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Introduction

Grantees request grant funds by submitting a Cash Request (CR). All requests are
governed by the Cash Management Improvement Act (codified as 31 CFR part
205), 2 CFR 200, EDGAR, and State regulations. Together, these guidance pieces
outline the requirements and regulations that grantees must adhere to when
submitting a Cash Request.

This guidance in no way captures all the federal and state requirements. It only
serves as a summary of these requirements. Please be sure to review all federal,
state and grant requirements, in addition to program and Cash Request
assurances. Contact the office of grants management or program office with
questions.
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https://www.ecfr.gov/current/title-31/subtitle-B/chapter-II/subchapter-A/part-205#part-205
https://www.ecfr.gov/current/title-31/subtitle-B/chapter-II/subchapter-A/part-205#part-205
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200#part-200

Cash Request

Depending on the type of application, submit a Cash Request (CR) either online through the
One Funding Application(OFA), or via paper using the standard and most current form
developed by the Ohio Department of Education (Department) and available on the Grants
Management website.

When a grantee submits a cash request, the grantee agrees to all the
requirements and regulations outlined in the program and Cash Request
assurances. A summary of the assurances relevant to the Cash Request follows.
To view the complete version of program and Cash Request assurances, follow
instructions below under “viewing assurances” below. Grantees are responsible
for reading and understanding all assurances.

Cash Request Assurances:

1. Asrequired by the Cash Management Improvement Act (codified as 31 CFR part 205
and 2 CFR 200), cash advances are limited to the immediate cash needs of the
requesting entity. By submitting this cash request, the entity certifies that this request
follows the Cash Management Improvement Act, and 2 CFR 200 and advance funds
will be disbursed within five business days of receipt.

2. Forcash requests submitted in July, August or September from the previous year’s
grant, the entity certifies that the underlying obligations were made prior to June 30.

3. By submitting this cash request, the entity certifies that the obligations incurred under
this project, for which funds are requested, were made within the period of availability
outlined in the grant agreement.

4. Multiple advance requests may be submitted if the funds received are disbursed
within five business days of receipt. Organization can request advance plus any
applicable negative balance.

5. Advance payments must be as close as is administratively feasible to the actual
disbursements. Advances must be pro-rated to meet immediate cash needs and
advance funds must be disbursed within five business days of receipt.

6. By signing this report, | certify to the best of my knowledge and belief that the
information provided herein is true, complete, and accurate. | am aware that the
provision of false, fictitious, or fraudulent information, or the omission of any material
fact, may subject me to criminal, civil, or administrative consequences including, but
not limited to violations of U.S. Code Title 18, Sections 2, 1001, 1343 and Title 31,
Sections 3729-3730 and 3801-3812.
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http://education.ohio.gov/Topics/Finance-and-Funding/Grants-Administration

Program/Grant Assurances:

1.

The grantee will accept funds and administer the program in accordance
with Federal and State statutes, regulations, program plans, grant
agreements, applications and amendments.

The grantee will maintain records and provide access records in the
conduct of audits authorized by Federal Law or State Statute. The grantee
shall maintain records for 3 years following completion of the activities for
which the grantee uses the federal or state funding. View guidance on
required support documentation on the Ohio Department of Education’s
website.

The Grantee has until Sept. 30t to pay obligations that existed prior to
June 30%™. If the grant is a paper project, the Grantee must pay the
obligation no later than Aug. 30t".

All the expenditures (or monies spent) that are charged to the grant
provide benefit to the grant during its “period of availability”. For
obligations entered late in the year, the grantee must be able to show
how the expense will benefit the current grant period.

A CR cannot be submitted, and likewise will not be approved, if the Final
Expenditure Report (FER) for a previous project is delinquent. FER
discrepancies must be corrected in a timely manner. It is imperative that
FER’s are submitted onor before the due date. See Final Expenditure
Report instructions for additional information.

The Ohio Department of Education may not be able to pay on grants that
have been closed (or de-obligated) either by the Federal Agency who
awarded the grant; or by the state when the state’s appropriation
authority has lapsed.

The Ohio Department of Education operates under state payment rules. As
a result, the Department will not make payments of $2.00 or less. Likewise,

unspent monies of $1.00 or less are not required to be refunded by the
grantee.

Note: Occasionally, the dates detailed above may vary. Be certain to check the
grant agreement to verify the period of availability for your grant.

*Some grants do not allow advance fund payments. Failure to adhere to grant
assurances could result in unallowable expenses, repayment of funds, or
temporary suspension of advances and/or grant payments.
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https://education.ohio.gov/getattachment/Topics/Finance-and-Funding/Grants-Administration/Managing-Your-Grant/Budgeting-Expenses-and-Required-Support-Documentation.pdf.aspx?lang=en-US
https://www.youtube.com/watch?v=9LOwmJeh-gA
https://www.youtube.com/watch?v=9LOwmJeh-gA

CR Glossary

Allocation
These are funds awarded to a district or agency to develop the program.

Assistance Listing Number

For federal awards only. This number is assigned to grant awards funded by the
federal government. For state grants, N/A is displayed in this field.

Available Budget

This is the amount approved by the Department to operate the program in the
most current budget. This amount will be the same as the allocation amount
above unless part of the funding is being held by the Department is not currently
budgeted or the grant covers multiple years. Funds may be held by the
Department due to possible reduction or elimination by the United States
Congress or Ohio General Assemble in accordance with program/grant
assurances. Refer to program assurances for additional information.

Fiscal Information As Of

Use ending date reflected on financial report that was generated to capture
expenses by object in section Fiscal Summary) of CR. If expenses are tracked in a
file such as excel, enter the date the most recent transaction/expense was paid.

Cash Available

This is cash for this project that has not been requested and is available to
request from the Department (available budget minus cash received).

Cash Balance on Hand

This is the unexpended portion of project cash received to date (cash received
minus total cash basis expenditures).

Cash Received

This is the amount of money that has been received for the project as of the date
of this request.

Special Cost Center

This dimension is to be used to track receipts and expenditures associated with
individual activities which are part of a multi-purpose program and are time or
event dependent (i.e., will expire after a certain fixed period or after something is
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accomplished). The assignment of code numbers for this dimension is the
responsibility of each school district and should be done in such a manner to
most efficiently and effectively account for the costs associated with activities as
defined above.

Total Cash Basis Expenditures

This is the total amount of project cash expended as of the date of the request.
The amount equals the total of expenses by object entered in the Total Cash
Basis Expenditures by Object Code section of the CR.

Uniform School Accounting System (U.S.A.S.) (Fund
number)

This number should be used to receipt grant payments and track expenditures.
The number is found in the current U.S.A.S. manual (i.e. Title | =572).

State grant fund codes: 4XX Federal grant fund codes: 5XX

7| Creating a Cash Request (CR) | 2025
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https://ohioauditor.gov/publications/uniform_school_accounting_system_user_manual.pdf
https://ohioauditor.gov/publications/docs/uniform_school_accounting_system_user_manual.pdf
https://ohioauditor.gov/publications/docs/uniform_school_accounting_system_user_manual.pdf

One Funding Application User Manual
Roles, Access, and Navigation

OEDS ROLES

e Data View Funding- role assigned at the IRN level of an organization within Ohio
Educational Directory System (OEDS) that allows the user to search and view grant
applications and other information for that organization within the One Funding
Application (OFA).

e Data Entry Funding- role assigned at the IRN level of an organization within OEDS that
allows the user to search, view, edit, and submit grant applications and other
information for that organization within the One Funding Application (OFA).

e Treasurer or Fiscal Representative- role assigned at the IRN level of an organization
within OEDS that allows the user to search, view, edit, submit, and approve grant
applications and other information for that organization within the One Funding
Application (OFA). This role also is able to create and submit cash requests (CRs), Final
Expenditure Reports (FERs), along with data collections.

e Superintendent or Authorized Representative- role assigned at the IRN level of an
organization within OEDS that allows the user to search, view, edit, submit and
approve grant applications and other information for that organization within the One
Funding Application (OFA).

How to complete a Cash Request
Step 1: Financial Report

Run a year-to-date financial report (summary) by object: Review and note the
monetary amounts that have been spent in each object category.

Note all expenses must be tracked in a financial report. If you do not utilize
accounting software, Excel can be used to track your expenses. Review this
sample financial report which shows the level of detailed required.

In addition, supporting documentation is required to be submitted upon
request from the Department.
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https://education.ohio.gov/getattachment/Topics/Finance-and-Funding/Grants-Administration/Managing-Your-Grant/Sample-Financial-Data-Spreadsheet-Generic.xlsx.aspx?lang=en-US
https://education.ohio.gov/getattachment/Topics/Finance-and-Funding/Grants-Administration/Managing-Your-Grant/Budgeting-Expenses-and-Required-Support-Documentation.pdf.aspx?lang=en-US

Step 2: Log in and Access

To access the One Funding Application, you will need to login to your OH|ID
account and open MyApps. For help click here.

®OHID

Ohio's Digital Identity.
Accou

From MyApps, select the ED STEPS Tile.

EDSTEPS Dackboard  Planning Dashboard v Reports ™ Admin v/

AIEDSTEPS

Organization View As
uuuuuuuu o a5
® Education and Workforce Department's System of Tiered E-Plans and Supports
5 #5ui elop o
One Needs Assessment One Plan
eeds Assessment Toolfor denti . plan ent will need to be completed PRIOR 1o completing the One Plan.
i - (7]
m (- (-
s .j
= - Document Library EDSTEPS Website DEW Website
One Funding Application Supports Schools Tool - One Plan Progress
Monitoring

Grant Application System
Tool for districts and schools to monitor the
progress of their One Plans,

This will take you to the ED STEPS dashboard which will contain mini tiles based on your
assigned roles. To enter the One Funding Application, select that tile from the dashboard.
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https://ohid.ohio.gov/wps/portal/gov/ohid/home
https://ohid.ohio.gov/wps/portal/gov/ohid/help-center/help-logging-in

Once selected, it will open the One Funding Application dashboard where you will select your
organization before clicking on “View / Update Applications”.

OF# Dashbuard

Welcome to the new One FundmgAppllcatlon (OFA)

orthemesus

We will contine o buid out this page in the near future to better serve you.

District RN

Y
| @ VienlUpdate Appications
Nl i

Ohio Department OF Education and Workforce

Stephen D Dackin Diestor] 25 South Frort Svest. Columbs. i 43215
1-877-644-6338 | Sign-up o r.Mersl| contact.center@education.ohio.gov

Michael DeWine, Governor | PrivacyJobsEmployees | Site MapContact DEW

“The Deparmentof Exheaion and Workoes s an eyl opportsty provider of A senviees

Step 3: Navigate to the Cash Request Screen

At the top of the screen, click on Grant Tools. This is the white banner at the top of the screen
which contains menu items in the middle of the banner. This menu will populate at the top of
each page as you navigate within the One Funding Application.

ey
r—
Welcome to the new One Fundmg Appllcatlon DFA)\
a0 the o applications, or the mans.
S S —
¥ Dt v
(e \RenUpdate Applications \

Ghi

1-871-6«-un| i
Michael

Click on Cash Requests.
= o e

prevtes OFADEMbow  sech  GrantTos - 0
?rﬁﬂi Tools —

Use the drop-down arrow to select the Award Year. Then, select the Grant Application Name

from the list. The grant can also be found usmg the “Enter Filter Keywords” search.

= e maen OFADishbosnd  Sasrch 20

Grant Cash Reque“sEEI\lc:emew
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Click on the Create Cash Request button.

Grant Cash Request Detail

2026 - WOEA Early Chiléhond Special Education - Cansolidated - Revision 1

Grant Information

Cash Requests
Step 4: Complete Cash Request
CASH REQUEST PAGE
Cash Request Page screenshot is below. Workflow is highlighted.
= oo o s 29
[oren e |

g

Cash Request

o

o

General Information
Expend‘;u;ﬁﬁd - . B
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EXPENDITURE GRID

Enter the amount paid in each budget approved object code 100, 200, etc. This
section of the CRis year-to-date, amounts entered should only reflect the
expenses that have been paid-to-date. Do not include any additional expense
amounts in this section (i.e. encumbered amounts). Expenses must be
reasonable, necessary and within grant period of availability.

Salaries (100) - Gross salaries for employees that are on the payroll (W2
employees).

Benefits (200) - Amounts paid by the grantee on behalf of employees. Not
included in the gross salary, these amounts are over and above it. (i.e., workers
comp, payroll tax, tuition reimbursement paid directly to employees)
Purchased Services (400) - Amounts paid for personal services rendered by
personnel who are not on the payroll. While a product may or may not result
from the transaction, the primary reason for the purchase is the service provided
to obtain the desired results (1099 contracted employees, postage,
travel/mileage, tuition reimbursement paid directly to the school).

Supplies (500) - Amounts paid for material items of an expendable nature that
are consumed, worn out, or deteriorated from use, or items that lose their
identity through fabrication or incorporation into different or more complex
units or substances. (Under federal guidelines, computers under $5,000 are
considered a supply. However, grantees are required to follow their established
capitalization policy when determining what qualifies as a supply).

Capital Outlay (600) - Expenditures for the acquisition of, or additions to, fixed
Assets - i.e., equipment, school buses. (Under federal guidelines, capital outlay
expenditures must be over $5,000. However, grantees are required to follow
their established capitalization policy when determining what qualifies as
capital outlay).

Y Education &
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https://education.ohio.gov/getattachment/Topics/Finance-and-Funding/Grants-Administration/Managing-Your-Grant/Key-Terms.pdf.aspx?lang=en-US

Other (800) - Amounts paid for goods and services not otherwise classified
above. (Indirect costs -not general management of grant, memberships).

FISCAL SUMMARY

= o

-

Cash Request

- [rrr——— vt s

e s o e st e v

Enter the “Fiscal Information As Of” date. This date is reflecting that “as of this

date” these are the amount of payments that have been issued against the grant.

See the CR glossary for additional information.

All other fields in the Fiscal Summary section are auto populated. Please see the
CR glossary for an explanation of these fields.

FUND REQUEST

When the total cash basis expenditures are greater than the cash received, the
system will automatically calculate the negative cash balance on hand in the
fiscal summary and the negative amount in the fund request of the CR.

13| Creating a Cash Request (CR) | 2025
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ADVANCES

Fund Request

Requesting an advance is optional. Multiple advances can be requested in one
month. However, all advances must be expended within 5 business days of
receipt. Payments take between 5-10 days to be received by the grantee.

Some grants do not permit advances. Contact the program office consultant
with questions.

JUSTIFICATION OF NEED (ADVANCE)

+ Explain need for Advance Amount and include date advance will be
liquidated.

« Explain in detail how funds will be utilized (i.e., payroll, purchased
services, supplies), the date and amount to be paid within five business
days of receiving funds. Inappropriate business needs such as “closing
the project this month” or “want to remove from books”, will NOT be
approved.

+  Explain need for Advance Amount when Cash Balance On Hand exceeds
5% of Available Budget.

«  When cash on hand exceeds 5% of the allocation, you must provide a
complete explanation why this cash has not been used in accordance
with the Cash Management Guidelines. You must also specify how and
when this cash will be immediately liquidated. Repeated violations of
cash management guidelines could result in the grantee being placed on
reimbursement.

Once you have completed requesting advances and adding justifications,
proceed with approving the CR.

SUBMISSION DATES AND REQUIREMENTS:

e Between the 1st and the 24th of the current month: The current month is
required.

e On or after the 25th: The next month is required.

o If you submit a Cash Request (CR) on or after the 20th: If the
Department is unable to approve the CR before the 25th due to
weekends, holidays, etc., the CR will be returned so the advance period
can be updated to next month.

Y Education &
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o System validations: These prevent the Department from approving a CR
on or after the 25th that reflects the current month since the payment will
not reach the grantee until next month.

« Ifthe CRis returned: The grantee should update any necessary
information before resubmitting the request.

UPLOAD SUPPORTING DOCUMENTS

Documents relating to the specific grant. A user can upload/view a document(s) within the
grant application stepper.

iAttach Cash Request Supporting Documents

Document(s) on File option will open on the right-hand side. It is here where you can either
Add Document or View the documents that have already been uploaded to this application.
To Add Document, click Add Document button. Up to five documents can be uploaded.

Dopartmant of

Detail Caih Request Document/s) On File: x

Special Education - Consolidated - Revision |

General Information

Current Seatus: Draft Started  Assistance Lising Humber (AL B4ATIA  US.AS. Fund Code: 38

Expenditure Grid

....... i 500 Suppiies 500 Capieal Dutlay 500 Gther ol

= B E &

il 2 &

Select Document Type.
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= G Daperimentor OFADashboard  Search ols  OFAReports
T — Workfarce

Grant Cash fequest Overview | GrantCash Request Detsil | Cash Roqast

Cash Request

2026 - IDEA Early Childhood Special Education - Consolidated - Revision 1

o—:

Cash Reguest R A—

General Information
Currnt Seatus Draf Started At Lsting Namber (LW SLATIA  USAS.Fund Cod 881 Cast Center Code

Expenditure Grid

100 Salaries 200 Retirement Fringe Benefits 409 Purchased Services. 300 supplies 00 Capital Qutiay 850 Other Total

1000 mstructon s suco 00 000 o0 s s0m
2000 Supporsing Serices 000 s 5000 00 o0 o £
2590 Indirect Costs $0.00 000
3000 Operation o an- o
i ctionaljshared Services $000 8000 $000 $000 $0.00 000
3240 Hon Public Equitable
Services 5000 o
5000 Facilies Acavintion A
et 5000 5000 5000 5000 000 5000 o
T s0.00 000 som sosn s000 S0t )

0 Bacumants) x

FTRRS— =]

*Seleet Document Type = v

Once document type is selected, a drag file here or browse for files box will open to allow user
to add the document(s) to be uploaded to the cash request.

= o OFA Dashboard GantToos  OFARsparts
—— Workfarce

Grant Cash Rewest Overview Grant Cash Roquest Detad | Cauh Rquest

Cash Request

2026 - IDEA Early Childhood Special Education - Consolidated - Revision 1

o—

Cash Request Canh et Assurances

General Information
CurmentSatus DA Sarted  Assisance Ustng Nambe (AN SAATIR  USAS. Fund Code 3BT CostCenter Code

Expenditure Grid

00 Salaries nge 500 Supplies. 600 Capital Outlay 00 Gther Tatal

1000 structon 5000 soo0 som s000 s000 s000 o0
2000 Supporting Services 5000 5000 3000 $0.00 3000 5000 ad
2500 Indirect oty $0.00 00
3000 Operation Of Han-
e w00 s s000 sa00 000 s000 g0
2260 Hon Public Equitable
Services 3000 50
5000 Faciies Acistion A
= o 5000 5000 3000 5000 3000 5000 su00
o s000 s000 S0 s sam som 00

To Preview the document uploaded, click on the document name.

Document(s) On File

Add Document

X

° Filter

test_doc.xlsx

Type: Detailed_Financial_Report
Date: 06,/24/2025

[i){=](e]

16 | Creating a Cash Request (CR) | 2025
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Add Document (s) x
“Required
e Do e v
Detailed Financial Report ~

*Drag file(s) here to upload or click here to
browse for files.
Maximum Size 100 MB

snsions are accspiod o, decs, i, j9eg, /o, mht,
B, A, DA, PR, PR, A5, WA, PO, s, 1B, K, HIsx, Hip
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This icon has a number below to show how many documents are
uploaded.

Document(s) On File

<]
Add Document 2

test_doc.xlsx

Filter

Type: Detailed_Financial_Report
Date: 0&/24/2025

[i)[=][s]

COMPLETE/SUBMIT CR

ASSURANCES
Click the “Next” button to go to the Assurances page.

To agree to the Assurances, click the box at the bottom of the page. Then click the back
button to complete the CR.

— % Department of
— Education &
= L7 Workiorse

. 20
5
Cash Request '
2026 - IDEA Early Childhood Special Education - Consolidated - Revision 1 v
o— o
S e
Gy
Assurance
Es“m““! T |]4)‘,m|hg||-i|‘€a| v ey i;|; i i i L complete, and accurate. | am awasre that the provision of fslse, fictiticus, o fraudulent informat ivil, o S Code Title 18,
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On the CRinitial page, click the Complete button to move to the next status. Click the Delete
button to delete CR and start over.

— S— [ ]
= Fip OFADsbbosd  Sewch  GantToss  OFARepors -
p—— et Workiorce

p— CashRquest
Cash Request
2026 - IDEA Earty Childhood Special Education - Consolidated - Revision 1

o—©0

Cash Rogquest Cash Reguest Assurances

] | oo st
H|  oastne

Assurance

2 lbeited in Juty, Augst o,
that the underlying sbligations were made prir to June 30

. ‘compete, and accurate | am awsre that the provision of s, fictitis,or fraudulentinformation, or i i iminal, i, or tuding, bt iams of .5, Code Ttk 18,
Sectians 2, 1090, 13143 Tile 31, Sections 3129- 3730 and 13013812

After clicking the Complete button, a Comment box will open. Comments are optional. Click
the Complete button under the Comment box to move to the next status.

A 9 2]

..... et
]

Cash Request

2026 - IDEA Early Childhaod Special Education - Consalidated - Revision 1 b
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On the Cash Request page, the status of the CR is “Draft Completed”. Next, the

treasurer/fiscal representative must approve the CR to be submitted to
DEPARTMENT for review and approval.

Jo] Departmant of
= Dl aienions
— ./ Werkforce

Be
[}

Grant Cash Roquest Overview | Grant Cash Request Detail | Cash Request

Cash Request

2026 - Carl B. Perkins Adult - Career-Technical and Adult Education - Revision 1

(((((((
| o compl
Assurance

By submittng this documert

L. asrequied by the Cash

After clicking the Approve button, a Comment box will open. Comments are optional. Click
the Approve button under the Comment box to move to the next status.

— ]
= i b oravatboas Search o — 2
= Wruma

Cash Request

2026 - IDEA Early Childhood Special Education - Consolidated - Revision 1

v
Cash Request (Cash Request dssurances

( ack )

cuns st
o Campiend

Approve

 Comment (Optional)
o sfection does o

reguire & Ecenment you may cick the ‘Approve” button st amtime,

Education &
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Once the status has been changed to “DEW Accounting System Accepted ”, the CR has
been submitted to your grants management consultant at the DEPARTMENT for

approval.

= o

Cash Request

2026.-T2T Support

",:cy.'\
| =

Fistal Ropresentative Agprove | O ACton Ausiiclc

Assurance

To not approve the CR, click the Do Not Approve button.

delete the CR by clicking the Delete button.

o

wision 1

Be
- )

< -0

There is also a choice to

Be
©

After choosing either of these actions, a comment will need to be entered. Click on
the Do Not Approve or Delete button below the comment box to complete the action.

Do Not Approve comment needs to be en

areer-Technical and Adult Education - Revision 1

tered here.

Be
©

This will be the Do Not Approve status displayed.
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Cash Request

2026 - Carl D. Perkins Adult - Career-Technical and Adult Education - Revision 1

o—oO

Cash Request Cash Request Assurances

Current Status
H Fiscal Representative Returned Not Approved Complete Delete

Delete comment needs to be entered here.

T R B o O}
= G #A Dashibos A Report -
== 7 Workforcs
2026 - Carl D. Perkins Adult - Career-Technical and Adult Education - Revision 1
Cash Request Cash Request Assurances v
(paek )
Curent Status
8
Delete

This will be the Delete status displayed.
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2026 - Carl D. Perkins Adult - Career-Technical and Adult Education

o——0

Cash Request Cash Request Assurances
E:::i:;Stalus NoAction Available
VALIDATIONS

Allows user to see the current list of errors and warnings related to the current grant

application instance, as well as links to the page where the validation can be corrected and
the ability to refresh the current list of validations.
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To see a full list of validations and to revalidate the application, select the checkmark from the
right-hand side of the grant application. Click on the blue down arrow to open the list.

Validations X

=]
0

I N Filters and Revalidate I

Totals: 0 Error(s), 0 Warning(s)
v

o

Click on the “Revalidate All” button to generate a list of warnings and errors for the grant
application. Notice that the checkmark is updated with the number of warnings and errors.

validations X

Success

v X
Revalidation completed.
1

/™ Filters and Revalidate

Revalidate All Latest: 8/27/2025 3:17:28 PM

Filter By Source:
All ~

Q

Filter By Text

Totals: 1 Error(s), 0 Warning(s)

Error

Request

Total Amount Requested must exceed two dollars.

~
[

Search
Funding Application Search

Navigate the OFA Dashboard from the toolbar at the top of page. Use the drop-down arrow to
choose the organization. Then, click View/Update Applications to the list of grant
applications.

Y Education &
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he new One Funding Application (OFA)!

accass your g e e maras abo m

This is a page that is for grantees which contains a list of all their active grants for a given fiscal
year. For grantees, this is the main page for navigating into and out of grant applications.

- 09

Application Navigation

Organization: Columbus ity CTPD | View As: Disérict 13N | Change

General Information

Optional Field: Cost Center Number: This number is used by grantees to
recognize a project in their accounting system. The number is assigned by the
grantee and helps to easily identify receipts and expenses associated with a
specific grant or project. Use the following link to access the USAS manual for
additional information regarding fund and cost center numbers.

Creating a Paper CR

This section is for Paper CR’S only

1. For projects using paper cash requests, a CR should be submitted at least
2 weeks before cash for a project is needed.

2. Use the most current CR form to request cash and do not alter the form in
anyway. Discard old forms. Old forms or forms not prescribed by
DEPARTMENT will not be accepted for payment. Go to the DEPARTMENT’s

23| Creating a Cash Request (CR) | 2025 7  Workforce
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https://ohioauditor.gov/publications/docs/uniform_school_accounting_system_user_manual.pdf

webpage to obtain the most current version of the paper CR form (see
example below).

Example of a Paper CR

Project Cash Request Invoice Number
Ohio Department of Education 42302—-27315791.4
Submit to: Fiscal.Management@education.chio.gov

Example City Schools EDUD1-O00012345

Entity Name rchase Order Mumber (Required)

1. General Information
C.F.0LA. Number B4.027
USAS Fund Code 516
Cost Center Nurmnber 016
Salaries (100s) $25,000,000.00
Retirernent Fringe Benefits (200s) 4£500,000,00
Purchased Services (400s) $75,000.50
Supplies (500s) £600,000.00
Capital Outlay (600s) 4125 ,555.55
Other (&0s) 415,235 31
3. Fiscal Summary
Allocation $50,000,000.00
Avallable Budget $50,000,000.00
Flscal Information As OF | 10/25/15
Cash Recelved £1,000,000.00
Total Cash Basis Expenditures $26,315,791.36
Cash Balance On Hand -525,315,791.36
Cash Avallable $49,000,000.00
4, Fund Request
Negative Amount $25,315,791.36
Advance Amaount - ADVANCE MUST BE LICDATED WITHIN 5 DAYS OF RECEIPT - JUSTIFICATION REQUIRED BELOW | %2,000,000.00
Advancs Period | 11/15/15

Total Amount Requested
5. lustification Of Need

$27,315,791.36

Explain need for Advance Amaunt and indhide date advance will be Fquidated. Advance misst be lguidated within S days of receipt.
Advance needed to cover payroll expenses on 11/15/2015

Explain need for Advance Amaunt when Cash Balance On Hand exceeds 5% of Available Budget

By SUBTnItting G [T i Enkity Aprees T all of the Toia g rEquUIrEments and reguianons:
11} As reguired by the Cash Management Improvement Act [codified as 31 CFR part 205 and 2

CFR 200, cash advances are limited to the immediate cath nesds of the requesting entity. By
submitting this cash request, the entity certifies that this request is in compliance with the Cash
Management Improverént Act and 2 CFR 200 and advance funds will be disbursed within five

days of receipt. (2} For cash requests submitted in July, August or September entity certifies that
the underkying obligations were made prior to June 30. (3} By submitting this cash reguest, the
entity cerifies thar the obligations incurred under this project, for which funds are requested, were
rrade within the period of availability outlined in the grant agreement. {4) Multiple advance requests

may be as long as the funds received are disbursed within five days of receipt

Jane Doe Jane Doe 10/26/15
Name of Treasurer or CFO (typed) E-Signature or Signature of Treasurer/CFO Date
Address 123 E Examnple Street Clty  Columbus State: Ohio Zip 43215
Telephone 614-123-4567 Ext 10000 E-Mall  jane_doe@exampleschools.com

3. CRsfor paper projects must be submitted electronically to
Fiscal.Management@education.ohio.gov. Do not send copies of CRs to
your grants management consultant, program consultant, via fax or
through US Mail.

4. Ifincluding support documentation (final expenditure report,
financial report,etc.), ensure the CRis the first page of the document.

Refer to steps 1 and 4-8. (Information that relates to the electronic process is not
applicable. However, the guidelines within these sections are also applicable to
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https://education.ohio.gov/Topics/Finance-and-Funding/Grants-Administration/Managing-Your-Grant
mailto:Fiscal.Management@education.ohio.gov

Paper CRs).

THIS STEP APPLIES TO PAPER ONLY
Enter the following information:

e Entity: The complete name of the Grantee or Agency submitting the request.

e IRN: The number of the grantee that was awarded (received) the grant.

e County: Location of the grantee administration office or Treasurer’soffice.

e Complete Purchase Order Number: As shown in the Grant Award Letter.

e Catalog of Federal Domestic Assistance Fund Number (C.F.D.A): This is
found on the DEPARTMENT Grants Management website under the list of
federal projects (i.e. Title | = 84.010).

CR Troubleshooting

Occasionally, while completing CRs in the OFA, you will encounter error
messages. You must resolve any existing issues before the system allows you to
submit a CR. Please follow these steps to find the CR error messages:

1. Click on “return to CR Sections.”
2. Togo back to the CR, click on “request” and make corrections as necessary.

If you have questions regarding Cash Requests, contact your Grants
Management Consultant. To find your grants management consultant, click on
“address book” and then click on your consultant’s name to obtain contact
information.
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COMMUNICATIONS HUB

To contact or log communication with your assigned Grants Management or Program Office
representative in the One Funding Application, click the “phone” icon in the right-hand panel
of the grant application or cash request.

Communication X

| New Email | E

| Log Communication | o

o

D‘

[IShow Automated Emails (4a)

° Filter Communication List

Sender: Jeffrey Graham
Date: 10/7/2025, 1:00:00 AM
Receiver: Jeffrey Graham
Subject: Test

.« @3]

Communications: 1

To send a new email to a specific contact, click on new email. Any field marked with an
asterisk is required. If contact list is selected, it will pull from those individuals listed within
contact component. If role list is selected, it will pull from individuals based on their role.

Select a receiver from the populated dropdown and click a corresponding button to add them
to the receiver list.

Communication X
New Email A
“Required | g
rom
Graham, Jeffrey Q
“Select Receiver Repository o

[| #® Contacts List Role List ] u
1
——
v < B
v
3
To Receiver List
Receiver List Is Empty
CC Receiver List
CC Receiver List Is Empty
*Subject
“Description
B IUS ¥ & HLH: E = X x; =B
Normal ¢ Normal : A K Sans Serif ¢ Tx @
Insert text here.
olnnno Max Character Count
571 Department of
-
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Add a subject and a description to complete the email and click send. To delete the email,
click the discard button and click “Yes Discard”.

Communication

x
New Email g
*Required = ]
“From
Graham, Jeffrey Q -
“Select Receiver Repasitary o
Contactsiist | ® RoleList D
“Select Receiver x 1
CY jir
v
To Recaiver List
Starkey, Ann @

CC Receiver List
approver, olaasa @

“Subject
Help Please

“Description
BIUS »mw HwH ES xx =&
Nomal ¢ Nomal s+ A W SesSeif ¢ L @

1am siruggiing and need heks wilh My grant appscation or cash request

€2 /5000 ax character count

| Attach Files

W 5ure you ofint to discard this email?|

It may take the system a moment to send the email before redirecting it back to the home
screen for the Communication Hub where the email will now be shown.

Communication X

[ e ]

-0

I Log Communication ] o

[DShow Automated Emails (%a)

° Filter Communication List

C"

Sender: Jeffrey Graham
Date: 10/7/2025, 3:59:15 PM
Receiver: Ann Starkey

@ Subject: Help Please
Communications: 1

Bl

w& EME

Sender: Jeffrey Graham
Date: 10/7/2025, 1:00:00 AM
Receiver: Jeffrey Graham

Q Subject: Test

Communications: 1

[i]
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To log a communication that has been received (either phone call or email) in One Funding
Application, click on the “Log Communication” button.

Communication

e |

[[ Log Communication I 4

[Cshow Automated Emails (%)

° Filter Communication List

Sender: Jeffrey Graham
Date: 10/7/2025, 3:59:15 PM
Receiver: Ann Starkey

@ Subject: Help Please
Communications: 1

]

Sender: Jeffrey Graham
Date: 10/7/2025, 1:00:00 AM
Receiver: Jeffrey Graham

Q Subject: Test

Communications: 1

[i]

=[P

G.

WQQME

Complete all required fields which are marked with an asterisk and click save.

Communication X
Log Communication >
*Required il
*Date
10/67/2025 ] ?
*Method
Email e U
2
“Select Sender EI
Starkey, Ann 4
v
3
“Status
Received ~

*Select Receiver
Graham, Jeffrey

“Email ——
Refresh@Fakemail.com [ ]

Add Receiver

*Subject
Cash Request

“Note

BIUS »w HH E= X¥x =&
Normal & Normal & A %  SansSeif 2 T,

Email was sent requesting a detailed financial report for a cash request that was submitied on
101612025

@11 /8000 Max Character Count

Attach Files
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Know Who to Contact

Grants Management Consultants handle calls regarding:

e CashRequest

e Final Expenditure Reports
e Payments not received

e Time & Effort

Contact your program consultant (DEPARTMENT
application contact) listed in the OFA address book with

questions regarding:

e Budgets

Allowable expenses
Maintenance of effort
Supplement not supplant
Time & Effort

OFA Technical Issues
Email ED STEPS or visit the ED STEPS website.

OEDS-R

OFA is updated via OEDS-R. Please ensure this information is kept current. If you
need assistance with OEDS-R, click here to locate the Data Custodian for your
organization type. B

Safe Account

For assistance with setting up a SAFE account, contact customer service at 1-
877-644-6338.
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https://education.ohio.gov/Topics/Federal-Programs/EDSTEPS
http://education.ohio.gov/Topics/Data/Ohio-Educational-Directory-System-OEDS/OEDS-R-Organization-Types-Data-Custodians-and-IRN

CR Frequently Asked Questions

| am unable to create a CR. Why?

Two things can cause this issue:

1. You do not have the role of Treasurer/Fiscal Representative. Only the
Treasurer/Fiscal Representative can create a CR. After the Treasurer/Fiscal
Representative creates the CR, anyone assigned the “OFA Data Entry Funding”
role can complete the CR and update the status through “Draft Completed”
status. The Treasurer must change the status to “Fiscal Representative
Approved”.

2. You have a pending CR for that grant. In the OFA, a new CR cannot be created
until the pending CR status changes to “State Accounting System Paid”. Once
the active CR status changes to “paid”, a new CR can be created.

Why and when do | need to attach documentation?

If the grant for which a CR is being submitted is a reimbursement grant* or if your
entity is on reimbursement™*, a transaction level financial report must be
attached to the CR. In addition, any related receipts, invoices, contracts and
proof of payment should also be submitted. These documents can be scanned
and uploaded as one complete file. If the file is too large to attach to the CR, the
documents can be emailed to your Grants Management Contact. You can find
your contact by clicking on “address book” in the OFA. Click on the contacts’
name to find their email address and telephone number.

For grants that are not restricted to reimbursement only and grantees that are
not in reimbursement status, documentation is not required to be attached to
the CR when submitted. However, if Grants Management determines that
documentation is needed before the CR can be approved, the CR will be returned
and an email sent to the treasurer/fiscal representative requesting the
appropriate documentation be uploaded to the CR. Once the documentation has
been uploaded, the CR can be resubmitted for further review. Note that all CRs
are subject to review.

*Reimbursement Grant - Some grants are reimbursement only grants. This
means that grantees must incur (pay for) expenses before requesting funds for
repayment. No advance funds can be requested.

**Entity on Reimbursement - Many grants allow advance payments. Due to cash
management guidelines, advance payments must be liquidated within five
business days of receipt. Grantees that continuously violate these cash
management guidelines can be placed on reimbursement status. Grantees that
are on closing, on the un-auditable list, or in fiscal emergency may also be
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placed in reimbursement only status.

What type of documentation do | need to attach?

If you wish to attach documentation before submitting the CR, attach a financial
report. The financial report should show the total amounts spent on each object.
If a more detailed report or supporting documentation (invoices, contracts,
proof of payment) is needed, the CR will be returned so additional information
can be uploaded. Uploading the new documentation will override any previous
document that was attached to the CR.

How long will it take to receive my funds?

Grants Managements goal is to review and approve CRs within 3 days of receipt.
CRs that are selected for a more detailed review in which documentation is
required may take longer depending on when the requested documents are
submitted to the DEPARTMENT. All CRs are subject to review by the
DEPARTMENT. Please submit requested information promptly to ensure your
request is reviewed in a timely manner.

Once the CRis approved by the Office of Grants Management, the status of the
CR changes to “ODE Accounting System Accepted” and approximate processing
times are as follows:

State funded grants (fund codes 4XX): 3-7 days Federal funded grants (fund
codes 5XX): 5-10 days

The fund code can be found on the project summary screen and on the Cash
Request in the general information section (section 1). See screen shots on pages
8 and 9, respectively.

Why can’t I request 100% of my funds?

Federal and state grant awards are subject to reduction or elimination by the
United States Congress or Ohio General Assembly at any time, even following
award and disbursement of funds. This information is part of your program
assurances. In addition, some funds are awarded based on a student count
which needs to be verified late in the fiscal year to ensure the appropriate
amount of funds is released. Due to these conditions, the DEPARTMENT withheld
10% of the award until verification has taken place.

When will | be able to request the last 10% of my grant?

The remaining 10% is normally released in late March or early April after
verification of the items described above.
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Why is my available budget amount and total available

amount different?

These amounts can vary due to the 10% being withheld by the DEPARTMENT as
described above. These amounts can also vary if all funds have not been
budgeted and approved.

Grant Application Name CarryOver Permitted Available Budget Total Available Amount
Carl D. Perkins Adult No 5197,526.67 $167,897.67

IDEA Early Childhood Special Education Yes $197,526 .67 $167,897 67

Ohio Literacy Leads No $197,526.67 $98,763.34

Title V-B Rural and Low-Income Yes $197.526 67 $167,897 67
Transferability/School Wide Pool *** No $0.00 $0.00

*** Denates a grant involved in an allocation transfer. Grants invelved in a transfer must create new Cash Regquests from the Transferability/Schoolwide link.

How do | update contact information in OFA?

You can assign and update roles in the OFA via the Ohio Educational Directory
System (OEDS). For help with assigning grant contact roles view guidance here
or contact the Data Custodian for your organization type.

Can | assign two different people in the Fiscal

Representative and Treasurer role?

No. These roles have the same responsibility. Only one person can be assigned
to this interchangeable role. This role must be assigned before CRs can be
submitted.

I need to submit my FER, but | have a final payment due.

If the FER is submitted and there are funds due to the grantee, payment will
automatically be generated once the FER is approved by the Department. Be
sure to report all expenses on the FER. See FER guidance for additional
information.

Additional Information for All CRs

Grantees are permitted to exceed their approved budget amount by no more than
10%. When obligations are expected to exceed more than 10% of the current
approved amount, grantees must request a budget revision. For OFA grants,
validations prevent grantees from entering more than 110% of their approved
budget amount. See Grants Management budget revision guidance for additional
information.
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