NORTH CAROLINA HEALTH & WELLNESS TRUST FUND COMMISSION


MONTHLY EXPENSE REPORT SUBMISSION
Grant contracts require all grantees file Monthly Expense Reports (MER)  in a format provided by HWTF, detailing the grantee’s expenditures within approved budget categories.  HWTF provides an individualized Excel Workbook to each grantee containing worksheets (tabs) for: 1) the Approved Budget, 2) Monthly Expense Report, 3) Budget Adjustment Worksheet. This workbook is updated by HWTF and returned to individual grantees at each contract renewal and at the time of each approved budget adjustment.  Most fields in the workbook are locked to protect the integrity of formulas. 
COMPLETING THE MONTHLY EXPENSE REPORT (MER)
· Enter the allowable reimbursable expenses (on a cash basis) incurred under that month’s column for the appropriate approved budget category. If you exceed an approved budget line item, a Budget Adjustment Request must be submitted and approved prior to the MER being processed for payment. You may submit a Budget Adjustment Request at the same time that you submit your MER or at anytime that you anticipate expenses will exceed the approved budget. (See document entitled Budget Adjustment Instructions for HWTFC Grants for more details.)
· If you find that you have reported expenses in a previously submitted MER incorrectly, DO NOT go back to a past month to correct / adjust expenses.  The correction / adjustment must be made in the current month of an MER as either a debit or credit.
· Submit the MER by the 20th day of each month by emailing it to hwtfc@healthwellnc.com. The 20th is the deadline regardless of the status of a previously submitted Budget Adjustment Request. Grantees that do not spend any grant funds during a given month must still submit a report.  Early submissions are encouraged and all reports must be submitted by email.
· The Financials Workbook including your MER must be attached to an email, AND  both the email AND THE  attachment must be titled in the following manner:
566980328_ OrgName_InitiativePhase_TRM1FinancialsAPPROVED_JUL 09
Components of this title for your individual organization are:
566980328 – Federal ID Number of your Organization

OrgName – Short title of your Organization

InitiativePhase – Acronym for HWTF grant initiatve (i.e. FC, TTUPC, CTUPC, DISP)
TRM1FinancialsAPPROVED – Grant term and report title


JUL 09 – Month and year expenses were incurred (this should be updated by the grantee each time you submit a new month’s expenses)
· Grantees reporting expenses on an MER  in any budet category titled “Other” or “Media” must include an explanation in the body of the email clearly detailing the nature of these expenses.
MONTHLY PAYMENTS

Grant reimbursement payments are made during the first week of the month following the MER submission. (For example, July expenses are due by the 20th of August and result in a payment the first week of September). Grantees that do not submit MERs by this deadline will be placed in a non-pay status until the report is received and approved and may experience an additional month delay in payment processing.
