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TO:             Service Providers
FROM:        Ministry of Training, Colleges and Universities
DATE:         December 10, 2010
SUBJECT:   Estimate of Expenditure Report
 ​​​​​​​​​​​​​​​​​​________________________________________________________________      

OBJECTIVE

The purpose of this bulletin is to provide your organization on reporting periods and submission process for the Estimate of Expenditure Report template.
BACKGROUND

The Ministry requires an Estimate of Expenditure report for each funded service delivery site, as set out in your Schedule B of your organization’s TIOW agreement.
The purpose of the Estimate of Expenditure report is for your organization to identify to the Ministry the approximate total expenditures for the defined period for each of your sites, as well as forecast of expenditures at March 31 of the year of the Agreement, using the best information available to your organization at the time of submission.
While your organization should not anticipate any additional funds, you should discuss any issues with the Ministry.

DUE DATE AND REPORTING PERIOD FOR ESTIMATE OF EXPENDITURE REPORT
The Submission of the Estimate of Expenditure report, per delivery site, is a contractual obligation. Therefore, the Ministry expects the due dates for the submission to be met as outlined in the Estimate of Expenditure report template.  
The due dates for the submission of the Estimated of expenditure reports for 20/2011 are July 16, 2010 – October 15, 2010 – January 14, 2011- April 15, 2011.

The due dates for the submission of the Estimate of Expenditure reports for 2011/2012 are July 15, 2011 – October 14, 2011 – January 13, 2012- April 14, 2012.
Updated Audit and Accountability Requirements for Service Providers are posted to the EOPG, with new due dates and the new submission process for the reports.

SUBMISSION PROCESS FOR ESTIMATE OF EXPENDITURE REPORTS

Your organization is required to submit completed Estimate of Expenditure Reports to your Employment and Training Consultant by e-mail in excel format.
You must also fax, scan or mail a copy which includes the signature of your organization’s authorized signing officer to the Ministry in accordance with Article 18 of the TIOW Agreement.
In conjunction with the Estimate of Expenditure Report, you need to review your Quarterly Status and Adjustment Report (QSAR); these two reports should mirror one another.
A few technical considerations in use of the Excel templates:

· These templates were created in Excel 2003 and it is preferable that your organization submit the files in this format

· It is recommended that users copy and paste any text within the template rather than cut and paste
Attached is an embedded walk through process outlining the steps to be taken when completing the Estimate of Expenditure Reports
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Walk-through to Appendix III Estimate of Expenditure Reports for TIOW



Walk-through of the report


· green cells need to be completed by the organization


· grey cells are protected and contain formula

· according to the Audit and Accountability Requirements page 6, Service Providers must provide information for current and previous quarters and their forecast as at March 31st.

Agency information in the header part that must be provided by the Service Providers:


· Fiscal year end field:  2011 for FY 2010/2011 and 2012 for FY 2011/2012


· Service Provider Name


· Service Provider Number = Site Schedule Number indicated in Contract Schedule B


· Service Provider Contact Name


· Service Provider Contact Phone number


Signatory information in the footer part that must be provided by the Service Providers:


· Service Provider’s signature on hard copy


· Date


· Service Provider Signing Authority Name


· Service Provider Signing Authority Title


Financial Information


All funding categories must be broken-down:


· Operating


· Placement Incentives for Employers


· Employment and Training Supports for Individuals


· Other Funding 1 (should be nil)

Columns on EER


(a) = Contract amounts per category as listed in Schedule B


First Quarter Box – applicable to Contracts that started on June 1st, 2010 only

(b) = Actual amounts spent by organization for the Month of April ($0 in 2010/2011)

(c) = Actual amounts spent by organization for the Month of May ($0 in 2010/2011)

(d) = Actual amounts spent by organization for the Month of June, if contract started on June 1st, 2010 


(e) = Formula = Total of actual amounts spent by organization from April 1st – June 30th 


(f) = Amounts received from MTCU from April 1st – June 30th.  

· This amount equals (a) contract category amount divided by number of months as displayed on Schedule C then multiplied by number of months in the quarter – (a ( 10 * 1)

(g) = Formula = Variance between funds received and expenditures for period of April 1st – June 30th (f – e)

Second Quarter Box


(h) = Actual amounts spent by organization for the Month of July

(i) = Actual amounts spent by organization for the Month of August 


(j) = Actual amounts spent by organization for the Month of September

(k) = Formula = Total of actual amounts spent by organization from July 1st – September 30th 


(l) = Amounts received from MTCU from July 1st – September 30th 

· This amount equals (a) contract category amount divided by number of months as displayed on Schedule C then multiplied by number of months in the quarter

· For contracts started June 1st, 2010 (a ( 10 * 3)


· For contract started July 1st, 2010 (a ( 9 * 3)

(m) = Formula = Variance between funds received and expenditures for period of July 1st – September 30th (l – k)

(n) = Formula = Actual amounts spent by organization from April 1st – September 30th

(o) = Formula = Amounts received from MTCU from April1st – September 30th

(p) = Formula = Variance between funds received and expenditures for period of April 1st – September 30th    (o - n)

Third Quarter Box


(q) = Actual amounts spent by organization for the Month of October


(r) = Actual amounts spent by organization for the Month of November 


(s) = Actual amounts spent by organization for the Month of December


(t) = Formula = Total of actual amounts spent by organization from October 1st – December 31st  


(u) = Amounts received from MTCU from October 1st – December 31st  

· This amount equals (a) contract category amount divided by number of months as displayed on Schedule C then multiplied by number of months in the quarter


· For contracts started June 1st, 2010 (a ( 10 * 3)


· For contract started July 1st, 2010 (a ( 9 * 3)

(v) = Formula = Variance between funds received and expenditures for period of October 1st – December 31st  (u - t)

(w) = Formula = Actual amounts spent by organization from April 1st – December 31st 


(x) = Formula = Amounts received from MTCU from April1st – December 31st

(y) = Formula = Variance between funds received and expenditures for period of April 1st – December 31st     (x – w)

Fourth Quarter Box (Year-End Quarter)


(z) = Actual amounts spent by organization for the Month of January

(aa) = Actual amounts spent by organization for the Month of February 


(ab) = Actual amounts spent by organization for the Month of March

(ac) = Formula = Total of actual amounts spent by organization from January1st – March 31st  


(ad) = Amounts received from MTCU from January1st – March 31st  

· This amount equals (a) contract category amount divided by number of months as displayed on Schedule C then multiplied by number of months in the quarter


· For contracts started June 1st, 2010 (a ( 10 * 3)


· For contract started July 1st, 2010 (a ( 9 * 3)

(ae) = Formula = Variance between funds received and expenditures for period of January1st – March 31st      (dd – cc)

(af) = Formula = Actual amounts spent by organization from April 1st – March 31st 


(ag) = Formula = Amounts received from MTCU from April1st – March 31st

(ah) = Formula = Variance between funds received and expenditures for period of April 1st – December 31st    (gg – ff)

Forecast column


(ai) = Forecast of expenditures at March 31st, 2011 to be provided by the organization.  This last column is often forgotten but it is important for the forecast purpose.


Interest Earned

(aj) = Interest Earned to Date to be provided by the organization.
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		APPENDIX III

		ESTIMATE OF EXPENDITURE REPORT FOR THE YEAR ENDED MARCH 31, _________________												2011

		TARGETED INTITIATIVE FOR OLDER WORKERS (TIOW) PROGRAM

		SERVICE PROVIDER NAME:																SERVICE PROVIDER NUMBER:										SERVICE PROVIDER CONTACT, IF MINISTRY REQUIRES CLARIFICATION:

																												NAME:										TELEPHONE NUMBER:

				2010/2011                                      Total TIOW Allocation		2010/2011              TIOW Funds Expended		2010/2011              TIOW Funds Expended		2010/2011              TIOW Funds Expended		2010/2011              Total TIOW Funds Expended		2010/2011                  Total TIOW Funds Received		2010/2011                  Variance		2010/2011              TIOW Funds Expended		2010/2011              TIOW Funds Expended		2010/2011              TIOW Funds Expended		2010/2011              Total TIOW Funds Expended		2010/2011                  Total TIOW Funds Received		2010/2011                  Variance		2010/2011              Total TIOW Funds Expended		2010/2011                  Total TIOW Funds Received		2010/2011                  Variance		2010/2011              TIOW Funds Expended		2010/2011              TIOW Funds Expended		2010/2011              TIOW Funds Expended		2010/2011              Total TIOW Funds Expended		2010/2011                  Total TIOW Funds Received		2010/2011                  Variance		2010/2011              Total TIOW Funds Expended		2010/2011                  Total TIOW Funds Received		2010/2011                  Variance		2010/2011              TIOW Funds Expended		2010/2011              TIOW Funds Expended		2010/2011              TIOW Funds Expended		2010/2011              Total TIOW Funds Expended		2010/2011                  Total TIOW Funds Received		2010/2011                  Variance		2010/2011              Total TIOW Funds Expended		2010/2011                  Total TIOW Funds Received		2010/2011                  Variance		2010/2011  Forecast of Total TIOW Expenditure at March 31, 2011

						April		May		June		First Quarter April - June		First Quarter April - June		First Quarter April - June		July		August		September		Second Quarter July - Sep		Second Quarter July - Sep		Second Quarter July - Sep		First & Second Quarter April - Sep		First & Second Quarter April - Sep		First & Second Quarter April - Sep		October		November		December		Third Quarter   Oct - Dec		Third Quarter   Oct - Dec		Third Quarter   Oct - Dec		First, Second & Third Quarter April - Dec		First, Second & Third Quarter April - Dec		First, Second & Third Quarter April - Dec		January		February		March		Fourth Quarter  Jan - Mar		Fourth Quarter  Jan - Mar		Fourth Quarter  Jan - Mar		First, Second, Third & Fourth Quarter       April - Mar		First, Second, Third & Fourth Quarter       April - Mar		First, Second, Third & Fourth Quarter       April - Mar

				(a)		(b)		(c)		(d)		(e) = (b+c+d)		(f)		(g) = (f - e)		(h)		(i)		(j)		(k) = (h+i+j)		(l)		(m) = (l-k)		(n) = (e+k)		(o) = (f+l)		(p) = (o - n)		(q)		(r)		(s)		(t) = (q+r+s)		(u)		(v) = (u-t)		(w) = (n + t)		(x) = (o + u)		(y) = (x - w)		(z)		(aa)		(bb)		(cc) = (z+aa+bb)		(dd)		(ee) = (dd - cc)		(ff) = (w+cc)		(gg) = (x+dd)		(hh) = (gg - ff)		(ii)

		Operating										$0				$0								$0				$0		$0		$0		$0								$0				$0		$0		$0		$0								$0				$0		$0		$0		$0

		Placement Incentives for Employers										$0				$0								$0				$0		$0		$0		$0								$0				$0		$0		$0		$0								$0				$0		$0		$0		$0

		Employment and Training Supports for Individuals										$0				$0								$0				$0		$0		$0		$0								$0				$0		$0		$0		$0								$0				$0		$0		$0		$0

		Other Funding 1 -										$0				$0								$0				$0		$0		$0		$0								$0				$0		$0		$0		$0								$0				$0		$0		$0		$0

		Total		$0		$0		$0		$0		$0		$0		$0		$0		$0		$0		$0		$0		$0		$0		$0		$0		$0		$0		$0		$0		$0		$0		$0		$0		$0		$0		$0		$0		$0		$0		$0		$0		$0		$0		$0

		NOTE:  Grey areas contain formulas and are protected.

						(jj)

		Total Interest Earned to Date:

		Rationale for variance/forecast:

		I certify that the information is true and correct to the best of my knowledge and claimed in accordance with the TIOW legal agreement.

		Signature of Service Provider Authorized Signing Officer										Date (D-M-Y)

		Name:

		Title:

		I have authority to bind the Recipient.
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