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Introduction 
The Ohio Workforce Safety and Innovation Center (WSIC) Grant Administration Policies and Procedures 
(GAPP) Manual is structured to be a user-friendly manual regarding the WSIC grant process. The manual 
supplements the WSIC Grant Application and provides recipients with the steps to initiate the WSIC Grant 
Agreement, and the administration of the grant. Emphasized details are highlighted in yellow. 
 
The WSIC GAPP Manual chapters are as follows: 
 
Chapter 1 - WSIC Grant Requirements: This chapter provides grant eligibility requirements and 
application processes. It provides information for potential applicants to assess whether they can meet 
the necessary grant requirements. 
 
Chapter 2 - Managing a WSIC Grant: This chapter provides recipients with cost considerations 
and requirements, procurement procedures, monitoring and reporting requirements. 
 
Chapter 3 - End of Grant and Compliance: This chapter discusses completion of the final project 
and expenditure reports, records retention policies, WSIC compliance duties, determination of high-risk 
status, and the appeals process. 
 
Note to first-time WSIC Grant applicants: New WSIC Grant applicants only need to reference the first 
13 pages of the manual until an applicant has been issued a formalized WSIC Grant Agreement. 

Purpose 
The WSIC GAPP Manual establishes standards for the consistent management of WSIC Grant priorities 
and funding for recipients  
 
It provides guidance for recipients for the entire grant cycle. Other objectives for this manual are: 

1. To ensure that grant management procedures comply with state and local rules and regulations. 
2. To ensure that all WSIC grants are administered in a uniform and consistent way. 
3. To ensure WSIC funds are used for the purposes intended by the Bureau of Workers’ 

Compensation (BWC), Ohio Revised Code (ORC) and Ohio Administrative Code (OAC). 
 
WSIC provides grants to Ohio based not-for-profit higher education institutions and research 
organizations. WSIC administers each grant based on required state, and departmental rules and 
regulations. Recipients for all WSIC funded grants must follow all policies and procedures in this manual 
to ensure compliance with both state and local (i.e., BWC) rules and regulations. 
 

Chapter 1 - WSIC Grant Requirements 
 
Section A - General Information 
 
A1.0 Overview 
As a state agency BWC is responsible to State Government for carrying out and ensuring compliance 
with all applicable requirements. WSIC seeks to ensure integrity and accountability in the award and the 
administration of grants by relying on a system of checks and balances and separation of responsibilities 
within its own staff. 
 
WSIC is also responsible for providing applicants and recipients specific information regarding the 
award and the state requirements, if applicable. Recipients are also required to maintain effective 
internal controls and comply with all applicable laws and regulations provided to them in the state 
guidelines, the Application, and the WSIC GAPP Manual. 
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A1.1 Roles and Responsibilities 
WSIC works with the BWC Finance Division to assure fiscal accountability for all grant projects. This 
includes monitoring and enforcing compliance with all state reporting and spending requirements. 
 
Entities having been awarded WSIC grants are legally responsible for the performance of the award and 
the expenditure of funds. 
 
Even if  the recipient contracts with another entity for completion of a project or a component of the 
grant, the recipient is responsible for all aspects of the project including proper accounting and financial 
record keeping. Responsibilities include accounting for receipts and expenditures, cash management, 
maintaining adequate financial records, and refunding expenditures disallowed by audits. 
 
Additional responsibilities and requirements other than those listed may apply, refer to the WSIC Grant 
Application.  
 
A2.0 OIA Access for WSIC Grant Recipients 
Oracle Intelligent Advisor (OIA) is the online grant application and management system that is accessed 
through the online Ohio BWC Grant Management Portal. 
 
Key Personnel 
The recipient agency is responsible for notifying WSIC in writing of any changes in key personnel at the 
recipient agency within two weeks, to keep BWC apprised of change in contacts and to ensure the 
project contacts in OIA are current. This includes the Agency Leader, the Agency Financial Officer, or 
any other significant positions such as the Principal Investigator (PI), or Project Fiscal Contact. Submit 
all changes for OIA users via e-mail to WSIC at BWCWSIC@bwc.state.oh.us. The following 
documentation must be included: 
1. An email with the project number and title requiring changes for OIA users. 
2. List of new employee(s) needing OIA access, their title, project role and start date. 
3. List of employee(s) that need to be deactivated in OIA and the date removed from the project. 

 
 
A2.1 Recipient Name Change/Merger 
If  the recipient agency’s legal name changes or a merger occurs, the recipient must notify WSIC in writing 
on agency letterhead via the WSIC email box. The letter must include new proof of nonprofit status and 
liability coverage. Supplier information must also be updated and maintained in the State of Ohio Supplier 
Portal. This information includes, but is not limited to, Electronic Funds Transfer (EFT), W-9 Form and 
current address. 
 
Section B - Fiscal and Statutory Requirements 
 
B1.0 Conditions of a Recipient 
No applicant shall be funded if the terms and conditions of the Application have not been met by 
the submission due date of the application. 
 
Enforcement of the WSIC GAPP Manual begins when a WSIC Grant Agreement has been signed by the 
recipient and the BWC Administrator, upon approval of the Application by the WSIC Chief. The WSIC 
Grant Agreement template is an attachment to the Application.   
 
B1.1 Eligibility 
Specific eligibility requirements are found in the WSIC Grant Application. Eligible organizations include 
not-for-profit higher education institutions or research organizations located in Ohio. There are several 
causes for which an application can be rejected without detailed review. These causes include, but are 
not limited to:  

mailto:BWCWSIC@bwc.state.oh.us
https://supplier.ohio.gov/wps/portal/sp/suppliers/home-anon/!ut/p/z1/hY6xDoIwEIafxYFRehEh6EYcBBUMk9jFlKQWTGmbtmB8e2uIcVDibff_3305hFGFsCBDy4htpSDc7WccXSDJsnQVQ3HclwGU23RRbPIwiPIlOv0D8KuemATcPR6RCUMUvoFpxw5hxmU9vpuIOogZwppeqaba77WLG2uVWXvggemV4q3LZdNKn8nBg7syHnQPJbUl3BHqQ7mikR2d90JT9sveSGNR9SVFqqvgFvLhkMxmT4O1xbg!/dz/d5/L2dBISEvZ0FBIS9nQSEh/
https://supplier.ohio.gov/wps/portal/sp/suppliers/home-anon/!ut/p/z1/hY6xDoIwEIafxYFRehEh6EYcBBUMk9jFlKQWTGmbtmB8e2uIcVDibff_3305hFGFsCBDy4htpSDc7WccXSDJsnQVQ3HclwGU23RRbPIwiPIlOv0D8KuemATcPR6RCUMUvoFpxw5hxmU9vpuIOogZwppeqaba77WLG2uVWXvggemV4q3LZdNKn8nBg7syHnQPJbUl3BHqQ7mikR2d90JT9sveSGNR9SVFqqvgFvLhkMxmT4O1xbg!/dz/d5/L2dBISEvZ0FBIS9nQSEh/
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1. Sponsoring college /university /research institution or organization is not in Ohio. 
2. Application is not received by the submission deadline. 
3. Proposed research and development project is too broad or disjointed. 
4. Proposed project does not meet the format requirements described in the WSIC Grant 

Application. 
5. Proposed project duplicates other research and development projects previously completed or 

currently under way by a research team or organization. 
6. Proposed research and development project or associated budget are not feasible or reasonable. 
7. Proposed project with focus areas that are excluded from funding during any given funding cycle 

(see Research and Development Focus Areas Excluded from Consideration for Funding section 
in the Application for further details). 

8. Applicant owes funds in excess of $1,000 to the BWC. 
 
Eligible organizations interested in applying for and administering grants from WSIC must use OIA via the 
online Ohio BWC Grant Management Portal to submit grant applications. All recipients must submit 
applications in a complete and timely manner according to the applicable state laws, regulations, and the 
WSIC GAPP Manual in order to be considered an eligible applicant.  
 
Incomplete and/or late applications will result in the entire application not being considered for review. 
WSIC will not consider accepting late or incomplete applications If any of the required components are 
not submitted by the due date indicated, the entire application will not be considered for review. 
 
To ensure agency compliance with the Application, all attachments in OIA must be labeled using the 
same name listed in the Application. 
 
The following fiscal criteria must be met for grant applications to be eligible for review: 

1. Applicant has not been certified to the Attorney General’s office due to late payment of a BWC 
invoice. 

2. Applicant submitted application and all required attachments by 5:00 p.m. on the due date listed 
in the Application. 

 
 
Section C - The OIA Application 
 
C1.0 Application Process 
Regardless of whether an applicant has submitted any preliminary documentation, to be considered for 
grant funding an applicant must be an eligible entity and must submit a complete application with all 
required documentation. The application must comply with BWC instructions within the Application and 
WSIC GAPP Manual and must be submitted by the indicated due date. 
 
Agencies interested in applying should read the Application thoroughly. Incomplete and/or late 
applications will not be considered for review. 
 
To submit an application an agency must: 

1. Review the Application to ensure the agency can comply with and fulfill all the necessary 
requirements. The Application is maintained on the BWC/WSIC website on the “Workforce Safety 
Innovation Center Grant Application” page. The Application includes a Notice of Intent to Apply 
for Funding (NOIAF) form attachment and contains detailed information about the WSIC Grant, 
policy, procedures, requirements, performance expectations, review-scoring criteria, and general 
information and requirements associated with the administration of the grant. The applicant must 
read and follow all directions carefully.  

2. Once an agency determines that it can comply with the requirements of the Application, a NOIAF 
must be submitted to the WSIC. The applicant must complete the form providing the 
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organization’s tax identification number and legal name as it appears on the official Internal 
Revenue Service (IRS) letter.  

3. Once the NOIAF is received, an agency account will be created or verified in OIA by WSIC, and 
the PI identified on the NOIAF will receive the weblink to create a username and password to 
access OIA if they do not have one. The PI will need to identify any additional staff within their 
respective agency that will be responsible for administering the WSIC grant and will require 
access to the system. These roles include: Project Fiscal Contact, Co-PI or Grant Administrator 
Agency personnel with lost usernames and passwords can click on the LOGIN radio button on 
the grant management portal and select “Forgot your username or password?” to reset. 

4. To access OIA, the agency contact will sign in using their username and password at 
https://grantmanagement.bwc.ohio.gov/. The agency contact will complete the application and all 
requested attachments. If all requested attachments are not uploaded in OIA, the application will 
be considered incomplete and may be denied. 
Note: OIA has functional capacity to accept a zipped file, not to exceed 10mgb per file with 
a total of 50mgb. 

5. To submit the application, the agency must verify that all attachments have been uploaded and 
are complete and then hit the submit button. 

6. Once the application is submitted to BWC, no further changes to the application may be made. 
An agency can review the status of the application by going to “My Application” page. 

7. The overall point score for applications scored will determine the selected recipients, see the 
Application Review Form attachment to the application. Until the official announcement of the 
f inal selection decision, no information will be released by BWC. 

a. Successful applicants will receive official notification of award in the form of a grant 
agreement that must be signed by the applicant Agency Leader and submitted to BWC. 
The WSIC Grant Agreement, upon signature of the BWC Administrator, allows for 
expenditure of grant funds.  

b. Within 30 days after a decision to disapprove or not fund a grant application, written 
notif ication, issued over the signature of the Administrator, or designee, shall be sent to 
the unsuccessful applicant. 
 

C1.0a How to Submit your application via OIA 
The Application provides specific instructions for completion and submission of various forms that may 
dif fer from the standard instructions for completion. 
 
C1.1 Explanation of Project Number 
A project number is assigned by BWC to each applicant/recipient for each grant application submitted in 
OIA. The project number is an auto generated alphanumeric identifier that denotes the WSIC grant, the 
f iscal year, and the applicant’s project. Example: WSIC23-220304-011. The project number may also be 
referred to as the grant number.  
 
C1.2 Application Requirements 
Any granted award is contingent upon the availability of funds. Thus, the recipient agency must be 
prepared to cover the costs of operating the project in case there is a delay in grant payments. All grants 
are awarded on a reimbursable basis. An agency must have funds to cover their expenditures and the 
grant will only reimburse allowable costs. 
 

1. Application Information  
a. Agency Information: includes the Agency name, Agency DBA Name, Agency address; 

this must be a mailing address and not a P.O. Box, Agency Federal Tax identification 
number, and contact information for the Agency Leader and Agency Fiscal Leader 
(name, title, e-mail and phone number). This information is entered in OIA from the 
NOIAF form when the OIA account is created for the applicant agency. The PI must 
make sure the agency information in OIA is correct prior to application submission. 

https://grantmanagement.bwc.ohio.gov/
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b. Project Information: includes contact information for the PI and Project Fiscal Contact 
(name, title, e-mail and phone number), the project title, project address, project start and 
end date, project track, and the total amount requested in OIA that matches the Project 
Budget and Budget Justification attachments. 
 

2. Project Proposal Elements: Applicants will complete several narrative sections to document 
eligibility as part of the grant submission. Project proposals must meet the formatting 
requirements identified in the Application and must include the required seven major sections: 

I. Project Summary/Abstract  
II. Performance Site(s), Resources, and Equipment 
III.  Key Personnel 
IV. Study Plan 

A. Specific Aims 
B. Study Strategy 
C. Human Subjects 
D. Bibliography and References Cited  

V. Budget 
VI. Project Timeline 

 
Each section must be limited to the number of pages allowed for that section. Website addresses 
may not be used to provide information necessary to the review. However, URLs are acceptable 
in citation listings, the biographical sketches, and the references. 
 

3. Budget: A line-item breakdown of estimated expenditures and personnel costs that will be 
utilized to complete the requirements of the WSIC Application must be completed in the MS Excel 
Project Budget Template that is an attachment in the Application and uploaded into OIA. In 
addition, applicants must also complete and have their Agency Leader certify the Project Budget 
Justification Template that is an attachment in the application and upload it in OIA. An example 
Budget Justification template is provided in Appendix 2.  
 
The project budget includes the following: 
 
a. Primary Reason: Explains reason for the submission of the application.  

 
b. Funding: Total project funding amount an agency is requesting from BWC. Recipient awards 

shall be made in amounts of $500,000 to $1,500,000.  
 

c. Justification: Line-item justifications must be clear and concise in the Project Budget. 
Justifications should specifically describe how each item supports the achievement of 
proposed objectives. Each cost element must be clearly described with an explanation of how 
each cost contributes to meeting the project’s objectives/goals. (The Application should 
include any equations used to form the allocation percentage and an explanation of the 
details of the equation). Any other pertinent information required by the Application must be 
listed. Please see the attached Budget Justification example in Appendix 4. 
 
Supplies that will be required to meet the goals of the project must be listed. Office supplies 
must be separated from medical and educational purchases and each item must be listed 
separately with estimated or actual costs. If more than one project will be using the supplies, 
the application must provide how the supplies will be allocated with an accurate and detailed 
explanation on how the allocation was derived. (The Application should include any equations 
used to form the allocation and an explanation of the details of the equation). The written 
budget justification should not have vague words like “miscellaneous”, “various”, or “sundry.” 
 
To the extent possible, all contract budgets and justifications should be listed. The 
justification should provide a clear explanation on the purpose of each contract, how 
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the costs were estimated, and the specific contract deliverables. When the applicant is 
preparing a contractor’s budget narrative, travel, supplies, and equipment costs 
should be included, if applicable. 
 
NOTE: Budgeted line items in the Other Direct Costs and Equipment categories should not 
be listed for staff who are not included in the Personnel category on the Project Budget. 

 
d. Personnel: Must be employees of the agency that will devote time and effort specifically on 

the project. (Refer to Chapter 2 B2.4) If  an employee is split-funded, please provide the other 
funding source. Personnel costs should be explained by listing each staff member who will be 
supported by funds, name (if possible), position title, percent of full-time equivalency, annual 
salary and the exact amount requested for each project year. 
 
A Grant Administrator or Project Manager to be designated in the budget to assist the PI with 
the administrative requirements of the grant. 
 
Fringe Benef its must be listed by the components that compromise the fringe benefit rate 
(e.g., health insurance, taxes, unemployment insurance, life insurance, retirement plan). The 
f ringe benefits should be directly proportional to that portion of personnel costs that are 
allocated for the project. 

 
e. Travel: List any travel costs including the mileage rate, number of miles, the reason for the 

travel, and the staff member completing the travel. (Refer to Chapter 2 B2.5) Travel expenses 
associated with participation in meetings and other proposed trainings, or workshops should 
be outlined including an explanation of the benefit to the project. In addition, please indicate 
what the agency’s mileage reimbursement rate is. If  the agency’s rate exceeds the state’s 
maximum reimbursement rate, please acknowledge that the agency will not pay in excess of 
Ohio’s Office of Budget and Management (OBM) stated rate. For more information on the 
OBM travel rules, please go to https://obm.ohio.gov/areas-of-interest/agency-overview/obm-
travel-rule/obm-travel-rule. The Director of OBM evaluates the maximum mileage 
reimbursement rate on a quarterly basis and publishes a memorandum that can be found at 
https://obm.ohio.gov/areas-of-interest/obm-shared-services/travel-and-expense-
reimbursements/travel-and-expense. 

 
f. Equipment: Equipment is defined as an item of tangible property having a useful life of one 

year or more, costing $5,000 or more for a single item, and is purchased in whole or in part 
with WSIC grant funds. (Refer to Chapter 2 B2.6) For example, three racks that cost $1,075 
each would be considered an “Other Direct Cost”, but a single rack that costs $5,050 would 
need to be listed as equipment. 

 
List equipment costs and provide justification for the need of the equipment to carry out the 
project goals. Extensive justification and a detailed status of current equipment must be 
provided when requesting funds for the purchase of computer and furniture items that meet 
the def inition of equipment in section Chapter 2 B2.6. If more than one project will be using 
the equipment, the application must have an allocation plan that will be utilized with an 
accurate and detailed explanation on how the allocation plan was derived. (The Application 
itemized project budget justification should include any equations used to form the allocation 
and an explanation of the details of the equation). Maintenance or rental fees for equipment 
should be shown in the Other Direct Costs category. 

 
g. Contracts: Written agreement with a person(s) or organization(s) who is not an employee of 

the recipient agency to perform services or provide goods for the WSIC grant. For each 
contract, the recipient must obtain BWC prior approval. No employee or board member of the 
recipient agency is eligible to participate as a contractor within the BWC project. (Refer to 
Chapter 2 B2.7). Approval by BWC to utilize funds and initiate project activities through the 

https://obm.ohio.gov/areas-of-interest/agency-overview/obm-travel-rule/obm-travel-rule
https://obm.ohio.gov/areas-of-interest/agency-overview/obm-travel-rule/obm-travel-rule
https://obm.ohio.gov/areas-of-interest/obm-shared-services/travel-and-expense-reimbursements/travel-and-expense
https://obm.ohio.gov/areas-of-interest/obm-shared-services/travel-and-expense-reimbursements/travel-and-expense
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services of a contractor requires the submission of the following information for each contract 
to WSIC: 

• Name of Contractor: Identify the name of the proposed contractor and indicate 
whether the contract is with an institution or organization. 

•  Method of Selection: State whether the contract is sole source or competitive bid. If 
an organization is the sole source for the contract, include an explanation as to why 
this institution is the only one able to perform contract services. 

• Period of Performance: Specify the beginning and ending dates of the contract. 
• Scope of Work: Describe the specific services/tasks to be performed by the 

contractor and relate them to the accomplishment of project objectives. Deliverables 
should be clearly defined. 

• Method of Accountability: Describe how the progress and performance of the 
contactor will be monitored during and on close of the contract period. Identify who 
will be responsible for supervising the contract. 

• Itemized Budget and Justification: Provide and itemized budget with appropriate 
justif ication. If  applicable, include any indirect cost paid under the contract and the 
indirect cost rate used. 
 

A copy of all fully executed contracts obtained by the recipient on behalf of the project must be 
provided on file to BWC within 10 business days of execution. BWC is granting recipients a forty-
f ive (45) calendar day grace period at the start of the grant to obtain signatures from all 
contracting parties. 

 
h. Other Direct Costs: Costs that can be specifically identified with a particular project (Refer to 

Chapter 2 B2.8). Direct costs must be listed separately with estimated or actual costs. If  more 
than one project will be using the listed item, the application must provide how the allocations 
will be utilized with an accurate and detailed explanation on how the allocation was derived. 
(The application should include any equations used to form the allocation and an explanation 
of  the details of the equation in the Project Budget, justification section). If appropriate, 
general office supplies may be shown by an estimated amount per month times the number 
of  months in the budget category. 

 
i. Indirect Direct Costs: Costs that apply to costs originating in the recipient agency for 

providing goods, equipment, and services necessary to support the project (Refer to Chapter 
2 B2.9).  
 

j. Base Funded with Non-budgeted deliverables:  Each line item in the project budget must 
be linked 100% to the applicable deliverable objective(s) or 100% project administration as 
appropriate. A percentage of the award has been assigned to each deliverable in the 
Application. The total percentage/value of all deliverables will equal the amount of base 
funding budgeted in OIA on the Budget Justification. If  any deliverable is not successfully 
met, the value of the deliverable will be subtracted from the budgeted categories. If a 
deliverable is resubmitted and approved, the recipient may add the expense to the final 
expenditure report. The expenses should be added back to the category (line item) in which 
the original reduction took place. 

 
• Budget Line-Item Associations: The Project Budget Template attachment in the 

Application requires all budget line items to be associated to a deliverable(s) or 
project administration. The following definitions and instructions describe how to 
report budget line items, including the proportion of every line item that goes to 
support deliverable completion and administrative costs in the Project Budget. The 
process for reporting each budgeted item is described below and is based on which 
of  the following categories under which it falls. 

o Personnel whose roles and responsibilities are administrative in nature; 
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o Personnel whose roles and responsibilities are project implementation (not 
administrative) in nature; and 

o Other object class line items (e.g., travel, equipment, contracts, and other 
direct costs.) 

• Administrative personnel are those who spend 100% of their time on activities not 
directly tied to a specific project function, including those who: 

o Plan, direct, and coordinate project operations at the highest level (e.g., 
Agency directors, grant managers, etc.); 

o Provide day-to-day staff assistance or clerical duties in support of the 
individuals described above.  

 
When entering administrative personnel line items in the project budget, after name and 
job title are filled in, applicants must enter 100% in the “Program Administration”. After 
this is done, the respective administrative personnel should not enter an association with 
any deliverable. 

 
• Project personnel are those whose roles and responsibilities are directly tied to a 

specific function or activity necessary to meet the project requirements. Include such 
personnel as those who do the following:  

o Plan, implement, and maintain project activities; and 
o Manage the project. 

 
When entering this type of line items in the project budget, after name and job title are 
f illed in, applicants must enter the percentage of time the position(s) devotes to 
implementing the Project Plan activities that contribute to deliverable completion. The 
total deliverable distribution across any line item must equal 100%. 

 
There could be administrative costs associated with other budget category line items. 
The total distribution across the project deliverables and administration must equal 100%. 

 
Note: BWC grants are reimbursed after the expenditures are made and therefore all grant funds 
must be spent or obligated during the grant budget period stated on the WSIC Grant Agreement. 

 
4. Attachments – are indicated in the Application. These are necessary documents for the 

completion of a project application. 
 

5. Supplier Information: Potential applicants and current recipients are required to maintain their 
current supplier information in the State of Ohio Supplier Portal. This information includes, but is 
not limited to, Electronic Funds Transfer (EFT), W-9, and current address. This information is 
maintained on the following website: http://supplier.ohio.gov/. 
 

6. Liability Coverage - Documentation validating current liability coverage. Nonprofit organizations 
are required to submit proof of liability coverage with the NOIAF. If an agency cannot document 
proof of insurance, BWC will suspend payments until proof of insurance in provided.  
 

7.  Nonprofit Organization Status - Documentation validating nonprofit status. Nonprofit 
organizations are required to submit proof of nonprofit IRS letter approving tax-exempt status) 
with the NOIAF. If  an agency cannot document proof it is a nonprofit organization, BWC will 
suspend payments until proof of nonprofit status in provided.  
 

 
C1.3 Grant Funding Type 
The grant model is 100% base funding with a non-budgeted deliverable schedule for reimbursement. This 
base-funded model requires budgeting all projected costs by line item (i.e., personnel [by staff paid on the 

http://supplier.ohio.gov/
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subgrant], travel, other costs [supplies, etc.], equipment [with a unit cost of $5,000 or more], and 
contracts. This ties 100% of the funding to actual costs.  
 
Deliverables: 

1. Deliverable requirements, which include a description and value of each deliverable, are outlined 
in the deliverable section of the Application. 

2. The deliverables referenced in the Application (i.e., Deliverable 1-Objective 1.1, Deliverable 2-
Objective 2.1, etc.) must be linked to the applicable line item(s) in the project budget in project 
budget categories personnel, travel, equipment, contracts, and other direct costs.  

3. Unless otherwise indicated, the applicant’s budget must reflect the deliverable percentage/value 
referenced in the deliverables section of the application. 

 
C1.4 Application Review Criteria 
Once the Application submission deadline has passed, BWC determines which applicants will be 
approved or disapproved for funding and reserves the right to reject any or all applications. BWC’s 
decision is final and there is no process to appeal after the decision has been made. 
 
All applications that were received up to the deadline will be evaluated to determine whether they meet 
the eligibility criteria specified in the WSIC application.  
 
Applications that meet the eligibility criteria will be scored by a group of reviewers. The scoring team 
consist of BWC subject matter experts and WSIC staff as well as researchers from National Institute of 
Occupational Safety and Health (NIOSH). Reviewers perform independent evaluations of each 
application using the review criteria and scoring system described below. In addition to assigning the 
scores, the reviewers are also asked to provide comments regarding strengths and weaknesses of the 
application, both overall and directly related to each scoring criterion. Each application is scored by three 
or more reviewers.  
 
All application reviews will be based upon the quality, clarity, and completeness of the application. Only 
the review criteria described below will be considered in the review process. Reviewers are instructed to 
score the application based on the following criteria, weighing the criteria as they deem appropriate for 
each application.  

• Performance Site(s), Resources, and Facilities 
• Project Officers and Key Personnel 
• Significance 
• Impact on Workers 
• Innovation 
• Approach 

 
 
The reviewers use the scoring definitions in the table below (adapted from the National Institutes of 
Health [NIH]). 
 

Overall 
Merit Score Descriptor Additional Guidance on Strengths/Weaknesses 

High 
9 Exceptional Exceptionally strong with essentially no weaknesses 
8 Outstanding Extremely strong with negligible weaknesses 
7 Excellent Very strong with only some minor weaknesses 

Medium 
6 Very good Strong but with numerous minor weaknesses 
5 Good Strong but with at least one moderate weakness 
4 Satisfactory Some strengths but also moderate weaknesses 

Low 
3 Fair Some strengths but with at least one major weakness 
2 Marginal A few strengths and a few major weaknesses 
1 Poor Very few strengths and numerous major weaknesses 
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Minor weakness: An easily addressable weakness that does not substantially lessen the overall merit 
of  the work. 
Moderate weakness: A weakness that lessens the overall merit of the work 
Major weakness: A weakness that severely limits the overall merit of the work  

 
Additional Review Consideration Not Influencing the Score: The reviewers will assess the 
reasonableness of the proposed budget to the proposed work. The scientific/technical merit score should 
not be affected by the evaluation of the budget.  
 
Application Review: The Division of Safety and Hygiene (DSH) technical advisors and NIOSH provide 
subject matter experts to score applicant project plans. WSIC will complete the application assessment 
review form. 
 
Af ter WSIC staff review the applications and complete the application assessment form, a compilation of 
the strengths and weaknesses reviewers identified in the application are documented on the form. The 
WISC Chief  provides funding level recommendations to the BWC Administrator for the WSIC Grant 
Agreement. 
 
Notification: All applicants will receive a copy of the completed review assessment form from WSIC 
indicating whether a project will be funded, not funded, or if BWC needs additional information before 
making a funding determination. If additional information is required, it will be included as a special 
condition on the assessment form.  
 

Chapter 2 - Managing the WSIC Grant 
 
Section A - Notice of Terms and Conditions 
 
A2.0 Overview  
 
The terms and conditions of an award include general administrative and public policy requirements that 
apply to all recipients. The recipient is accountable for the performance of the project, ensuring 
appropriate expenditure of funds under the award by all parties and all other obligations incurred by the 
project. The project requirements that apply to the recipient also apply to their contractors unless an 
exception is specified in the application. 
 
Failure to meet the terms and conditions of an award at any time during the grant period nullifies 
the WSIC Grant Agreement between BWC and the recipient; the recipient will be required to return 
issued grant funds in part or in full. 
 
A2.1 Notice of Award 
Once an application is approved for funding, the next steps involve executing the WSIC Grant 
Agreement. The signed WSIC Grant Agreement is BWC’s official notification to the recipient of the grant 
award.  
 
A2.2 Grant Agreement 
The WSIC Grant Agreement, including the WSIC Grant Application, the WSIC GAPP Manual, any 
addenda, and the recipient’s OIA application, constitutes the contractual understanding between 
BWC and its recipients. BWC will create a draft of the contract and send it to the recipient for 
review/acceptance. The contract will include major elements such as a task description, the amount of 
remuneration and method of payment, the time of performance, and required deliverables. The contract 
will also include legal terms and conditions on topics such as travel and expenses, confidentiality, 
workers’ compensation, etc. A WSIC Grant Agreement Template is an attachment in the application. 
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To initiate the contract process, after the recipient is notified that their application is approved for funding, 
WSIC will coordinate with BWC’s Finance and Legal Divisions to begin the contract drafting process. 
WSIC is responsible for ensuring that the contract is completed before any applicable deadlines. The 
Finance Division must approve the creation of the contract because it involves the expenditure of BWC 
funds. The Legal Division will work with the recipient to draft a contract with mutually acceptable terms 
between BWC and the recipient. The recipient should provide BWC with an appropriate contact person to 
work with the BWC Legal Division on the contract. The BWC Legal Division will send the contract draft to 
the recipient’s contractual contact person and will work with this contact directly to make any necessary 
revisions to the contract before it is signed. 
 
The signed WSIC Grant Agreement is the legally binding document between BWC and the recipient. It 
contains or incorporates by reference all terms of the grant and documents the distribution commitment of 
state funds. Other communications regarding the awarding of funds or the authorization of 
expenditures of center funds (i.e., verbal communication, e-mails, or letters) are unofficial and 
therefore do not obligate BWC. 
 
A2.3 Special Conditions 
Special Conditions relate to BWC enforcement of terms and conditions of the grant award. A special 
condition may include WSIC, fiscal, and/or compliance provisions (e.g., corrections of project plan 
def iciencies, budget revisions, budget justifications, report of total expenditures, submission or corrections 
to the Internal Control Questionnaire (ICQ), or a desk review. 
 
If  Special Conditions are issued by BWC, the recipient must respond to all notices of Special Conditions 
within 15 business days of issuance. If a recipient does not respond to the Special Conditions within 
15 days, future payments may be delayed. 
 
Section B - Cost Considerations & Requirements 
Cost principles dictate that recipients employ sound management practices when administering WSIC 
grants. Recipients must conduct project-related activities in a manner consistent with underlying 
agreements, project objectives, and the terms and conditions of the grant. 
 
Budgeted estimates or other distribution percentages determined prior to the performance of services, or 
the delivery of goods, do not qualify as proper support for charges to WSIC awards. Only documented 
actual charges should be charged to the award for goods and services. 
 
B2.1 Allowable Costs 
Allowable costs are those costs identified by the state granting authority and the expenses in budgeted 
categories and line items that have been approved by BWC and specified in the application. The 
authorized budget categories for WSIC grants are Personnel, Travel, Equipment, Contracts, Other Direct 
Costs, and Indirect Costs.  
 
Allowable costs include all recipient expenditures, whether paid by grant funds or applicant funds. 
 
The WSIC Grant Agreement, which constitutes approval of the original project budget or a subsequently 
approved budget revision, is used to approve line-item expenditures as allowable costs. 
 
To be allowable under WSIC, recipient project costs must be budgeted and must meet the following 
general criteria: 
 

a. Be necessary and reasonable for proper and efficient performance and administration of the 
project; be allocable to the project under the proper cost principle, and not be a general expense 
required to carry out overall agency responsibilities. 

b. Be authorized or not prohibited under State or local laws or regulations. 
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c. Conform to WSIC grant administration policies, procedures, and guidelines and any limitations or 
exclusions set forth in State laws, terms and conditions of the award, or other governing 
regulation/limitations on types or amount of cost items. 

d. Be consistent with policies, regulations, and procedures that apply uniformly to State awards and 
other activities of the recipient agency. 

e. Be accorded consistent treatment through the application of generally accepted accounting 
principles appropriate to the circumstances. 

f. Be supported by adequate documentation. 
g. Not be allocable to or included as a cost or used to meet cost sharing or matching requirements 

of  any other state or federally funded program in either the current or a prior period.  
h. Are net of  applicable credits (refers to those receipts or reductions of expenditure-type 

transactions that offset or reduce expense items allocable to State awards as direct costs). This 
may include vendor rebates, discounts, or refunds granted to project expenditures. 

 
A cost is reasonable if, in its nature and amount, it does not exceed that which would be incurred by a 
prudent person under the circumstances prevailing at the time the decision was made to incur the cost. In 
determining reasonableness of a given cost, consideration shall be given to: 

a. Whether the cost is of a type generally recognized as ordinary and necessary for the operation of 
the agency or the performance of the award. 

b. The restraints or requirements imposed by such factors as sound business practices; arm’s 
length bargaining; State and other laws and regulations; and terms and conditions of the award. 

c. Market price for comparable goods or services. 
d. Whether the individuals concerned acted with prudence in the circumstances considering their 

responsibilities to the agency, its employees, the public, State Government. 
e. Significant deviations from the established practices of the agency which may unjustifiably 

increase the cost of the project. 
 
Note: If a line item is deemed noncompliant with rules and regulations, that cost will be 
disallowed. 
 
Items normally considered allowable costs include, but are not limited to, costs pertaining to accounting, 
advertising for human subject recruitment, soliciting procurement bids, books, periodicals, 
communications, contracts for goods and services, equipment, employee salaries and fringe benefits, 
employee travel and per diem, exhibits, educational or training materials, maintenance, medical and office 
supplies, and printing of items that benefit the project. Please refer to the Other Direct Costs definitions to 
determine where items should be budgeted. 
 
Note: Refer to the Application to determine whether incentives and enablers are allowed and the 
authorized amount. 
 
Even if  a cost principle allows an expense, BWC reserves the right to be more restrictive and disallow the 
cost for simplicity or to reduce the burden of monitoring certain expenses. 
 
B2.2 Unallowable Costs 
Grant costs cannot be considered allowable by BWC unless they meet the appropriate OMB cost 
principles and have been approved either in the initial application budget or in a subsequent approved 
budget revision. 
 
Funds must be used solely for the purpose as specified in the grant announcement or the application. 
However, costs that were previously approved on a budget, but have been found to be unallowable 
through a site monitoring visit or an audit will be disallowed. The use of funds for prohibited purposes will 
result in the loss of grant funds and may require the recipient to return funds to BWC. 
 
Grant funds may not be used for the following: 

a. To advance political or religious points of view or for lobbying  
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b. Fundraising and investment management costs 
c. To disseminate factually incorrect or deceitful information  
d. Consulting fees for salaried WSIC personnel to perform activities related to grant objectives 
e. Advertisement other than for human subject recruitment  
f. Bad debts of any kind  
g. Contributions to a contingency fund  
h. Entertainment  
i. Alcoholic beverages 
j. Fines and penalties  
k. Legal fees incurred in defense of any civil or criminal fraud proceeding 
l. Membership fees -- unless related to the grant and approved by BWC  
m. Loans or mortgage payments 
n. Contributions made by WSIC personnel  
o. Costs to rent equipment or space owned by the funded agency  
p. The purchase or improvement of land; the purchase, construction, or permanent improvement of 

any building  
q. Lodging, travel, and meals over the current state rates. (See Ohio Shared Services Website for 

hotel rates and Meals Per Diem at: https://obm.ohio.gov/areas-of-interest/agency-overview/obm-
travel-rule) 

r. All costs related to out-of-state travel, unless prior approval from BWC is obtained 
s. Training longer than one week in duration, unless prior approval from BWC is obtained 
t. Tuition 
u. Course Buyouts 
v. Contracts, for compensation, with BWC board members or other BWC staff/fiduciaries. 
w. Goods or services for personal use regardless of if reported as taxable income to employee 
x. Payments to any person for influencing or attempting to influence members of the Ohio General 

Assembly in connection with awarding of grants 
y. Grant-related equipment costs greater than $5,000 unless justified and approved by BWC 
z. Promotional items (includes items with slogans, logos, agency name/address, messaging)  
aa. Of f ice furniture 

 
B2.3 Applicable Credits 
Applicable credits refer to those receipts or reduction of expenditure-type transactions that offset or 
reduce expense items allocable to WSIC awards. This may include purchase discounts, rebates or 
allowances, recoveries or indemnities on losses, insurance refunds or rebates, and adjustments of 
overpayments or erroneous charges. 
 
An agency receiving applicable credits that apply to allowable expenditures shall be credited to the  
WSIC award either as a cost reduction or as a cash refund, as appropriate. 
 
B2.4 Personnel Costs 
Project funds may be used to compensate employees for the time and effort devoted specifically to the 
execution of the WSIC grant. Employees are individuals that are entered into the recipient employment 
system, receive fringe benefits (i.e., unemployment and workers’ compensation), are eligible to participate 
in the recipient’s retirement program, and are subject to recipient personnel policies. Individuals who do 
not meet these criteria are not considered employees but are considered contractual personnel. 
 
Compensation of employees includes all remuneration, paid currently or accrued, for services rendered 
during the period of performance under the grant agreement. Remuneration includes but is not limited to 
wages, salaries, fringe benefits, overtime, and bonus payments if the compensation is reasonable for the 
services being rendered.  
 

https://obm.ohio.gov/areas-of-interest/agency-overview/obm-travel-rule
https://obm.ohio.gov/areas-of-interest/agency-overview/obm-travel-rule
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1. Overtime and bonuses are chargeable to WSIC grant awards as long the following criteria 
af fecting allowability are satisfied: 

a. Be necessary and reasonable for the performance of the WSIC award. 
b. Conform to any limitations or exclusions set forth in these principles as to types or 

amount of cost items. 
c. Be consistent with policies and procedures that apply uniformly to both state-financed 

and other activities of the non-State entity. 
d. Be accorded consistent treatment. Costs assigned to a state award as direct costs should 

not again be allocated and charged to the grant as an administrative (indirect cost) for the 
same purpose or work in which the costs were already incurred and reimbursed.  

2. Even though the costs of overtime/bonuses are chargeable to the WSIC grants, they are only 
allowable to the extent that the costs comply with the following guidelines. 

a. Comply with existing limitations based on the agency’s personnel policies, grant 
agreements, union contracts, etc. 

b. The total time compensated/reported does not exceed the percentage of time devoted to 
the funded project unless properly authorized. 

c. Overtime and bonuses must be allocated and charged to the grant based on the 
employee’s approved budget percentage(s). 

d. Overtime salaries and wages for general clerical assistance and administrative staff are 
normally not allowable because these costs should be included in indirect costs. 

e. Overtime and bonuses should be disclosed in the grant application.  
f. Overtime pay and bonus policies should include a methodology for determination of 

bonuses including amount, period basis, calculation of premium rate vs regular rate, etc. 
g. Overtime is properly authorized, and the time is sufficiently documented clearly indicating 

the work that is being performed and why overtime is necessary. 
h. Overtime payments and bonuses require the use of a special account code to identify 

and track overtime pay and bonuses. 
i. Bonuses are limited to 3% of an employee’s gross wages (not including fringes) or 

$1,500, whichever is less.  
j. The WSIC Chief  must approve all bonuses. 

Compensation must follow Ohio Department of Administrative Services (DAS) regulations or other 
requirements, where applicable. WSIC requires recipients to maintain Time and Effort reporting to 
verify time worked for all employees who are charged less than 100% to a specific funding source. 
See the Time and Effort Template (Appendix 1) for a sample of an appropriate time and effort 
report. Staff charged at 100% must complete bi-annual certifications. The certifications must 
include a statement certifying the employee worked 100% on a specific funding source, and be 
signed by the employee and employee’s supervisor. 

Compensation will be considered reasonable if it is consistent with compensation paid for similar work in 
other activities of the recipient agency. Compensation surveys that provide data on compensation for 
similar jobs can be used to demonstrate reasonableness. 
 
Compensation of employees includes employee fringe benefits. Fringe benefits includes compensation 
paid to employees for authorized absences from the job, such as annual leave, sick leave, court leave, 
and military leave, if they are provided in accordance with an approved leave system. The cost of fringe 
benef its must be equitably allocated to all related employee activities including project activities and the 
accounting basis for costing each type of leave (i.e., cash or accrual) must be consistently followed by the 
agency. 
 
Employee fringe benefits may also be in the form of employer’s contribution for items such as social 
security, employee life insurance and health insurance plans, unemployment insurance coverage, 
workers compensation insurance, pension plans, and severance pay provided such benefits are granted 
under approved plans and are distributed equitably to project and non-project activities. Actual claims 
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paid to or on behalf of employees for workers’ compensation, unemployment compensation, severance 
pay, and similar employee benefits are allowable in the year of payment. 
 
Grant funds must be expended in the grant period for which they are intended. Therefore, current funds 
cannot be used for past years’ expenses. It is the agency’s responsibility to budget for employee leave 
and other benefits earned during the grant period. During the grant period earned, if all leave and other 
benef its are not used, then the dollar value of the leave balance and other benefits earned during that 
grant period are allowable costs and should be maintained in an account designated by the agency. In 
accordance with the agency’s policies and procedures, this account would be used to cover the costs for 
accrued leave and other benefits earned during previous grant periods when a long-time staff person 
retires or leaves the agency. 
 
BWC reserves the right to disapprove the use of WSIC funds for any specific employee fringe benefit 
item included in the budget request if, in BWC’s opinion, the item is inconsistent with allowable cost 
requirements. 
 
Charges to awards for personnel will be based on documented payrolls approved by designated official(s) 
of  the applicant organization. Detailed time and effort reports reflecting the distribution of activity of each 
employee must be maintained for all staff members whose compensation is charged directly to a project 
in order to support the allocation of costs. Such documentary support will be required where employees 
work on: 
 

1. More than one BWC award. 
2. An indirect cost activity and a direct cost activity. 

 
Reports maintained by any approved agency must meet the following standards: 
 

1. The reports must ref lect an after-the-fact determination of the actual activity of each employee. 
2. Each report must account for the total activity for which employees are compensated and which is 

required in fulfillment of their obligations to the organization. 
3. The reports must be signed by the individual employee, or by a responsible supervisory official 

having f irst-hand knowledge of the activities performed by the employee, to verify that the 
distribution of activity noted on the report represents a reasonable estimate of the actual work 
performed by the employee during the periods covered by the reports. 

4. The reports must be prepared at least monthly and must coincide with one or more pay periods. 
 
 
B2.5 Travel 
OBM Travel Rule 126-1-02 (A)(5) states “’Reimbursable travel expenses’ means those expenses which 
are actually incurred as a necessary part of approved travel [in addition to] lodging, meals, per diem, and 
mileage,” and includes (must comply with OBM Travel Policy rates): 
 

1. Miscellaneous transportation expenses including parking charges, road tolls, and other 
reasonably incurred transportation expenses directly related to authorized travel provided such 
expenses be listed separately on a travel expense report. Receipts are required for all 
miscellaneous living and business expenses exceeding ten ($10) dollars. 

2. Commercial transportation expenses paid by the recipient agent including taxi cabs, rental cars, 
airlines, ferries, subways, buses, trains, and other commercial transportation providers. Receipts 
shall be required for each individual riding in a commercial vehicle if the total trip costs over ten 
($10) dollars.  

3. Registration fees paid by the recipient agent, which includes conferences, seminars, meetings, 
and other professional events. Receipts are required for all registration fees paid. 

4. Telephone, facsimile, internet, and other similar charges for official state business. A receipt shall 
be required for any single charge over ten ($10) dollars. The recipient shall first use any free 
internet services offered prior to incurring internet expenses. 
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5. Lodging, meals, and transportation, which are actually incurred as a necessary part of approved 
travel and must comply with OMB Travel Policy rates. 

6. Miscellaneous living and business expenses for laundry, dry cleaning, personal telephone calls, 
postage and other expenses if the recipient is in overnight lodging for more than one week 
including a weekend. Receipts are required for all miscellaneous living and business expenses 
exceeding ten ($10) dollars. 

 
Non-reimbursable travel expenses include, but are not limited to, the following: 

a. Alcoholic beverages 
b. Entertainment expenses 
c. Personal expenses incurred during travel that are primarily for the benefit of the traveler and not 

directly related to the official purpose of the grant. Examples include, but are not limited to, the 
purchase of personal hygiene items, magazines or books, movie rentals and other miscellaneous 
items 

d. Political expenses 
e. Travel insurance expenses 
f. The cost of traffic fines and parking tickets 
g. Travel expenses incurred by any volunteer serving without compensation but listed on the budget 

application 
 
Contractual employees are not considered recipient agency employees under these rules. Personnel 
Other Direct Costs, Equipment, and Services for contractual employees must be included in the 
contractual agreement. Contractor travel should be budgeted and reported by classification (e.g., U.S. 
travel, out of country, patient) under the Contract category. Priority is given to travel that most 
directly benefits the project goals. Details describing the activity of each trip for recipient and 
contractual employees should be provided in the budget justification. 
 
The recipient should ensure that unspent, unobligated funds are available for travel in the approved 
project budget. In the event there is insufficient funding available in the approved budget for such travel, a 
budget revision may be needed. 
 
The recipient is obligated to minimize travel costs. The difference in costs between first-class air 
accommodations and economy-class air accommodations is unallowable except when economy class air 
accommodations are not available. To obtain further clarification please refer to OBM Travel Rule 126-1-
02, the OBM Travel Policy, and BWC updates, as issued. 
 
B2.6 Equipment Costs 
All equipment purchases must be completed in the first two quarters of the grant period. Additionally, the 
recipient must include the project number in the subject line of their email when requesting an equipment 
purchase waiver. 
 
If  a recipient finds that they must purchase equipment outside of the first two quarters, they must request 
in writing to WSIC detailing why the equipment was not purchased within the prescribed time. The 
purchase of equipment outside of the prescribed time will require a waiver approved by the WSIC Chief.  
 
Equipment is defined as any single item of tangible property having a useful life of one year or more, 
costing $5,000 or more, and which is purchased in whole or in part with project funds. Equipment 
includes, but is not limited to, machinery and tools. Software costs in excess of $5,000 is considered 
equipment. 
 
Project funds may be approved to purchase equipment necessary to the project’s operation. Project funds 
will not be approved to compensate a recipient agency in spreading costs over multiple periods on 
equipment, buildings, or capital improvements.  
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Ownership of property purchased in whole or in part with project funds rests with BWC. All recipients shall 
provide, at a minimum, insurance coverage for property and equipment acquired with State funds 
equivalent to coverage provided to property owned by the recipient. 
 
BWC shall have the right to transfer or require the transfer of project property to an eligible recipient 
agency or to itself. BWC will generally only require the return of equipment when project activities are 
discontinued by the recipient, or the project is discontinued or granted to another agency. Otherwise, 
upon notification, BWC will instruct the recipient to dispose of obsolete or unusable equipment per the 
recipient’s policies and procedures. 
 
Usage records are required for equipment that is not used exclusively by the project as supportive 
documentation for the amount charged to WSIC. BWC recipients must maintain adequate detailed 
accounting records. The percentage of equipment costs charged to the recipient’s project budget shall not 
exceed the percentage of equipment usage for project activities per the agency’s allocation plan. For 
example, if an item is used by the project twenty-five percent (25%) of the time and by non-project 
activities seventy-five percent (75%) of the time, then WSIC shall not be charged more than twenty-five 
percent (25%) of the cost of the equipment.  
 
All equipment purchased by WSIC grant funds must be tagged or otherwise marked as the property of 
BWC and reported on the inventory listing of the recipient Final Expense Report. The recipient acquires, 
maintains, inventories, and disposes of equipment with BWC approval. The equipment inventory listing, 
which must be provided annually, must give a cumulative record of equipment purchased in whole, or in 
part, with WSIC funds for all of the grant periods (years) of the project. See Equipment Inventory Report 
(Appendix 3). WSIC may require the recipient to provide an equipment inventory during the course of the 
grant period and prior to submission of the Final Expense Report. Recipients must report any equipment 
stolen, damaged, or otherwise inoperative to WSIC within five (5) days of the event.  
 
The agency must notify the WSIC in writing when equipment is no longer needed for the purpose for 
which it was purchased, either during the period of grant support or after.  
 
The sale, transfer, or disposal of such equipment is not permissible without prior written approval from 
BWC. All notifications regarding a change in the status of equipment must be in writing and submitted at 
least thirty (30) calendar days prior to the requested date of the transfer, sale, or disposal. The notification 
must include the intended purpose of the equipment and whether its retention is desired.  
 
Recipients must retain records for equipment acquired under a grant for three years from the date of final 
payment to the recipient under the grant agreement. 
 

1. Sale of Equipment - When project equipment is sold, the WSIC share of the selling price shall 
be proportionate to that part of the purchase price that was paid by project funds. If the project for 
which the equipment was acquired is still receiving grant support at the time of sale, the recipient, 
with approval from BWC, may re-budget and use the revenue for project expenses. If  the grant 
has been discontinued and if the recipient does not request to use the revenue or if such request 
is disapproved; the recipient is to remit to BWC, within sixty (60) calendar days of the date of 
sale, the WSIC share of the selling price less ten percent (10%) for handling and selling 
expenses.  
 

2. Disposal - The agency must use its established equipment management system (e.g., purchase, 
depreciation (see Equipment Depreciation Log - Appendix 5), inventory and disposal, policy, 
and procedure for the disposal of property (i.e., equipment, inventory, and supplies). 

 
The purchase of real property (i.e., land, building, or improvements) with project funds is disallowed.  
 
Unless notified otherwise by BWC, the recipient may continue to use equipment for the purpose for 
which it was purchased after conclusion of the project period. However, maintenance and operating costs 
of  such equipment will be the responsibility of the recipient.  
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The recipient must maintain procedures for managing equipment, including replacing equipment until 
the transfer, replacement, or disposition of the equipment occurs, even if the grant has period has 
concluded. 
 
The equipment management system must meet the following minimum requirements: 

1. An accurate property record-keeping system shall be maintained for equipment costing $5,000 or 
more. These records are subject to the conditions regarding retention, maintenance, and 
accessory. For each item of equipment, the records shall include: 

a. A description of the equipment, including manufacturer’s model number, if any 
b. An identification number, such as the manufacturer’s serial number 
c. Asset tag number 
d. Identif ication of the grant under which the equipment was acquired 
e. The information needed to calculate the project share of the equipment 
f. Acquisition date and unit acquisition cost 
g. Location, use, and condition of the equipment and the dates of physical inventory 
h. All pertinent information on the ultimate transfer, replacement, or disposition of the 

equipment 
2. Equipment must be tagged with an asset tag number and marked as property of the appropriate 

funding project. 
3. A physical inventory shall be taken, and the results reconciled with the property records at least 

once every two years to verify the existence, current value, utilization and continued need for 
the equipment unless an annual inventory is specified in the WSIC application. 

4. A control system shall be in effect to ensure adequate safeguards to prevent loss, damage, or 
thef t of equipment. Any loss, damage, or theft of equipment shall be investigated, fully 
documented, and reported to the WSIC in writing. It is the recipient’s obligation to replace any 
lost, damaged, or stolen equipment. 

5. The recipient shall implement adequate maintenance procedures to keep the equipment in good 
condition. Any project equipment determined to be inoperative shall be reported to the WSIC in 
writing. 

 
Instructions for the recipient equipment disposal or sale, are found on the Equipment 
Disposal/Sale/Transfer Form (Appendix 4). 
 
The recipient will provide the following information on the equipment disposal, sale, and transfer form: 

a. Name of  the person completing the form or responsible party 
b. Email address 
c. Recipient agency name 
d. Recipient agency 
e. Address including the city and zip code 
f. WSIC grant number 
g. Asset tag number 
h. Description of item 
i. Date purchased 
j. Reason for action 

 
The form must be signed by the Project PI, Agency Fiscal Leader, or Agency Leader and include their 
phone numbers. The form must then be submitted to WSIC (with names listed on form).  
 
Personal Computer Configuration Standards - When BWC grant funds are used in part or in whole to 
purchase personal computer equipment, certain project standards may need to be met. If WSIC 
designates minimum configurations, the recipient must adhere to these standards. Maximum allowable 
costs, if designated in the budget or special conditions, must be followed.  
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B2.7 Contracts 
A Contract is defined as a written agreement with a person(s), or organization(s), that is not an employee 
of  the recipient agency to perform services or provide goods for the project. No employee or board 
member of the recipient agency is eligible to participate as a contractor within the BWC project. 
Obtaining goods and services for project support through contractual means may be an allowable cost for 
project funds. 
 
For each proposed contract, the applicant must obtain BWC prior approval. 
 
To obtain prior approval, the Contract category in the Project Budget must include a line item for each 
specific contract. The contact justification must include a brief description of the services to be performed 
under the contract and the amount budgeted for the contract. Three quotes or a sole source letter is 
required for each contract listed in the Project Budget. The quotes or sole source letter must be submitted 
with the application. In addition to the cost breakdown the quote must contain a detailed justification, 
scope of work, method of accountability, contract deliverables and the deliverable timeline. Vendors can 
only contract with eligible applicants for one project applying for WSIC funding and the contract amount 
must not exceed 25% of the total project amount being requested in the application. 
 
A copy of all fully executed contracts obtained by the recipient on behalf of the project must be provided 
on f ile to BWC within 10 business days of execution. BWC is granting recipients a forty-five (45) calendar 
day grace period at the start of the grant to obtain signatures from all contracting parties. 
 
Example for July 1 grant start date: 

 
Contract Start Date  Contract must be signed by 
July 1  August 14 
August 1  August 14 
September 1  September 1 
January 1  January 1 

 
 
Recipients shall not contract for extra compensation with its employees to provide services to the project 
without prior written authorization of BWC. Consideration will only be given in the following two 
situations: (1) a salaried faculty member of an educational institution when the consultation is across 
departmental lines or involves a separate or remote operation, and the work performed by the consultant 
is in addition to his regular departmental load; or (2) a recipient employee when the agency's policies 
permit such consulting fee payments to its own employees regardless of whether state grant funds are 
involved, when the work involved is clearly outside the scope of the employee's salaried duties. Any 
request to approve such a contract must address these issues. 
 
A personal service contract may include travel, per diem and any expenses necessary to fulfill the 
contract, provided that travel reimbursement must comply with OBM Travel Rule 126-1-02 and with OMB 
Travel Policy rates. All contracts entered into by the recipient with project funds shall contain sufficient 
provisions to define a sound and complete agreement. BWC recommends that a legal professional review 
all recipient contracts. Each contract must contain: 

a. Names, dates, and signatures of all parties 
b. Employer Identification Number, Tax ID, or Social Security Number 
c. Address 
d. Ef fective dates of the agreement 
e. Activities and services to be performed 
f. Maximum amount of remuneration/compensation to be paid by the contracting agency under the 

agreement, including hourly rate and other expenses for the consultants. 
g. Administrative remedy (i.e., release clause/cancellation) and appropriate remedial actions when 

contractors violate or breach contract terms, including the manner of termination, the number of 
days within which parties must provide written notice of such cancellation and the basis for the 
settlement. 
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All contracts shall contain a provision requiring compliance with Equal Employment Opportunity. 
 
B2.8 Other Direct Costs 
Other Direct Costs are allowable costs not included in the project budget categories of Personnel, 
Travel, Equipment, or Contracts. A direct cost is a cost that can be specifically identified with a particular 
f inal cost objective. Direct costs include, but are not limited to, supplies directly benefiting the project or 
activity. All costs must be identified in the budget category by individual line items. Direct costs to the 
project shall not exceed the percentage of project utilization. Usage records are required for costs that are 
not used exclusively by the recipient in order to support and document the amount charged to the project. 
Adequate accounting records must be maintained. 
 
Facility Costs include rent and lease costs for items such as office and meeting space used by the 
recipient but not owned by the agency, depreciation, interest on a mortgage debt, and use allowance. 
Rent and lease costs must be supported by a copy of the current rent or lease agreement which must be 
signed by both the lessor and lessee and properly dated. 
 
Supplies are all tangible property, other than equipment, that is purchased with grant funds. Supplies 
include expendable office, medical or general supply items with a unit cost of less than $1,000 that are 
used for the performance of the applicable award. Software costing less than $1,000 should be listed 
under the supply line in the Other Direct Cost category. 
 
Travel Stipends for non-recipient agency staff that are supporting the project (e.g., industry partners may 
attend specific meetings or workshops and pay their travel costs) are allowable. In this case, the line item 
should be titled “Travel Stipends for Industry Partners”. The recipient is to maintain a copy of their Travel 
Stipend Policy for their respective agency and make it available upon BWC request. The recipient agency 
is to maintain expenditure records of the stipends and report the total in one line item. The recipient 
agency records must provide the audit trail. Travel reimbursement must comply with OBM Travel Rule 
126-1-02 and with OMB Travel Policy rates. 
 
B2.9 Indirect Costs 
Indirect costs apply to costs originating in the recipient agency for providing goods, equipment, and 
services necessary to support the project. 
 

1. Indirect costs must comply with WSIC terms as delineated in the Application. WSIC may limit, 
allow, or disallow indirect costs. The BWC recipient’s budget must reflect the limitations defined in 
the Application. 

2. Recipients may base the budget solely upon direct costs or elect to charge a de minimis rate of 
10% of  modified total direct costs (MTDC) which may be used indefinitely. 

3. The WSIC Grant Agreement amount includes any indirect costs budgeted. Including 
indirect costs in your application budget does not result in an increase in the Award 
amount in the WSIC Grant Agreement. 

4. Modified Total Direct Costs (MTDC – 10% rate) Personnel Allowance: Administrative staff are not 
permitted to be direct billed to an BWC grant when using the MTDC indirect rate. Administrative 
staf f are staff who benefit the entire agency. Administrative staff includes but is not limited to: 

a. Director 
b. Assistant Director 
c. Finance Staff (unless charged 100% to a project) 
d. Legal Staff 
e. Clerical Staff (unless charged 100% to a project) 

 
Direct/project staff are permitted to be direct billed to a BWC grant. Up to 10% of the indirect rate can be 
applied to these staff’s salaries/wages and applicable fringe benefits. If  direct/project staff cannot be 
directly attributed to the WSIC grant, then they should not be direct billed to the grant. 
 



24 
 

B2.10 Programmatic Budgetary or Commitment Overlap 
Applicants must report if the application will result in programmatic, budgetary, or commitment overlap 
with another application or award. 

• Programmatic overlap occurs when (1) substantially the same project is proposed in more than 
one application or is submitted to two or more funding sources for review and funding 
consideration or (2) a specific objective and the project design for accomplishing the objective are 
the same or closely related in two or more applications or awards, regardless of the funding 
source. 

• Budgetary overlap occurs when duplicate or equivalent budgetary items (e.g., equipment, 
salaries) are requested in an application but already are provided by another source, or are 
requested in more than one application, or submitted to two or more funding sources for review 
and funding consideration. Commitment overlap occurs when an individual’s time commitment 
exceeds 100 percent, whether salary support is requested in the application. Overlap, whether 
programmatic, budgetary, or commitment of an individual’s effort greater than 100 percent, is not 
permitted. If there is any overlap it must be resolved by BWC with the applicant/PI prior to award. 

 
B2.11 Obligations 
Outstanding obligations can only be reported on the fourth quarterly expenditure report unless the project 
has an approved addendum to extend past 12 months. Outstanding obligations at the end of a fiscal year 
include accounts payable for authorized services and/or goods incurred during the funded fiscal year. 
This includes costs for employee services during the final pay period of a fiscal year or for equipment and 
supplies that have been ordered and delivered during the fiscal year and paid within the forty-five-day 
liquidation period following the completion of the grant period. 
 
The total amount of outstanding obligations listed on the fourth quarterly expenditure report is the 
maximum amount that can be listed as current expenditures upon submission of the Final Expense 
Report. Any additional amounts of current expenditures or any additional outstanding obligations will not 
be accepted or paid with WSIC funds. 
 
Recipients who do not list all their obligations on the fourth quarter report will be required to submit their 
general ledgers and invoices to support any additional costs listed on the final report that were not 
included in the obligations on the fourth quarter report. 
 
 
Section C - Standards for Financial Management Systems 
 
C2.0 Overview 
All recipients are required to establish and maintain accounting systems and financial records to account 
accurately for the project funds granted to them. These records shall include all funds from federal, state, 
local, and private organizations, when applicable. Recipients shall expend and account for grant funds in 
accordance with Ohio laws and with established accounting procedures. 
 
C2.1 Accounting System 
All accounting records must be maintained in accordance with generally accepted accounting principles 
as adopted by the American Institute of Certified Public Accountants (AICPA). Recipients are responsible 
for establishing and maintaining an adequate system of internal fiscal and management controls to 
provide full accountability for revenues, expenditures, assets, and liabilities. 
 
The primary objectives in accounting for recipient activities are to ensure that the record keeping system 
separately identifies the receipts, disbursements, assets, liabilities, and fund balances for each grant; and 
to provide a summary of financial information that will enable the preparation of periodic reports required 

https://us.aicpa.org/
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by the BWC. To ensure an acceptable and adequate accounting system, the recipient must do the 
following activities: 
 

1. The agency must be able to properly account for all revenue received from BWC and can tie the 
revenue back to each funded project. Agencies are not required to have separate accounts. If an 
agency does not have separate accounts, a unique identifier must be established to identify each 
funded project. For all base funding, the unique identifier must be used to identify revenue and 
disbursements. For deliverable funding, the unique identifier must be used to identify revenue. 

2. The agency must maintain effective internal control and accountability for all project funds, 
equipment, and other assets. The agency must establish written procedures which ensure 
internal control and require proper authorizations by designated officials for all actions to be 
taken. Effective internal control requires segregation of duties in that the work of 
employees is subdivided so that no single employee performs a complete cycle of 
operations. For example, an employee handling cash would not post accounts receivable 
records. Agencies must adequately safeguard equipment purchased with grant funds and ensure 
that such items are used solely for authorized purposes. 

3. All WSIC grant recipients are required to complete an Internal Control Questionnaire (ICQ) and 
submit it to BWC by August 15. 

4. If  appropriate or specifically required by the WSIC Chief, recipients shall relate financial 
information to performance or productivity data, including the production of unit cost information. 
If  unit cost data are required, estimates based on available documentation will be accepted 
whenever possible. 

5. Recipient accounting records shall be supported by source documentation such as canceled 
checks and warrants, paid invoices, payroll journals, personnel time and effort records, purchase 
orders, travel orders, mileage logs, motor vehicle usage and cost records, contracts, and 
vouchers. 

 
Full accountability requires complete documentation of expenditures including, but not limited to, signed 
descriptive time sheets indicating what work was performed and how it benefited the project. Invoices 
should include the vendor’s name, date, and amount of purchase, description of material or service 
provided, and signature of a person authorized to approve project expenditures. Descriptive receipts 
should be obtained for all purchases and services. All documentation must be compiled in an orderly 
manner so that a proper matching of expenses and revenues can be performed during BWC desk 
reviews, on-site visits and/or audits. 
 
C2.2 Procurement Standards 
Procurement is the purchase of merchandise or services at the optimum total cost in the correct amount 
and quality. These goods and services must be purchased at the correct time and location for the express 
gain or use of the project within the designated period. This process not only involves the purchasing of 
commodities but also quality and quantity checks. 
 
Recipients may use their own procurement policies when using project funds for the procurement of 
equipment, supplies, and services provided they are made in accordance with the standards in this 
section. 
 
The recipient is responsible for any contract entered into on behalf of the grant-supported project. 
Neither BWC nor the State Government assumes any liability arising from contracts, agreements, or 
obligations entered into by the recipient. 
 
When procuring for project activities, the recipient shall maintain a code or standard of conduct for its 
of ficers, employees, or agents that shall include provisions for disciplinary actions for its violation. 
 
Recipient officers, employees, or agents shall neither solicit nor accept gratuities, favors or anything of 
monetary value from BWC contractors or potential contractors. This is not intended to preclude legitimate 
institutional fundraising activities. 
 



26 
 

No employee, officer, or agent of a recipient shall participate in the selection, grant, or administration 
of  a contract subject to this section where any of the following has a f inancial interest in that contract: 
 

a. The employee, officer, or agent 
b. Any member of his or her immediate family 
c. His or her partner 
d. An organization in which any of the above individuals are an officer, director, or employee 
e. A person or organization with whom any of the above individuals is negotiating or has any 

arrangement concerning prospective employment 
 
The recipient should be alert to organizational conflicts of interests or noncompetitive practices among 
contractors that may restrict or eliminate competition or otherwise restrain trade. All procurement 
transactions shall be conducted in a manner that provides open and free competition to the maximum 
extent practicable. 
 
DAS establishes State Term Schedules (STS) with vendors for various supplies and services. Political 
subdivisions, state universities, vocational schools, community colleges, and other institutions, as defined 
in Section 125.04(B) of the ORC, may use a state term schedule contract. For those agencies that do not 
have authority to use the STS contracts but may have a similar practice available within the agency; the 
agency must thoroughly document such practice in an agency policy. 
 
Requests for proposals by the recipient shall clearly set forth all requirements that the bidder must fulfill in 
order for the bid to be evaluated. Bids and offers made by vendors for contracts in response to the 
recipient's request must be evaluated based on the lowest bid or offer that provides the most adequate 
quality of goods or services, which will ensure optimal utilization of grant funds per unit value. Factors 
such as discounts, transportation costs, and taxes should be considered in determining the lowest bid. 
Any bid may be rejected when it is in the project's interest to do so, and, in the case of governmental 
recipients, such rejections are in accordance with applicable rules, laws, or regulations. 
 
The recipient shall establish procurement procedures that provide for the following: 

1. Assurances that preclude unnecessary duplication of purchases and/or contracts. The recipient 
shall analyze alternatives to the procurement (such as leasing) to determine the most economical 
and practical procurement. This analysis should be documented. 

2. Solicitations for goods and services must be based on clear and accurate descriptions of the 
technical requirements for the material, product, or service to be procured. In competitive 
procurements, such descriptions shall not contain features which unduly restrict competition. 

3. Positive efforts shall be made by procuring parties to utilize small business and minority-owned 
business sources of supplies and services. 

4. The type of procuring instruments used (e.g., fixed-price contracts, cost reimbursable contracts, 
purchase orders, incentive contracts) shall be determined by the recipient but must be 
appropriate for the procurement and for promoting the best interest of the project. The "cost-plus-
a percentage-of cost" method of contracting shall not be used. 

5. Contracts shall be made only with responsible contractors who possess the potential ability to 
perform successfully under the terms and conditions of a proposed procurement. Consideration 
shall be given to such matters as contractor integrity, record of past performance, financial and 
technical resources, and accessibility to other necessary resources. 

6. Prior approval is needed from WSIC in consultation with the BWC Fiscal Operations when the 
aggregate expenditure is expected to be greater than or equal to $40,000, when a sole source 
contract is proposed, or when a non-governmental recipient proposes to grant a contract after 
seeking competition but only receiving one bid. 

7. Recipients should make some form of price or cost analysis in connection with every negotiated 
procurement action. Price analysis may include the comparison of submitted price quotations, 
market prices, and similar indices, along with discounts. Cost analysis is done to determine 
reasonableness, allocability, and allowability. 
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8. The recipient's records and files for purchases in excess of or equal to $40,000 shall include the 
basis for contractor selection; justification for lack of competition when competitive bids or offers 
are not obtained; and basis for grant cost or price. 

9. A system for contract administration shall be maintained to ensure contractor conformance with 
terms, conditions, and specifications of the contracts, and to ensure adequate and timely follow-
up of  all purchases. 

 
Recipients shall use formal advertising in making procurements whenever practicable or feasible.  
 
Competition shall be obtained to the maximum extent practicable whether procuring by advertising or 
negotiation. For all negotiated procurement in excess of $4,000, a recipient shall have in its procurement 
f iles and records written justification for the use of the negotiation in lieu of advertising. 
 
C2.3 Cash Management 
Grant funds must be accounted for and as such, must be managed in accordance with recipient 
procedures used in managing non-project funds. Grant funds must be used only for allowable costs. Any 
unspent balance must be returned to BWC within sixty (60) calendar days of the invoice date. It is the 
responsibility of the project PI to maintain communication with the recipient agency and WSIC to ensure 
that these conditions are met.  
 
C2.4 Cost Allocation Plan 
A cost is allocable to a grant project based on the benefits received by the project. Some costs may be 
shared by a grant project and non-project activities of the agency. When an allocation of joint costs will 
ultimately result in charges to grant supported projects, an allocation plan is required. This section 
provides policies for the allocation of joint costs to grant supported projects. 
 
Joint costs charged to any grant projects must be in accordance with an approved cost allocation plan. 
The cost allocation plan must interface with the agency’s accounting system and be supported by the 
agency’s formal accounting records to substantiate the propriety of the charges. The agency cost 
allocation plan must meet the following requirements: 

1. The plan should cover all joint costs of the recipient agency that are included in the grant 
supported project. At a minimum, the plan should contain the nature and extent of services 
provided and their relevance to the grant supported project, the item of expense included and the 
methods to be used in distributing costs. 

2. The allocation plan should base the cost distribution on the type of goods or services provided to 
ensure that the grant is not charged more than its fair share of the joint costs. Any method can be 
used that will produce an equitable distribution of cost. In selecting one method over another, 
consideration should be given to the additional effort required to achieve a greater degree of 
accuracy. 

3. The following are methods of distributing frequently used for joint costs: 
a. Accounting services: Total dollar volume or number of transactions processed 
b. Auditing: Direct audit hours 
c. Data processing: Machine hours 
d. Disbursing service: Number of checks or warrants issued 
e. Equipment purchase, leasing or depreciation: Percent of machine usage 
f. Legal services: Direct hours 
g. Mail or messenger service: Number of documents handled, or employees served 
h. Motor pool costs: Percentage of vehicle mileage 
i. Of f ice space rental and related costs (including utilities): Square feet of space occupied 

or number of grant-supported project employees 
j. Organization and management services: Direct hours 
k. Payroll services: Number of grant-supported project employees 
l. Project personnel: Direct hours 
m. Personnel administration: Number of employees 
n. Printing and reproduction: Direct hours, job basis, pages printed, etc. 



28 
 

o. Local telephone: Direct billing or number of instruments 
4. Any cost allocable to one grant project under these guidelines may not be shifted to other state 

grant projects to overcome fund deficiencies, avoid restrictions imposed by law or grant 
agreements, or for any other reason. 

 
BWC will not accept project costs that are determined using a base rate or percentage. Cost allocation 
plans demonstrating the equation used must be maintained and available for review during BWC desk 
reviews.  
 
C2.5 Total Cost Budgeting 
Accounting for all state funds granted by BWC shall be structured and executed on a “total project cost” 
basis. That is, total project costs, including WSIC funds, and any other fund sources included in the 
approved project budget, shall be the foundation for f iscal administration and accounting. During the 
application process, budget and cost estimates are required to receive funding. 
 
C2.6 Co-Mingling of Funds 
Physical segregation of cash deposits or the establishment of any eligibility requirements for 
funds, which are provided to a recipient is not required. However, the accounting systems of all 
recipients must ensure that project funds are not co-mingling with other federal or state funds. Each grant 
must be accounted for separately. Recipients are prohibited from co-mingling funds on either a project-
by-project basis or a program-by-program basis. 
 
Funds specifically budgeted and/or received for one project may not be used to support another. If a 
recipient’s accounting system cannot comply with this requirement, the recipient shall establish a system 
to account adequately for each project separately. 
 
C2.7 Supplanting 
By submitting a complete application, the recipient is certifying to BWC that funds will not be 
used to supplant other federal, state, or local funds. BWC funds must be used to supplement existing 
funds for project activities and not replace those funds, which have been appropriated for the same 
purpose. Potential supplanting will be the subject of pre-award and post-award monitoring, and auditing. If 
there is a potential presence of supplanting, the recipient will be required to supply documentation 
demonstrating that the reduction in resources occurred for reasons other than the receipt or expected 
receipt of other funds. 
 
Section D - Payments 
D2.0 Grant Payments 
Once the Grant Agreement has been signed between BWC and the recipient, the payment schedule is 
set up with the Finance Division. Grant payments will be made in a timely manner to support project 
operations and to minimize the cash flow problems of recipient agencies. 
 
The f inancial support for the recipient in meeting the grant’s goals and objectives include grant payments 
f rom BWC. In some cases, financial support may also include rebates. This section provides policies and 
procedures for BWC grant payments. 
 
The grant payment will be released when all of the following conditions are met: 

1. Appropriation authority is received from the state legislature for WSIC grants. 
2. The project budget has been approved. 
3. Funds have been encumbered. 
4. The recipient Application is approved. 
5. WSIC Grant Agreement is issued by the BWC Administrator. 
6. BWC issues a purchase order, and the purchase order is received by the Recipient 
7. Expense report with invoice is submitted. 

 
Actual grant payments are based on the approved budget in the project application or its subsequent 
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revision; state grant conditions; and adjustments made based on the most recent expenditure 
report, grant reduction, or audit findings. 
 
D2.1 Payment Process 
All payments of funds by BWC to the recipient are in accordance with the conditions of the WSIC Grant 
Agreement. Payments are based on actual expenditures and a cost reimbursement basis.  
 
Af ter the WSIC Grant Agreement has been signed by both parties, the recipient will provide BWC with an 
appropriate financial contact to work with the WSIC and the BWC Finance Division to set-up the payment 
schedule and make the arrangements for the payments.  
 
All payments are made through electronic funds transfer (EFT) via Ohio Administrative Knowledge 
System (OAKS). 
 
Payments for deliverables are based on the deliverable payment schedule, the recipient’s completion of 
each deliverable, and WSIC’s validation of the completion. Costs will be disallowed if a payment is 
requested and the required deliverable(s) have not been met by the deadline. Once a recipient is set up 
in the OAKS Supplier Portal they can log in and see the payment status. OAKS will also send a 
notif ication of payment to the designated supplier contact. 
 
The payment cycle is in conjunction with the reporting period unless stated otherwise in the Application. 
 
D2.2 Payment Schedule 
 
Reimbursement Schedule 
The Application will dictate quarterly reimbursement from BWC with the following due dates: 
 

Period Report Due Date 
January 1 – March 31  April 15 
April 1 – June 30  July 15 
July 1 – September 30  October 15 
October 1 – December 31  January 15 

 
D2.3 Cash Balance 
Any unobligated balance of grant funds at the end of the project period (usually the fiscal year) is lapsed 
and lost to the project. Any cash balance at the end of the project period must be returned to BWC within 
forty-five (45) days of the invoice date. 
 
A cash balance is the difference between funds received and allowable expenditures. Unobligated 
balance is the difference between the cash balance and outstanding obligations. When all outstanding 
obligations are liquidated and paid or canceled, the unobligated balance will equal the cash balance. 
 
Payments are based on actual expenses to minimize grant funds in the field. The unobligated balance will 
increase when obligations are liquidated at a lower amount than estimated. The balance of funds realized 
af ter obligations are liquidated must be returned to BWC immediately with the submission of the final 
expenditure report 
 
Section E - Reporting Requirements 
E2.0 Overview 
Recipients are required to submit project performance reports and financial status reports for the WSIC 
grant as indicated in the Application. The reports must adhere to the requirements outlined in the WSIC 
GAPP Manual and Application. 
 
Reports must be received before BWC will release any funds. 
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If  a recipient has not complied with the WSIC GAPP Manual and Application rules related to timely 
submission of required BWC reports, they may be deemed as non-compliant, and the processing of 
payments will be suspended until all outstanding reports are received and approved. 
 
E2.1 Project Reports 
Recipients are required to submit performance reports to BWC on the project activities. Project progress 
reports are included as deliverables and are required to be submitted as indicated in the Application.  
 
Recipients should monitor the performance of the project activities and ensure that adequate progress is 
being made towards WSIC goals. WSIC staff may conduct site visits to review project accomplishments 
and to provide technical assistance as required. 
 
The recipient should inform WSIC in writing of any events that may significantly affect project 
activity as soon as they are known. This includes reporting on developments that would enable the 
project to achieve goals sooner than anticipated or a lower cost than originally expected, as well as 
developments that would produce even better results than planned. Information regarding problems or 
delays which will impair the ability of the project to meet the aims/objectives, should also be reported. In 
addition, the recipient should inform WSIC regarding what actions will be taken or are being planned to 
address the problem and whether any assistance will be needed. 
 
Recipients are to ensure the criteria for successful completion of all deliverables in the Application are 
completed in accordance with the deliverable templates provided by WSIC where applicable. All 
deliverables must be submitted through OIA. The following standard guidelines are for the preparation 
and submission of progress reports: 
 

1. Recipients are to submit project progress reports quarterly unless otherwise indicated in the 
Application or the WSIC Grant Agreement. 

2. In their report, recipients must include the project number, the title of the grant project, and the 
principal investigator’s name. 

3. Quarterly progress reports must include the recipient's activity status updates to reflect alignment 
and advancement of project aims from the WSIC Grant Application and Grant Agreement.  

4. The quarterly progress report is intended to collect information about the project 
accomplishments, challenges, and any other significant information during each quarter so BWC 
can measure against the approved Project Plan and Budget to review how the project is 
performing and ensure progress is on track for successful completion.  

5. Quarterly progress reports should elaborate on any challenges, obstacles or unforeseen 
circumstances encountered during the quarter (i.e., affecting the project, scope, grant 
requirements, staffing and budget) and the associated impact. Mitigation strategies or solutions to 
any issues and the action steps planned or taken for resolution should be identified.  

6. Due dates for project performance reporting may be extended by WSIC, with a written request to 
the WSIC Chief . The request must provide the details and circumstances which necessitate the 
request for an extension. The request must be received ten (10) business days prior to the 
designated reporting due date. WSIC will respond to any proposed extension request within ten 
(10) business days after receipt of the request. Failure to submit required project progress reports 
may have an ef fect on future payments. 

 
E2.2 Quarterly Expenditure Reports 
Recipient Quarterly Expenditure Reports provide details on the funds received, disbursed, or obligated.  
 
The Recipient Quarterly Expenditure Reports must be completed and submitted with an invoice, due by 
the 15th of  the month in OIA (i.e., within fifteen (15) calendar days following the end of the reporting 
period), unless otherwise specified in the Application. The recipient Quarterly Expenditure Report 
includes the agency’s name, Supplier/Vendor ID number, project number, project title, PI, Project Fiscal 
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Contact, an itemized breakdown by budget category and budget line item the approved amount in the 
project budget, obligated amount, actual expense, and amount remaining.  
 
Due dates for quarterly expenditure reporting may be extended by BWC with a written request to the 
WSIC Chief . The request must be on the recipient’s agency letterhead and must be from the primary 
investigator and signed by the Agency Leader or Project Fiscal Contact. The request must provide the 
details and circumstances which necessitate the request for an extension. The request must be received 
at least thirty (30) calendar days prior to the designated reporting due dates. BWC will respond to any 
proposed extension request within fifteen (15) calendar days after receipt of the request. 
 
The Quarterly Expenditure Report must be based on the recipient’s accounting records and supporting 
documentation, and all documents must be maintained by the recipient for review by WSIC staff. The 
reporting of expenditures must be on the cash basis; thereby reporting actual expenses paid during the 
quarter. 
 
Payments should only be included on the quarterly reports once the deliverable(s) has been successfully 
met. Costs included on the expenditure reports for unmet deliverables will be disallowed.  
 
The total amount of Outstanding Obligations listed on the fourth quarterly expenditure report is the 
maximum amount that can be listed as current expenditures upon submission of the Final Expenditure 
Report. Any additional amounts of current expenditures or any additional outstanding obligations will not 
be accepted or paid with WSIC funds. 
 
BWC considers the fourth quarterly expenditure report as the interim Final Expense Report. The fourth 
quarter expenditure report must include all expenses to date, all outstanding obligations, and receivables. 
 
E2.3 Final Expenditure Report 
The Final Expense Report and any overpayments must be submitted to BWC no later than eighty (80) 
calendar days following the end of the grant year. The Final Expense Report details 
the total expenditures for the project period. No extensions will be granted for Final Expense Reports. 
 
The information contained in this report must reflect the recipients’ accounting records and supportive 
documentation for any deliverables that had not been previously approved.  Any cash balances must be 
returned to BWC when the recipient Final Expense Report is submitted. If the cash balance owed to 
BWC is not returned at the close of the grant, subsequent payment(s) for all other grants will be held until 
all outstanding cash balances are received. 
 
E2.4 Inventory Report 
A listing of all equipment purchased in whole or in part with current grant funds must be sent to BWC as 
part of the Final Expense Report. At least once every two years, inventory must be 
physically inspected by the recipient unless otherwise specified sooner in the specific WSIC 
Application. Equipment purchased with BWC grant funds must be tagged as property of BWC for 
inventory control. Such equipment may be required to be returned to BWC at the end of the grant project 
period. 
 
Section F - Recipient Monitoring 
F2.0 Overview 
BWC is responsible for monitoring the activities of recipients to ensure that state funds are used for 
authorized purposes in compliance with state laws, regulations, and the WSIC GAPP Manual. 
 
Monitoring is the systematic observation, assessment, and reporting of performance conducted by BWC 
to determine the project’s efficiency and delivery of services. 
 
Factors such as the size of the grant, the percentage of the total project’s funds granted to a recipient, 
and the complexity of the compliance requirements will be incorporated into the risk assessment. 
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Monitoring activities may take various forms: 

1. Reviewing reports and supporting documentation submitted by the recipient. 
2. Performing site visits to the recipient to review financial and programmatic records. 
3. Observing operations. 
4. If  necessary, arranging for full-scope, limited scope, and/or agreed upon procedures 

engagements for certain aspects of recipient activities, such as eligibility determinations. 
5. Reviewing the project specific audit results. 
6. Evaluating audit findings and the recipients corrective action plan. 

 
F2.1 Risk-Based Monitoring 
Risk based monitoring will consist of the following three (3) tiers: 
 
Tier 1 Internal Control Questionnaire (ICQ) Review – the recipient’s ICQ reviewed by BWC for the current 
monitoring period. The review will be used to determine the accuracy of the completed ICQ by the 
recipient. BWC may request additional documentation to complete the review of the ICQ. 
 
Tier 2 Desk Review – the recipient will be required to submit evidence of support documentation for one 
quarter. The required support documentation may consist of contracts/agreements, proof of institutional 
review board (IRB) approval including submitted application and certification (which must be submitted 
within 10 days of the approval), invoices, and general and payroll ledgers. Recipients will receive an email 
notif ication from BWC outlining the project being reviewed, the documentation needed, and the date the 
documentation must be provided to BWC.  
 
Tier 3 Expanded Desk Review – the recipient will be required to submit evidence of support 
documentation for multiple quarters of the WSIC project. The required support documentation may 
consist of contracts/agreements, invoices, and general and payroll ledgers. Recipients will receive an 
email notification from BWC outlining the project being reviewed, the documentation needed, and the 
date the documentation must be provided to BWC.  
 
Note: Projects for Track 2- Prototype must provide applicable Americans with Disabilities Act (ADA) 
requirements compliance in progress report updates. 
 
Af ter the review of the submitted documentation is completed, BWC/WSIC staff may schedule an onsite 
f iscal monitoring visit. Site visits demand substantial time and resources and staffing resources are 
generally limited. Site visits, especially those that are far away, are generally limited to spring, summer, 
and fall months when driving is less likely to be hazardous. Recipients will need to have all data ready for 
review upon BWC’s arrival. Additional site visits may be scheduled by WSIC as needed.  
 
F2.2 BWC Monitoring Responsibilities 
WSIC responsibilities include, but are not limited to, the following activities: 

1. Reviewing reports submitted by the recipient. 
2. Performing desk reviews, audits, and/or site visits to the recipient to review financial and project 

records. 
3. Observing recipient operations. 
4. Ensuring compliance to WSIC GAPP and all applicable state rules and regulations. 
5. Tracking inventory. 
6. Providing technical assistance and consultation to recipient staff on project issues. 
7. Serving as BWC primary point of contact for recipients. 
8. Facilitating, scheduling, and convening application reviews. 

 
The BWC Fiscal Operations responsibilities include, but are not limited to, the following activities: 

1. Providing technical assistance and consultation to WSIC staff on fiscal issues. 
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F2.3 Recipient Fiscal Monitoring 
WSIC is responsible for conducting desk reviews and/or on-site fiscal monitoring of WSIC recipients. 
 
Actions that may require an on-site monitoring include the following: 
 

1. Non-compliance issues identified during a project period. 
2. Non-compliance issues identified in the recipient's desk review or an audit. 
3. Recipients identified by BWC as higher risk based on the risk assessment. 
4. Recipient terminating its relationship with BWC. 

 
An on-site fiscal monitoring visit is a review of a minimum of one quarter’s worth of transactions for the 
current budget period of each project. The review will include, but is not limited to, the examination of the 
recipient’s general and payroll ledgers, invoices, time and effort reporting, and procedures. The review 
will assess compliance with special conditions and WSIC requirements, reconcile the recipient's grant 
f iscal records with the expenditure reports submitted to BWC, review recipient transactions for 
allowability, verify grant cash balances, verify equipment inventory, verify that the recipient records are 
being maintained per the record retention schedules, determine if BWC’s records need to be adjusted, 
prepare a review memo identifying review findings and recommendations for BWC management follow-
up, and monitoring any implementations of the recommendations or corrective action plan. 
 
The recipient will have fifteen (15) calendar days from receipt of the monitoring memo to respond. The 
response should be sent to WSIC. Failure to respond within the allowed time constitutes an acceptance 
of  the monitoring memo. 
 
A response to the monitoring memo should clearly address any points of contention and the basis for the 
response. It should include supporting documentation and a description of corrective actions taken. 
 

Chapter 3 - End of Grant and Compliance 
Section A - End of Grant 
A3.0 Overview 
 
Closeout 
Closeout is the process by which BWC determines that all administrative actions and required work or 
services have been completed within the budget period. The project’s beginning and ending dates, which 
determine the funding period, are identified in the WSIC Grant Agreement. All planned project objectives 
must be completed, and all expenditures obligated by the project ending date. 
 
Recipients must submit their final expenditure report and any other closing reports specified with the 
WSIC Application within eighty (80) calendar days after the budget end date. The report must 
support the goals; objectives; accomplishments; funds received, disbursed or obligated; and unobligated 
cash balance of the grant. This policy applies to all WSIC recipients awarded state funds. Failure to 
submit a timely, accurate final expenditure report may affect future funding to the organization. 
 
Closeout includes ensuring timely submission of all required reports and making adjustments for amounts 
due to the recipient or to BWC. Closeout of a grant does not automatically cancel any requirements for 
property accountability, record retention, or f inancial accountability. The state government may recover 
amounts based on the results of an audit covering any part of the period of grant support. 
 
Each project is awarded for a specific period and, for accounting purposes, is independent of prior or 
subsequent grants which support the same activity. Therefore, a project’s account cannot be closed until 
all obligations are liquidated, the cash balances are known, the recipient Final Expenditure Report is 
submitted, and final cash adjustments are made by BWC. The recipient must notify WSIC upon returning 
the balance owed by check made payable to the “Treasurer, State of Ohio.” 
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The check should be mailed to: 
Ohio Bureau of Workers Compensation  
Attention: Cash Control Level 24 
30 W. Spring St. 
Columbus, Ohio 43215 
Include the project number with all remittances. 
 
WSIC will notify the BWC Procurement Supervisor and Accounts Payable Supervisor that funds are being 
returned so that coding information can be provided to Cash Control for proper deposit. 
 
The closeout of a grant does not negate the state agency’s right to disallow costs and recover funds 
because of a subsequent audit or other review. Furthermore, the grant closeout does not negate the 
recipient’s obligation to return any funds due because of subsequent refunds, corrections or other 
transactions. The grant closeout does not alter the records retention described herein. 
 
A grant closeout shall not alter the retention period for grant records or BWC access rights to the records. 
The closeout of a grant does not negate the recipient’s responsibilities for property. 
 
A3.1 Outstanding Obligations 
An obligation is created when funds are encumbered on a valid purchase order or purchase requisition for 
an authorized item. Obligations must be created by the last day of the project period. Any funds not 
properly obligated by the recipient within the project period will lapse and revert to BWC. Obligations 
listed on the interim report (i.e., fourth quarter expenditure report) must be liquidated within eighty (80) 
calendar days after the end of the project period. 
 
A3.2 Reporting 
Recipients are required to submit financial and progress reports by the deadlines listed in the Application. 
Other required reports may include audit reports, reports to the appropriate payment points, and 
specialized WSIC reports. Unless otherwise indicated in the Application, all required reports should be 
submitted via OIA. 
 
If  it appears the recipient will likely exceed the spending in a budget category, the recipient must request 
an amendment to the WSIC Grant Agreement and Exhibits to reallocate funds between the spending 
categories. 
 
Overdue reports - Failure to submit required reports within the allowed time may result in the termination 
of  an active grant, the withholding of a continuation award, or other enforcement actions, including the 
withholding of future payments until the required report is submitted. Continued failure to submit required 
reports may result in the loss of funding for the project. 
 
Submission of a required report does not automatically fulfill the recipient’s obligation. Such reports 
must also meet the regulations, requirements, or other grant terms. If  a report needs to be revised in 
order to be accepted, the recipient must provide a revised report by the due date indicated or appropriate 
enforcement actions may be taken for the delinquent report. 
 
A3.3 Final Expenditure Report 
The Final Expenditure Report ref lecting total expenditures for the grant period must be completed and 
submitted via OIA within eighty (80) calendar days after the end of the budget period. No extensions will 
be granted for the Final Expenditure Report. 
 
The Grant Agreement and the Application will specify both the frequency and the due dates of 
Expenditure Reports and Invoices. BWC requires quarterly submission of expenditures as well as a Final 
Expenditure Report. BWC may review the reported patterns of cash expenditures and assess whether 
performance or financial management problems exist. 
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Before submitting any required expenditure reports, recipients must ensure the information submitted is 
accurate, complete, and consistent with the recipient’s accounting system.  
 
The following shall be observed by BWC for all projects during the review and close out: 
 

1. BWC will process payments to the recipient for allowable costs which are included on the final 
expenditure report and not covered by previous payments. 

2. Expenditures paid after the final expenditure report has been submitted to the BWC will not be 
paid for with BWC project funds. 

3. The recipient will refund to BWC any cash balance of project funds within forty-five (45) days of 
the invoice date. 
 

A3.4 Closeout Inventory 
The recipient must provide an inventory of all equipment purchased, in whole or in part, with current 
grant funds as part of the recipient Final Expenditure Report. A fixed asset inventory must be physically 
inspected by the recipient. Equipment costing more than $5,000 must be marked as belonging to WSIC 
and tagged as BWC property. Such equipment may be required to be returned to BWC at the end of the 
grant project period. 
 
The closeout inventory must include the following details: 

1. Description of the approved budgeted equipment. 
2. Serial number of the equipment. 
3. Inventory number assigned to the equipment. 
4. Date acquired/purchased. 
5. Approved annual budget. 
6. Actual expenditures/cost. 
7. Date that equipment was disposed/salvaged/transferred. 

 
A3.5 Debt Collection 
BWC may recover funds paid more than the amount to which the recipient is determined to be entitled 
under the terms and conditions of the WSIC Grant Agreement. If  the recipient does not pay back the 
funds in accordance with the terms and conditions of the grant, BWC reserves the right to recover grant 
monies by one or more of the following methods: billing the recipient for the grant money received, 
forwarding the recipient’s information to the Office of the Attorney General of Ohio for collection, set-off, 
recoupment, or other administrative, civil, and/ or legal remedy. 
 
The following constitutes a debt owed to BWC: 

1. Any project funds paid by BWC in excess of the amount to which the recipient is determined to be 
entitled, under the terms of the award. 

2. Any amounts due BWC as a result of the sale, transfer or salvage of project property. 
3. Any other amounts determined by BWC or the state government to be due to BWC under the 

terms of the award. 
 
BWC reserves the right to audit the recipient’s use of grant funds, and to recover misappropriated or 
improperly expended funds.  
 
A3.6 Project Progress Reports 
All project progress reports must clearly identify the authorized project name and assigned project 
number. This report should be prepared according to the instructions given in the Application. 
 
A3.7 Monitoring 
Recipients are responsible for managing the day-to-day operations of BWC approved grant-supported 
activities using their established controls and policies, which must be consistent with the WSIC GAPP 
Manual and state requirements. In fulfilling its role concerning the stewardship of state funds, BWC 
monitors its grants to identify potential problems and areas where BWC technical assistance might be 
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necessary. This active monitoring is accomplished through review of reports and correspondence from 
the recipient, audit reports, site visits and other available information.  
 
BWC monitors expenditures for conformance with cost policies. BWC monitoring includes, but is not 
limited to, responding to prior-approval requests and reviewing financial reports, audit reports and other 
reports. BWC will use audit findings (questioned costs) as the basis for final cost adjustments. 
Monitoring of a project or activity will continue for as long as BWC retains a financial interest in the project 
or activity because of property accountability, audit needs, and other requirements that may continue after 
the grant is closed out and BWC is no longer providing active grant support. 
 
A3.8 Audits 
An audit is a systematic review or appraisal to determine whether internal accounting and other control 
systems ensure the following: 

1. Financial operations are properly conducted. 
2. Financial reports are timely, fair, and accurate. 
3. The recipient has complied with applicable laws, regulations, and the terms and conditions of the 

award. 
4. Resources are managed efficiently. 
5. Desired results and objectives are being achieved. 

 
BWC reserves the right to audit or require recipients to have an audit conducted by a public accountant or 
a federal, state or a local governmental audit organization. The audit must meet the standards specified in 
generally accepted government auditing standards (GAGAS). If a recipient is required by BWC to have an 
audit, it is imperative that recipients submit their required audit within the time limits specified. The 
auditor's work papers must be made available to BWC and shall be retained by the audit firm for three 
years f rom the date of the audit report. BWC reserves the right to retest all, or part of the audit conducted 
by non-governmental auditors. 

Recipient audit reports (i.e., finalized and published, and including the Audit Management Letter, if 
applicable) which include internal control findings, questioned costs, or any other serious findings must 
include a cover letter that does the following: 

a. Lists and highlights applicable findings 
b. Discloses the potential connection or effect (direct or indirect) of the findings on the 

recipient and the Ohio BWC 
c. Includes a Corrective Action Plan (CAP) if applicable. A CAP that addresses the findings 

in the audit report or issues of noncompliance found in the management letter must be 
submitted if applicable. A copy of the CAP should be attached to the cover letter. 

 
Section B – Enforcement 
B3.0 Overview 
Enforcement creates standards for recipients and individuals that comply with prescribed state rules and 
regulations by ensuring that those recipients and individuals who violate the law are held accountable. 
Compliance with the rules and regulations is the goal, but civil and criminal enforcement is an important 
part of ensuring governments, companies and individuals meet their obligations. 
 
B3.1 Enforcement 
A recipient’s failure to comply with the terms and conditions of an award may result in BWC taking one 
or more enforcement actions. Any action taken by BWC will be in accordance with applicable statutes, 
regulations, and policies. The recipient will be given an opportunity to correct deficiencies before an 
enforcement action occurs. BWC may implement additional compliance measures during the corrective 
process to protect the State’s interest. If BWC takes an enforcement action, BWC will closely monitor an 
award using special conditions or other means available; BWC may share this information with state 
oversight agencies. 
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Enforcement actions may include but are not limited to the following: 
1. Modification of the terms and conditions of the award (and the nature of the modification will be 

communicated to the recipient). 
2. Termination for cause. 
3. Withholding a non-competitive continuation award. 

 
Enforcement may be imposed by state and other oversight agencies and may include, but is not 
limited to the following: 

1. Remedies for noncompliance – If  a recipient materially fails to comply with any terms or 
conditions of a WSIC Grant Agreement, whether stated in a statute or regulation, a requirement in 
the application, or elsewhere, BWC may take one or more of the following actions, as 
appropriate: 

a. Temporarily withhold cash payments pending correction of the deficiency by the recipient 
b. Disallow all or part of the cost of the activity or action not in compliance (i.e., deny the use 

of  the funds) 
c. Terminate the current award for the recipient’s WSIC project 
d. Withhold further awards for WSIC grants 
e. Take other remedies that are legally available 

 
B3.2 Later Disallowances and Adjustments 
 
The closeout of a grant does not affect the following: 

1. BWC’s right to disallow costs and recover funds on the basis of a subsequent audit or other 
review. 

2. The recipient’s obligation to return any funds due as a result of subsequent refunds, corrections, 
or other transactions. 

3. Records retention as required in WSIC GAPP Manual Chapter 3, Section C. 
4. Audit requirements found in WSIC GAPP Manual Chapter 3, Section A3.9. 

 
Section C – Record Retention 
C3.0 Records Retention and Access 
 
Financial records, supporting documents, statistical records, and all other entity records pertinent to an 
award must be retained for a period of three years from the date of final payment to the recipient under 
the grant agreement. To avoid duplicate record keeping, BWC may make special arrangements with the 
recipient to retain records that are needed for joint use. BWC will request transfer of the records to its 
custody when it determines that the records possess long-term retention value.  
 
C3.1 Records and reports 
Recordkeeping requirements - WSIC shall maintain full and complete records concerning project 
operations. These records shall comply with the following requirements: 
 

1. Records shall include, but not be limited to, information pertaining to financial operations, 
equipment purchases, and inventory and certification. 

2. All records shall be retained for a minimum of three years following the date of final payment to 
the recipient under the grant agreement. 

3. Records for non-expendable property acquired in whole or in part with WSIC funds shall be 
retained for three years following the date of final payment to the recipient under the grant 
agreement. 

4. All records shall be available during normal business hours for representatives of BWC to inspect, 
audit, and copy. Any reports or other documents resulting from the examination of such records 
that are publicly released may not include confidential applicant or participant information. 
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GLOSSARY 
 
Accounting System The total structure of an agency’s records and procedures which discover, record, 
classify and report information on the financial position and operations of a project. 
 
Administrative Costs The recipient costs that do not directly contribute to project objectives or direct 
services. Administrative costs include, but are not limited to, costs associated with 
the provision of clerical assistance and accounting services. Administrative costs 
should be charged to the indirect line item. 
 
Agency Leader Designated representative of the applicant or recipient organization with authority to act 
on the organization’s behalf in matters related to the award and administration of grants. Responsibilities 
include accountability for the appropriate use of funds awarded and performance of the grant supported 
project or activities as specified in the approved application. The Agency leader must be 
an employee of the recipient agency. 
 
Agency Fiscal Leader Designated fiscal representative of the applicant or recipient organization 
within the authority to act on the organization’s behalf in matters related to establishing and maintaining 
accounting systems and financial records. The Agency Fiscal Leader must be an employee of the 
recipient agency. 
 
Allocation Plan An established plan, detailed in writing, which applicably divides lump sum, shared 
revenue and/or expenses among two or more accounts, of which at least one is the grant supported 
project account. 
 
Allocable Costs A cost is allocable to a particular project cost objective if the goods and services 
involved are chargeable or assignable to such cost objective in accordance with relative benefits 
received. Allocable costs to a particular cost objective or award may not be charged to other awards to 
overcome fund deficiencies. 
 
Allowable Costs The expenditures that are acceptable by BWC, based on sound management 
principles, consistent with project objectives, and state terms and conditions. Allowable costs may be fees 
for service or cost reimbursement. 
 
Applicant An eligible Ohio-based not-for-profit higher educational institute, or a nonprofit research 
organization located in Ohio who applies for BWC/WSIC grant funding. 
 
Application The official instructions, posted on the BWC website, which formally announces to local 
agencies the opportunity to apply via OIA for funding for a specific project. All applications follow a 
standardized order and include all WSIC and fiscal requirements an applicant must meet to be 
considered for funding. WSIC will have portions of the application, which are specific to the needs, or 
objectives of WSIC. Eligible applicants interested in responding should be reminded to read each 
application thoroughly to adequately respond to all requirements.  
 
Available Funds The sum of the grant funds received during a reporting period and the unobligated 
balance f rom the previous period. 
 
Award Grants, cost reimbursement contracts and other agreements between not-for-profit higher 
education institutions, or research organizations and BWC. 
 
Budget Categories Major groupings of line-item expenditures that comprise a recipient’s budget for a 
project. The f ive major budget categories are: Personnel, Travel, Equipment, Contracts, and Other Direct 
Cost. 
 
Budget Justification The f inancial plan for reaching the objectives of the project. The initial project 
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budget is included in the project application and consists of proposed project expenditures and sources of 
project funding for the grant period. 
 
Budget Line Item The smallest unit recorded in any category of the project’s budget or expenditure 
reports. Every line item is expressed in units expended. Units are determined by the nature of the item. 
 
Budget Period The specific period in which grant funds must be expended or obligated 
to meet the grant’s objectives. Usually a one-year period. 
 
Budget Revision A change to the previous BWC total approved budget. 
 
Cash Balances The dif ference between available funds and allowable expenditures. Cash balance is 
used by BWC in the calculation of grant payments to recipients. 
 
Closeout The process by which BWC determines that all applicable administrative actions and all 
required work related to the grant have been completed by the recipient. 
 
Co-Principal Investigator (Co-PI) A Co-PI is a senior member of the projects key personnel team whose 
role is similar to that of the PI in determining the intellectual content, direction, and conduct of the project 
activities. A Co-PI may share equal responsibility with the PI for project oversight, budget management, 
and reporting as part of a multi-investigator team or may direct a particular portion of the project and 
retain limited administrative oversight over the award. 
 
Cost Allocation Plan An equitable method of allocating shared costs so that they may be charged to the 
project. Such costs should be budgeted, accounted for, and reported as individual 
budget line items. 
 
Direct Costs Costs that can be specifically identified with a particular cost objective or project 
and charged directly as part of the cost of the project. 
 
Disallowable Costs The charges to a project that are determined unallowable by BWC in accordance 
with the applicable state regulations, WSIC Grant Administration Policies and Procedures Manual, or 
other terms and conditions contained in the Application. 
 
Encumbrance An accounting mechanism used to set aside current funds for securing goods or 
services during a stated period. An encumbrance is liquidated when paid. 
 
Equipment Any single item of tangible property having a useful life of one year or more, costing $5,000 
or more and which is purchased in whole or in part with project funds. Real property, such as land, 
buildings, or improvements other than buildings is not classified as equipment. 
 
Equipment Inventory Listing of all equipment purchased at a cost of $5,000 or more and which must 
include: 

a. A description of the equipment, including manufacturer’s model number, if any 
b. An identification number, such as the manufacturer’s serial number 
c. Asset tag number 
d. Identif ication of the grant under which the equipment was acquired 
e. The information needed to calculate the project share of the equipment 
f. Acquisition date and unit acquisition cost 
g. Location, use and condition of the equipment and the dates of physical inventory 
h. All pertinent information on the ultimate transfer, replacement, or disposition of the equipment 

 
Expenditure cost incurred during a given period requiring the provision of funds for: 

1. Goods and other tangible property received. 
2. Services performed by employees, contractors, subcontractors, and other payees. 
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Fringe Benefits Employee benefits in the form of regular compensation paid to an employee during 
periods of authorized absences from the job, such as for annual leave, sick leave, court leave, military 
leave and the like provided pursuant to an approved leave system and the cost is equitably allocated to 
all related activities, including grant projects. Employee benefits in the form of employer’s contribution or 
expenses for social security, life and health insurance plans, unemployment insurance, workers’ 
compensation insurance, pension plans, severance pay, etc. are allowable provided such benefits are 
granted under approved plans and are distributed equitably to grant projects and to other activities. 
 
Grant Funds Funds awarded by BWC to a recipient to support the project and its allowable costs, in 
accordance with the terms of the grant award. 
 
Grant Payments All payments of grant funds by BWC to the recipient in accordance with the 
conditions of the grant award. Grant is an award of a sum of money by BWC to a not-for-profit higher 
educational institution or research organization located in Ohio in exchange for performance of a project 
according to terms specified in the grant application, the WSIC Grant Agreement, and reporting 
requirements for a given grant period. 
 
High Risk A determination made by BWC of a recipient with potential deficiency to administer adequately 
the project that imposes additional reporting requirements. 
 
Indirect Costs The costs of a recipient that are not readily assigned to a particular project but are 
necessary to the operation of the agency and the performance of the project. 
 
Internal Control The plan of effective control and accountability in place to adequately safeguard all 
grant funds and ensure project funds are used solely for authorized purposes. 
 
Notice of Availability Funds The official written request, sent from BWC, which formally announces to 
local agencies the opportunity to apply for funding for a specific project. 
 
Notice of Award (NOA) The WSIC Grant Agreement, once signed by the BWC Administrator, becomes 
the of ficial NOA notification to the recipient of the grant award or a grant award revision. It constitutes the 
agreement between BWC and the recipient. 
 
Obligation An allowable cost incurred during the grant period that a recipient may be required to pay 
legally out of project funds. It includes only actual liabilities and is only permitted to be reported on the 4th 
quarter expenditure report. 
 
Oracle Intelligent Advisor (OIA) BWC online grant application and management system. 
 
Personal Property Equipment and supplies including intangibles owned by the project or BWC. 
 
Personal Service Services performed because of a contract with an individual that is not an 
employee of the recipient agency. 
 
Personnel Full or part-time recipient agency employee who occupy approved positions to perform project 
objectives, including employees who are not paid from project funds. 
 
Proof of Concept evidence, typically derived from an experiment or pilot project, which demonstrates 
that a design concept, business proposal, etc., is feasible. 
 
Prototype A f irst full-scale and functional form of a new type or design of a construction (such as a 
helmet). 
 
WSIC Funds WSIC Funds represent the total funds needed to support the project as designed by the 
project application.  
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Project The organization of activities necessary to meet specific goals and objectives, the cost of which 
may be funded entirely or partially by a grant. 
 
Principal Investigator (PI) The individual at the applicant/recipient agency responsible for preparation of 
the intellectual content for the proposed project, determining the direction and conduct of the project 
activities, and administration of the WSIC grant. The PI may hold primary responsibility for managing the 
project budget, ensures all terms and conditions of the award are met and that only allowable 
expenditures are funded, completes technical reports, and any other award requirements necessary to 
maintain compliance with applicable BWC and Agency rules and regulations or s/he may share this 
responsibility with a multi-investigator team. 
 
Project The activity for which funding is sought as described in the application for grant award. 

Project Narrative The portion of the grant application, which explains in detail, the applicant’s 
proposed project to include objectives, activities, key personnel responsible for accomplishing the 
activities, the project plan, time frames etc. 
 
Recipient An Ohio based not-for-profit higher educational institute or research organization located in 
Ohio awarded a WSIC grant by BWC. The recipient is a separate entity, with its own tax identification 
number, entire in itself, not a division of an organization. The recipient is the agency named on the WSIC 
Grant Agreement who is responsible for compliance with the conditions of the Application, including the 
return of  unspent grant funds. Responsible for the submission of a complete application, expenditure 
reports, invoices, project narratives/reports, budget revisions, within specific periods, required to maintain 
ef fective internal controls and comply with all applicable laws, and maintain current, accurate, and 
complete records of project expenditures, obligations, and equipment. 
 
Reporting Period The project period as determined by BWC for which a performance and/or fiscal report 
is required. Quarterly reporting is required by WSIC. 
 
Research A systematic investigation, study or experiment designed to contribute to general knowledge 
relating broadly to workforce safety by establishing, discovering, developing, elucidating, or confirming 
information about, or the underlying mechanisms relating to, personal protective equipment (PPE)/ 
personal protective technology (PPT), workplace factors, injuries, or related matters to be studied. 

Research Organization a legal entity established as a standalone non-profit institute or organization 
which carries out research or technological development as its main objective. 

Special Conditions A notice regarding enforcement of a term or condition of the award, which the 
applicant must respond to within a specific period or further payments will be withheld. 
 
Supplies All tangible property purchased with project funds other than equipment. Supplies include 
expendable items with a unit cost of less than $5,000. 
 
Termination A permanent withdrawal of the recipient’s authority to obligate previously awarded grant 
funds before that authority would otherwise expire. 
 
Total Approved The recipient’s financial spending plan for the project. WSIC funds include 
Budget BWC grant funds and applicants match if any funds are used to match the grant. The total 
approved budget period will be specified on the Notice of Award and any subsequent revised or amended 
Notice of Award and will include both BWC and non-BWC funds. 
 
Travel Expense Expenditures incurred by approved project personnel for project related activities. 
 
Workforce Safety Innovation Center (WSIC) Responsible for the day-to-day management of the WSIC 
grants. They are the team and primary point of contacts for WSIC grant recipients when dealing with 
grant related issues. This Center reviews and processes WSIC Grant applications, coordinates with legal 
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to issue the WSIC Grant Agreement, assigns and monitors compliance with special conditions, conducts 
desk or on-site reviews, processes recipient budget revisions, and coordinates OIA technical assistance 
for recipients. WSIC reviews and approves recipient expenditure reports and supporting documentation, 
works with BWC Fiscal Operations, Procurement Administration Sourcing Supervisor, the assigned 
Senior Sourcing Analyst, and the Accounts Payable Supervisor to create encumbrances and vouchers for 
recipient payments and perform recipient close-out. 
 
WSIC Chief Responsible for the WSIC Grant application and approval. BWC Liaison for WSIC grant 
projects, responsible for the monitoring of the recipient’s WSIC and fiscal activities. Coordinates 
assistance for scientific and/or technical aspects of assigned recipient applications and projects, reviews 
and evaluates grant applications, conducts post-award monitoring of project performance, reviews 
progress reports, and conducts site visits as needed. 
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APPENDICIES  

Appendix 1 - Example Time and Effort Template 
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Appendix 2 - Example Budget Justification  
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Appendix 3 - Example Equipment Inventory Report 
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Appendix 4 - Example Equipment Disposal/Sale/Transfer Form 
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Appendix 5 - Example Equipment Depreciation Log 
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