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Topics

• Title IV-D Expense Reporting and 
Reimbursement Complete Guide

• Personnel Expenditures
• Bonus Guidance
• Construction and Major Renovation Guidance
• Inventory Listing
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IV-D Expense and Reporting Guide

• Original complete Guide 2011
• Reformatted, shorter, includes all appendices
• Incorporates all new and revised guidance
• Links to Guidance documents
• Annual review
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IV-D Expense and Reporting Guide
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IV-D Expense and Reporting Guide
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Personnel Expenditures

• Documentation for Personnel Expenditures
– Federal regulations require controls to ensure costs 

charged to program are accurate
– DCS/CSB developed tool for offices to verify for 

sufficient controls
• Certifications completed by 100% IV-D staff
• Activity reports completed by staff splitting time
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Personnel Expenditures
• Employees working 100% on IV-D activities 

– A method of internal control documentation to  
ensure the employee’s duties are 100% related to 
IV-D activity.

– This documentation must state that 100% of the 
employee’s time is spent on IV-D activities.

– CSB recommends the employee or supervisor 
complete a semi-annual certification confirming 
100% of the employee’s time was spent on IV-D 
activity. 
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Personnel Expenditures
• Employees working on both IV-D and non-IV-D 

activities 
– A method of internal control documentation to  

ensure accurate the proper time is charged to the 
IV-D program. 

– Could include signed reports identifying the 
individual’s daily time spent working on IV-D 
activity in conjunction with complete time sheets. 
Together with the report of IV-D activity, 
document 100% of the employee’s time. 



Children thrive in safe, caring, supportive families and communities 

Personnel Expenditures
• Employees working on both IV-D and non-IV-D 

activities 
– Should be detailed time records providing 

assurance that time charged to IV-D is an accurate 
reflection of actual time worked on IV-D activity, 
not an estimate. 

– CSB recommends the employee complete a 
personal activity report (PAR) confirming the 
employee’s time that was spent on IV-D activity. 
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Personnel Expenditures
• Employees working on both IV-D and non-IV-D 

activities 
– The salary and benefit amounts paid from IV-D 

funds should correlate to the documented effort 
of each employee to the IV-D program. 

– For example, if documentation supports an 
individual spent 55% of time on IV-D, 55% of 
his/her salary would be allowable for federal 
reimbursement or payable from incentive funds. 
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Personnel Expenditures
• Part-time definitions

– 100% IV-D  
– Split IV-D and Non-IV-D

• Direct IV-D work effort
• Indirect IV-D work effort (ex: administrative)



Children thrive in safe, caring, supportive families and communities 

Personnel Expenditures
• Allocating personnel expenditures based on 

budget estimates 
– This method is not sufficient to determine the 

amounts to be charged to the IV-D program.
– Only actual expended funds based upon accurate 

time records are allowed to be charged to the IV-D 
program. 
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Personnel Expenditures
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Bonuses, Etc.
• Bonuses and Compensation above Base Salary

• CSB issued Guidance 07/24/2015
• Bonuses above an individual’s salary are allowable
• Must be reasonable
• Must be part of a written agreement or written office 

policy
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Bonuses, Etc.
• Bonuses and Compensation above Base Salary

• Bonuses paid from incentive funds do not require county 
fiscal body approval  (Exception:  Per Indiana Code, salary 
increases to elected officials from incentive funds require 
fiscal body approval)

• Requirements of reasonableness and written documentation still 
apply (CSB has examples to share)

• Incentive compensation based on performance is 
allowable

• Again, must be reasonable and part of an established and 
documented plan in place prior to incentives being awarded
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Bonuses, Etc.
• Bonuses and Compensation above Base Salary

• Should be consistent between federal (IV-D) and non-
federal (non IV-D) activities

• If inconsistent between IV-D and non IV-D, office 
should be able to support the difference in 
compensation

• Bonus program created to boost IV-D performance numbers
• Additional skills and knowledge required of IV-D staff
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Construction, Etc.
• Construction, Major Renovations, Facility 

Improvements
– Construction and major renovations are not allowable 

costs which can be directly claimed for reimbursement or 
paid from incentive funds without prior approval from the 
awarding agency

• Costs are recoverable through depreciation methods

– Many facility improvements are allowable
– Maintenance and general upkeep are allowable costs

• Replacing worn carpet, painting, repairing a broken window, 
janitorial services, etc.
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Construction, Etc.

• Construction, Major Renovations, Facility 
Improvements
– If specifically required for the federal award, 

rearrangements are allowable as a direct cost if approved 
by the pass-through entity (DCS/CSB) or federal awarding 
agency

• Building walls and adding door to add a 2nd barrier to federally 
protected information

– Other rearrangements allowable as indirect costs
• Building new offices, remodeling of office space
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Bonuses, Construction, Etc.
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Inventory Listing
• Original cost is over $500.00
• IV-D funds (FFP or incentive funds) used to 

purchase the equipment
• List maintained and updated by the individual 

county office at the time of purchase
• List item regardless if purchased with 100% 

IV-D funds or partially with IV-D funds
• Physical equipment inventory is required to be 

completed every two (2) years. 
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Inventory Listing
• Rented and leased equipment – no federal 

regulation requiring to be on List
• County Auditor’s inventory listing generally 

insufficient
• 45 C.F.R. § 75.2; 45 C.F.R. § 75.320; 45 C.F.R. §

95.700 et seq.; 45 C.F.R. § 304.24. 
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Inventory Listing
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Questions?
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Contacts

• Child Support Audit Team
– CSBQA@dcs.in.gov

• Adam Norman, Deputy Director
– Adam.Norman@dcs.in.gov
– 317-232-0642

– Donna Frank, Personnel and Legal Operations Counsel
– Donna.Frank@dcs.in.gov
– 317-234-7970

mailto:CSBAudit@dcs.in.gov
mailto:Adam.Norman@dcs.in.gov
mailto:Donna.Frank@dcs.in.gov
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