontract activity may be charged to the HRI subcontract. If the approved budget includes costs that will be
allocated (costs that benefit both the HRI subcontract activity and some other activity at the organization) these
costs must be allocated in the proportion to which those costs support each of those activities. This allocation
should be used consistently throughout the organization (if applicable). Additionally, costs must be incurred
before billed for. Charging for anticipated expenses or before actually disbursing funds for those expenses is
not permitted and is contrary to the certification made on the face page of the voucher.

Budget flexibility - May be a percentage per budget line or a percentage of the total budget amount depending
on the contract agreement.

o |f the contract states 25% line item budget flexibility, the contractor may voucher for up to 25% over
each specific line as long as there is savings on another line to compensate for the overage.

+ |f the contract states 25% total budget flexibility, the contractor may voucher on a specific line for a total
of up to 25% of the total budget as long as there is savings on another line to compensate for the
overage.

Under no circumstances can the contractor voucher for more than the total budget.
Re-budget is required if contractor is billing against a budget line that was not in the original budget or
over budget flexibility.

Re-budgeting: If a re-budget is necessary in order to meet the goals of the agreement, such re-budgets
should be submitted before incurring expenses. Any expenses incurred by the subcontractor before receipt of
approved budget modification are at the subcontractor's own risk.

Timely vouchering: Timely vouchering is extremely important. Vouchers should be submitted within 30 days
of the end of the claim period. Voucher frequency, monthly or quarterly, is indicated on the agreement cover
page. Final vouchers must be submitted within 60 days of the termination date of your contract (unless
otherwise noted in your agreement) and should be marked as “FINAL VOUCHER”.

Final Voucher: After the final voucher is received, reviewed and processed by the HRI Subcontract Unit it
goes to the HRI Audit Unit where a review of all the vouchers paid against the contract is performed to ensure
that all categories reimbursed have been properly claimed. At this time, the contractor may be asked for
additional information with regards to any and all vouchers previously paid by HRI. If any adjustments are
necessary, the final voucher will be reduced by that amount prior to being approved/paid.

Vouchers can be submitted electronically to your Contract Manager listed in Exhibit “C” of the contract.

If you have any questions regarding the attached forms, please contact your Contract Manager or the HRI
Subcontract Unit at (518) 431-1200 or at subcon@healthresearch.org.
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