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April 2021 Webinar Agenda

1. Introduction of Public Health Director’s Office Staff
2. Explanation of Roles between PHD Director’s Office vs. 

PHD Programs relating to Public Health IGAs
3. Contract Award Process
4. What to Expect for the Next Biennium
5. How to Read an FAA Page
6. Payment and Reconciliation Process
7. Revenue and Expense Report Submissions
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Introduction of Office of the 
State Public Health Director Fiscal/Contracts Staff

• Karina Felix – PH IGA Contracts Coordinator

• Erin Hardman – PH IGA Payments Analyst

• Derrick Clark – PHD Program Support Manager
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Explanation of Roles between PHD Director’s Office vs. 
PHD Programs relating to PH IGA’s

Office of the State Public Health Director (OSPHD)
- Responsible for managing contract process (PE language updates, DOJ review), 

payment consistency and timeliness, collecting R/E reports and verifying mandatory 
elements are filled out.

- Questions relating to the contract, payments or R/E reports should go to: OHA-
PHD.ExpendRevReport@dhsoha.state.or.us. PHD will involve and communicate with 
PHD programs as needed.

PHD Programs

- Programs are subject matter experts.  They have the responsibility for deliverables, 
budget and final acceptance of R/E Reports.  Programs initiate all award activity and 
create the payments for each program element.

- Questions related to PE milestones, deliverables, budget guidance, etc.

mailto:OHA-PHD.ExpendRevReport@dhsoha.state.or.us


55

Contract Award Process
- PHD Programs work with Agencies to determine participation and budgets for the FY
- PHD Programs initiate agreement or amendment request to OSPHD by the 1st of 

each month and starts the review/approval process

- OSPHD submits requests to OHA/DHS Office of Contracts and Procurement (OCP) by 
the 12th of each month

- PE Language changes may have to go to DOJ for review
- OCP issues agreements and amendments to Agencies within 30 days after receiving 

requests from OSPHD

- Agencies review and sign agreement and return to OCP
- OCP reviews and sends agreement to OSPHD for counter signature.  Execution 

occurs at the time of OSPHD signature.  
- OSPHD returns signed agreement/amendment to OCP for execution, amended 

award is now available for PHD Programs to make payments to Agencies

- OCP distributes copy of executed agreement/amendment to Agencies
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What to Expect for the Next Biennium
- PHD Program Enter Awards into the database by April 15
- PHD Final Approves and creates the request forms for State Contracts team by April 30

- State Contracts team prepares the new agreement for FY22 and distributes by mid-May.  
- All LPHAs receive a new contract number for the biennium.
- LPHAs review and sign agreements and return to State Contracts Team by June 30, 2021

- Payments for FY22 are issued during July 2021 following our regular schedule.

- There will not be any amendments for FY21 after June 30, 2021.  Your final FAA page is the June 
amendment.

- You will continue to receive remittance documents for payments for both FY21 and FY22
- We do not ‘carry forward/rollover’ unspent funds from FY21.  For those PEs that allow unspent funds 

to be used into the future – funds will be treated as a new award for FY22.  
- Final reconciliation of all LPHAs will occur with a settlement letter in Sept/Oct 2021 to close out FY21
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How to Read an FAA Page

- The IGA may have timeframe and funding restrictions for each PE or PE sub-
element.  Information can be found within:

- PE Language
- PE Title
- FFA Pages including the footnotes or comments sections

- Examples include:
- PE01 – started as 3-month award; amended to 12-month award; 
- PE40-01 WIC NSA July-September (funds are only available for 3 months) and 

may not be combined with PE40-02 WIC NSA October-June
- Some awards have funds that must be spent by xx/xx/2022 or other timing 

restrictions
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Grantee Information New Award or amendment

FY Date

Date of Award Change

FY Award Period Date

PE Award Information

You may receive a 
zero-dollar award 
and that means 
there is footnote or 
comment change or 
PE Language change
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Total Award Amount and Change

Footnotes by PE and by 
date
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Comments by PE and by 
date

Capital Outlay required to be included 
but generally blank
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Monthly Payment Process
- Monthly payments are made against executed agreements only
- Monthly payments are made based on the statement of work, timeframe of a PE or 

PE sub-element, comments, or footnotes sections of the IGA.  

- If the award is a 12-month award – payments are made as 1/12th.  If the award is a 
3-month award – payments are made at 1/3rd during the specified time period.

- IGA must be received by OSPHD from DHS/OHA Office of Contracts and 
Procurement (OCP) by the 1st of the month to be included in the monthly payment

- PHD Programs initiate payment request to OSPHD by the 7th of each month and 
OSPHD starts the review/approval process

- OSPHD submits payment files to OHA/DHS Office of Financial Services (OFS) by the 
20th of each month

- OFS processes payments to LPHA within 5 business days.  
- OSPHD generates and emails remittance documents to Agency

- Agency receives funds by the last day of the month.
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Monthly Payments with Reconciliation Adjustments

- Quarterly R/E Reports are due by Oct. 30; Jan. 30, April 30 and Aug. 20

- Reconciliation adjustments will be processed by PHD Programs no later than 60 days after the 
due date and follow a similar timeline as the Monthly Payments.

- Reconciliation adjustments are made based on the R/E report and the maximum contract 
allowed payment for that time period.  

- We are reconciling cash payments made and are not changing the award.  Award changes can 
only occur with an amendment.

- If the award is $12,000 for the 12-month period – the maximum allowed for Q1 is $3,000.  
The Agency reports $2,000 in expenses, a reconciling reduction of $1,000 occurs.  

- In Q2, the maximum allowed for Q1 and Q2 is $6,000.  The LPHA reports $7,000 in expenses, 
a reconciling addition of $1,000 occurs to bring total payments back to $6,000.

- When monthly payments and reconciling adjustments result in a net negative payment, 
Agency will not receive a payment.  In a future month, when all transactions are net positive, 
funds will be released to the Agency and OSPHD will generate and email remittance files to 
Agency.
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R/E Report Submissions

Please refer to the R/E report instructions for more detailed information about  how to fill out the R/E report.
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R/E Report Submissions (continued)
- Do not record OHA/PHD Program Element income on the R/E report.  

- LPHA must report actual allowable expenses

- Report expenditures for both Non-OHA/PHD and OHA/PHD funds for which reimbursement is being 
claimed. This reporting feature is necessary for programs due to the requirement of matching federal 
dollars with state and/or local dollars. 

- YEAR TO DATE expenditures are reported when payment is made or a legal obligation is incurred. 
- YEAR TO DATE revenue is reported when recognized.

- OSPHD requires a R/E report for all PEs and the individual PE sub-elements.  Reports must align with 
the statement of work.  e.g.. PE40-01 WIC NSA July-September should have one quarter filled out only 
and reflect expenses for that time period only. 

- OSPHD requires a R/E report every quarter for all PEs and PE sub-elements regardless of statement of 
work dates.

- In some cases, PHD Programs may reach out to LPHAs outside of the quarterly reporting time period 
due to Federal Grant closeout requirements.  e.g. PE25 – Funding period ends July 31, 2019 and final 
closeout amounts are needed by PHD Program prior to the regular quarterly R/E deadline.



• Enter your Agency name, Program Element Number and Title, and Fiscal Year start and end dates.
• Gray shaded areas do not need to be filled out.  
• Submit a report for each sub-element.  (ie. WIC – reports for 40-01; 40-02; 40-03, etc)
• Please include title of each sub-element
• Each report should have the PE# and sub-element 
• Quarterly reports are required for every Program Element (including PE01)
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R/E Report Submissions (continued)



Do not record income received from OHA on this report. 16
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Make sure to check the box if the quarterly amounts 
change between quarterly R/E reports.
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Page 2 of the R/E report is only needed if expenses are reported on line 2e in the 
OHA/PHD expenditures column. 
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Questions?

OHA-PHD.ExpendRevReport@dhsoha.state.or.us
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