
Office of Women’s Health
Domestic Violence 
Contract Administration Unit

Finance Training for Domestic 
Violence Supportive Services 
(DVSS) Providers

December 11, 2024



Purpose of this training

• To provide guidance and procedures on how to complete the 
DVSS budget, budget modification, invoices, and financial 
closeout reports.

• To clarify common issues and disallowances.



Goals of this training 

• Review invoices and submission procedures

• Go over budget and budget modifications

• Share documentation requirements

• Go over Financial Closeout reports



DVSS Program Description



Background/History

Workforce Development, 
Aging and Community 
Services (WDACS)

• Contracts transferred 
to DPSS

Department of Public 
Social Services (DPSS)

• Contracts transferred 
to DPH

Department of Public 
Health, Office of 
Women’s Health

• July 2018 the Board of 
Supervisors 
transferred the DV 
contracts to DPH OWH



Funding 

• Domestic Violence Supportive Services (DVSS) – Federal 
funded grant pass-through State and Department of Public 
Social Services (DPSS).

• Currently, there are 38 Contracts for DVSS at 60 drop-in sites 
throughout LA County.

• $18.231 millions are funded through CalWORKs, GR, and 
GROW.



Budget



Budget

• Completion of budget details and narrative justification is a 
contractual requirement for all agreements with OWH.

• Required Documents

✓Cost Allocation Plan (CAP)

✓Lease Agreement

✓Approved Negotiated Indirect Costs Rate Agreement 
(NICRA)

✓Agency’s Internal Approved Mileage



Budget (Continued)

• Salaries

o Include salaries/wages for staff providing direct services to 
clients and administrative support for the project

o Combined Full-Time Equivalent (FTE) percentages for any 
given employee across all agency funding sources can not 
exceed 100%

o For part-time employees, please convert their monthly 
salary to full-time

o Provide a clear and complete description of each position to 
be funded under this contract

o If a specific staff member's name is not on the budget, their 
salary can not be reimbursed - ensure all appropriate staff 
member names are listed on the budget



Budget (Continued)

• Employee Benefits

oReflect benefits associated with the budgeted staff 
above

oCurrent FICA rate 7.65% = Social Security 6.20% + 
Medicare 1.45%.



Budget (Continued)

• Operating Costs

oCosts related to the operation of the organization and 
non-personnel expenses

o List all items and include them in each budget line

oProvide sufficient information to clearly show how the 
supply costs were determined, including the 
methodology and calculations used to arrive at the 
requested amount

o The methodology must be consistent with the agency’s 
CAP



Budget (Continued)

o Example: The agency requested $757 for 
Printing/Duplication.

✓If CAP mentioned that the allocation is based on the 
ratio of FTEs charged to the program, the 
calculation:

 $14,125 (agency’s total estimated cost) x 5.36% (3 
DVSS FTE/56 agency’s staff = 5.36%) = $757



Budget (Continued)

✓If CAP mentioned that the allocation is based on the 
usage of the program, the calculation:

 Brochure (2,000 copies x $0.20 = $400), forms for 
client (3,000 copies x $0.10 = $300), and other 
printing expenses $57.

Justification: The budget is requested to cover the 
cost of duplication and printing needs of the DVSS 
funded services. This includes forms for clients, client 
record documentation, printing of correspondence 
and other photocopying needs.



Budget (continued)

• Indirect costs:

oOverhead expenses that are not directly incurred in 
support of the program.

oDefined as the administrative costs incurred for 
common or joint activities that cannot be identified 
specifically with a project or program.

oAllowed up to 10% of modified total direct costs. If the 
agency’s approved indirect cost rate is higher than 10%, 
please provide a copy of approved NICRA as mentioned 
above.



Budget Form with Examples



Examples of Operating Cost Justification on the 
Budget



Budget Modifications



Budget Modifications

• Allow contractors to move budgeted dollars from one line item 
to another within maximum contract amount.

• Contractors are not allowed to transfer funds cross 
Supervisorial Districts and programs, but contractors may 
transfer funds from one service category to another via a 
Change Notice and a Budget Modification.



Budget Modifications

• Contractors are allowed to submit a budget modification once 
per quarter, and no later than March 31st of each fiscal year.

❖The last day to submit a budget modification for this 
fiscal year is March 31, 2025.

• Required documents – if there are any changes to the required 
documents mentioned in the budget section, please submit 
the updated ones.

• Please note that only staff and items listed in the budget can 
be reimbursable.



Budget Modification (Continued)

• Staff Changes

o If there are staff changes and no impact to the 
budgeted amount, there is no need to submit a 
budget modification.

✓Please notify your respective Contract Administrator as 
soon as possible by providing information on staff 
changes and confirm that there is no change to the 
budgeted amount for that line item, so OWH can reflect 
the changes in the agency’s budget.

o If there are staff changes that impact budgeted 
amount, a budget modification is needed during the 
quarter that staff change occurs.



Examples of Staff Changes without a Budget 
Modification



Examples of Staff Changes with a Budget Modification



Examples of Operating Cost Justification on the 
Budget Modification



Unallowable Costs



Unallowable Costs

• Client needs (e.g. client clothing) 
• Client food (already covered by CalFresh) 
• Client gift certificates 
• Outreach supplies (e.g. rental chairs, event space rentals, 

snacks and drinks, guest speaker charges, DVDs, and books) 
• Program supplies (e.g. magazines, books, and DVDs) 

Exception: art supplies are allowed for art therapy sessions 
provided to CalWORKs clients 

• Entertainment costs including holiday parties 
• Guest/Staff meals 



Invoices



Invoices

• Invoices from July to April are due no later than the 15th day 

of the month following the month that the services were 

provided.

• May and June invoice deadlines will be updated later in the 

year based on DPSS’ year-end deadlines. 

• Supplemental Invoices are allowed be to submitted no later 

than 60 days following the month of service provision with 

the exception of May and June.

• Due to year-end closing, supplemental invoices are not 

allowed for May and June.



Invoices

• Zero Invoices/Exhausting Funds – please continue submitting 

invoices to OWH even if your agency runs out of contract 

funds.

 It will give us a record of actual costs of the program for each 

contractor that may help us in the future to request 

increased funding for needed services.  



Invoices (Continued)

• Required documents every month:

o Invoice in pdf version with e-signature

o Invoice in Excel version

oMonthly Management Report (MMR)

oOutreach Services & Job Club Presentations

✓Outreach Form

✓Documentation (e.g., sign-in sheets, flyers, meeting 

agenda, or presentation slides, etc.)

o Shelter Bed Nights & Hotel Shelter Bed Nights

✓Log or hotel receipt

✓Not to exceed 45 nights per client per fiscal year



Invoices (Continued)

• Invoice Processing

o Client eligibility is verified for all cases

o Participants must have a DV module open to be eligible for 

DV services

o DV module not open or closed: Follow-up with the GAIN 

worker to ensure DPSS opens the case appropriately

o CPA will reach out if a case does not clear the DPSS list.

o Invoices may take up to 30-days from the date of approval 

(not date of submission) for Public Health Finance to process 

the payment



Financial Closeout Reports



Financial Closeout Reports

• To determine whether a contractor’s costs reconcile to their 
accounting records.

• Expenditures that are not allowable under DVSS or exceed the 
approved budget line by more than 10% will not be 
reimbursed. 

• Please note that only staff and items listed in the budget can 
be reimbursable.

• Annual financial closeout report is due by July 30th for each 
fiscal year

❖The annual Financial Closeout Report for this fiscal year 
is due July 30, 2025



Financial Closeout Reports (Continued)

• Required documents

o Financial Closeout Report (pdf version) – signed by your 
agency’s authorized representative

o Final Property Inventory Certification (pdf version) – 
signed by your agency’s authorized representative

oCloseout Report Worksheet (Excel version)

oAgency’s Income Statement (Excel version)

oAgency’s General Ledger (Excel version)



Financial Closeout Reports (Continued)

• Please ensure that the expenditures reported on the financial 
closeout report are broken down by service type, program, 
and Supervisorial District as budgeted.

• If your agency deems it’s necessary to reallocate the budget to 
accommodate significant shifts in expenditures incurred during 
the year, please submit a budget modification request no later 
than March 31st.



Final Property Inventory Certification

• If your agency didn’t acquire any property or equipment with 
DVSS funding, please place a check mark below.

  

• If your agency acquire a property or equipment with DVSS 
funding, please place a check mark below and provide 
information as requested in the table below.



Closeout Report Worksheet (Input Tab)



Financial Closeout Report – Required Signature



Example #1- Financial Closeout Analysis Detail



Example #1 - Financial Closeout Analysis Summary



Example #2- Financial Closeout Analysis Detail



Example #2 - Financial Closeout Analysis Summary
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