PROJECT CASH REQUEST

INSTRUCTIONS

IMPORTANT:
1. The Ohio Department of Education (ODE) will initiate the first payment of project funds to school districts and agencies upon project approval.  Subsequent payments must be requested as needed and for immediate cash needs.

2. Funds may be requested for a maximum of one (1) month plus any negative cash balance.

3. A justification of need must be included for EACH monthly request in excess of 10% of the approved amount.  Grants Management will reject Project Cash Requests (PCR) if a justification is not provided.  Justifications must be made for legitimate business needs.  Business needs such as “closing the project this month” or “want to remove from books” are never approved.

4. Use the current PCR form to request cash.  Discard old forms.  Old forms or forms not prescribed by ODE will not be accepted for payment.

5. To comply with the “Cash Management Act” 31 CFR part 205, the time lapsed between the receipt and disbursement of funds must be minimized; this includes any draw down of project funds by June 30.  Funds MUST be expended within the period of time for which cash is requested.  Failure to spend funds in accordance with 31 CFR part 205 could result in an audit finding and/or questioned cost and repayment to ODE as well as placing the entity on reimbursement for grant funding.

6. For projects using paper cash requests, a PCR should be submitted at least 3-4 weeks before cash for a project is needed.

7. DO NOT fax a PCR.  Faxed PCRs will not be honored by ODE.

8. Cash requested for the month AFTER the project ending date must be for a negative balance or to liquidate encumbrances ONLY.  If the request is to liquidate encumbrances, the request must be limited to the encumbrances which will be liquidated in the requested month.
9. A PCR may not be approved if the Final Expenditure Report (FER) for a previous project is delinquent or discrepancies are not corrected in a timely manner.

10. The Ohio Department of Education may not be able to make payments on grants that have been de-obligated (closed) by the Federal awarding agency or for which state appropriation authority has lapsed.  (It is important that FERs be submitted on or before the due date.)
11. ODE, under authority of state payment rules, will not make payments of $2.00 or less.  Unspent cash of $1.00 or less does not have to be refunded.

1. GENERAL INFORMATION:
· School District/Agency – Enter the COMPLETE name of school district or agency submitting request.

· Project Number – Enter the COMPLETE project number – IRN plus project identifier (e.g. 12345 + C1-S1-2000).

· County – Enter the name of the county where the administrative office or fiscal agent is located.

· C.F.D.A No. – “Catalog of Federal Domestic Assistance”, check the list of federal projects on the ODE Grants Management website (e.g. Title I = 84.010).

· U.S.A.S Fund No. – “Uniform School Accounting System”, check the list of federal projects on the ODE Grants Management website or in the current U.S.A.S. Manual (e.g. Title I = 572).

· Cost Center No. – (Optional) This is a number that may be used by districts or agencies to identify the project in their accounting system.

2. FISCAL SUMMARY:
· Final Allocation – These are funds allocated to a district or agency to develop the program.

· Amount Approved – This is the amount approved by ODE to operate the program.  (Must equal amount on budget).

· Fiscal Information As Of – Use date of this project cash request.

· Cash Received – This is the amount of cash that has been received for the project as of the date of this request, 2C.

· Total Expenditures – This is the total amount of project cash expended as of the date of this request, 2C.

· Cash Balance on Hand – This is the unexpended project cash on hand, 2C(1) minus 2C(2).

· Can Operate with Cash Balance on Hand Until – This is the approximate date to which the district/agency can operate with the cash balance on hand, 2C(3).

· Project Cash Available – This is cash for this project that has not been requested from ODE, 2B minus 2C(1).

3. MONTHLY PROJECT CASH REQUEST:
· Project Cash Request – Cash may be requested for a maximum of one (1) month plus, if applicable, any negative balance noted on 2C(3).  The cash must be expended within the period of time for which it is requested.

· If applicable, enter any negative amount noted on 2C(3).

· Enter the amount of cash needed for the month after the date on 2C(4) or the amount needed to complete the month.

· Enter the amount of cash needed to operate for the designated month.

· Enter the amount of cash needed to operate for the designated month.

· Total Amount Requested – Enter the total amount of project cash requested:  A(1) + A(2) + A(3) + A(4)

*
Justification of need: Provide justification of need for all requests in excess of 10% of the approved amount or where the remaining cash balance exceeds 10% of the approved budget and a request for an additional advance is made.
4. FISCAL APPROVAL:
Complete as directed.  Completing the approval indicates that the project cash request is being submitted in accordance with the approved application and any applicable laws and regulations.
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