FEDERAL CASH REQUEST GUIDELINES


Beginning in 1996, the Kentucky Department of Education (KDE) established standards for requesting federal grant funds to ensure compliance regarding cash requests and excess funds sent to local school districts.   The purpose is to provide greater efficiency, effectiveness and equity in the exchange of funds.  Federal regulations prohibit the draw of excessive funds.  No local educational agency (LEA) are to profit from long term cash advances as the federal government loses money on interest payments and borrowing costs.  Please refrain from making any changes to the FCR workbook.  Remember MOA requests are not submitted on an FCR.  If there are any questions or concerns regarding grants that do not appear, contact your grants analyst.  You may refer to the following link below in the section named Federal Allocations for the applicable contact:
http://education.ky.gov/districts/fin/Pages/Federal-Grants.aspx
ASSIST System

The ASSIST System is the web tool used to submit the District Funding Assurances and the Federal Cash Statement of Assurance. Each district should have a least one employee that has access to this system. If a LEA doesn’t have access please contact Ginger Kinnard. Step by step video tutorials for using ASSIST are located on the Kentucky Department of Education Federal grants website.
 District Funding Assurances
A district’s funding assurance must be received prior to requesting New Year funds.  No New Year funds will be released until the assurances have been submitted to KDE.  The district funding assurance need to be completed in ASSIST and emailed to the KDE assurances inbox at kdeassurances@education.ky.gov . This email must come from the superintendent. The link to information about this assurance and email box is listed below. This assurance needs to be sent to KDE no later than September 30th.  
http://education.ky.gov/districts/fin/Pages/Comprehensive-District-Improvement-Plan-Funding-and-Finance.aspx
FEDERAL CASH REQUEST STATEMENT OF ASSURANCES (FCR SOA)
KDE requires an annual Federal Cash Request Statement of Assurance from the District Superintendent or director. The Statement of Assurance should identify who is allowed to send requests, their job titles, the name of the LEA, the signature of the superintendent or director, the date, and provide assurance that the preparation of the forms have been properly reviewed and approved.  The Federal Cash Statement of Assurance must be submitted in the ASSIST system. If the SOA is missing any of these items it will be rejected and sent back to the LEA. A renewal of the Statement of Assurance will be required at the beginning of each fiscal year and throughout the year as applicable to provide for changes in authorized personnel within the LEA.  Payments will not be issued until both a copy of the FCR SOA and the district funding assurance documents are on file at KDE. Historically, some districts have sent requests from multiple individuals during the same month which has led to overpayments. To address this issue KDE asks that one individual send the FCR. Designate the primary staff responsible for sending the FCR on the SOA. All backups should be listed in the event that the primary staff isn’t available. KDE will reject FCR’s that are sent from the same district from multiple staff for the same period.  Any of the individuals listed on the SOA are allowed to do so as long as KDE only receives one request. The beginning of the new fiscal year is July 1st. LEA’s should have the SOA’s completed and sent no later than September 30th. No New Year funding will be paid until the New Year SOA is submitted. This will prevent any held payments that may occur due to KDE not having an up to date SOA on file. New Year payments will be issued before the September 30th deadline as long as all required information has been submitted.
Perkins Plan

The Perkins Plan is not submitted on the ASSIST system. All eligible LEA’s are to submit their Perkins Plan to their CTE coordinator. No Perkins funds will be released until a plan has been submitted. Please have these plans submitted by the end of June.
 GUIDANCE FOR A FEDERAL CASH REQUEST
The Federal Cash Request form in Excel spreadsheet format (not PDF) may be submitted at any time by local educational agencies (LEA’s) in adherence to 34 CFR 74.22 for grants awarded prior to 12/26/14 and to 2 CFR 200 for grants awarded after 12/26/14 to receive Federal funds that have been allocated by the Kentucky Department of Education (KDE). The U. S Department of Education has provided guidance which is listed below.

Title 34, Code of Federal Regulations (CFR), Parts 75-79, 81 to 86 and 97-99 EDGAR is currently in transition. For awards made prior to 12/26/2014, EDGAR Parts 74 and 80 still apply. For awards made on or after 12/26/2014, 2 CFR Part 200, which includes the substance formerly in parts 74 and 80, applies.

Districts can either report on a reimbursement basis or request cash advances. KDE is no longer using the 1/9th principle. Requests for reimbursements will be accepted at any time for prior expenditures. Requests for cash advances will be accepted at any time but the LEA must only request what they need for up to 30 days per 34. CFR 74.22 (b) and 2 CFR Part 200.305 .LEA’s are allowed to ask for reimbursements and cash advances on the same form. KDE requests that districts do not ask for expenditures that are projected more than thirty days out. 
Federal Fiscal Year:  Within the federal cash workbook, there is a separate sheet for each active fiscal year.  The district or LEA must complete the applicable workbook tab for the appropriate grant year.   If your district or LEA does not receive funds for a particular grant or the funds for a particular year have been fully expended, then it is not necessary to fill in any information on that grant.  Only complete the lines that apply to your LEA and have available funds remaining to be spent.
Report for Period Ending:  This field identifies the date through which expenditures are shown in the expenditures-to-date column.  The date on the FCR form should be the same as the MUNIS reports that are being used to complete the report. Regardless of whether the request is reimbursement based or a cash advance the expenditures reported should be cumulative through the request date.
MUNIS Code, Grant Name, CFDA Number, Last Day to Request Funds, and KDE Account Coding: These are static fields provided by KDE and have been protected in the worksheet to prevent changes.  These are provided to help both the LEA and KDE with data entry.  If you have a question about this coding, please contact KDE.
Fields Completed by the LEA:
· Reimbursement for Actual Expenditures through: Check the box and enter the date that the expenditures reported represent. The expenditures will always be cumulative.
· Local District -:   Use the drop down box and click on the name of the school district represented on the report.
· Cash Advance for Next 30 days: Check the box and enter the dates that the cash advance will be used. The LEA should spend the advance funds in 30 days.  
· Approved Budget – Completed by LEA:  Final allocation for each federal program for the specific federal fiscal year.  Initial awards are tentative and not final so make sure this number is accurate and do not use this amount in the approved budget field. Some funds may not be awarded during the tentative period in the budget process. It is to the discretion of KDE to pay requests when budgets are not final.  Please refer to the following link prior to submitting FCR requests: http://education.ky.gov/districts/fin/Pages/Federal-Grants.aspx.
· Actual Expenditures to Date –Actual amount expended and charged to the grant through the period ending date as indicated on the Federal Cash Report. These expenditures should be supported by MUNIS reports for that period ending date and should not include any unpaid obligations. A MUNIS report doesn’t need to be attached to the FCR but the support should be available for auditing purposes.
If there are no expenditures to date and the LEA needs a cash advance, the LEA should enter its projected expenses to meet immediate cash needs for the upcoming month.  Funds requested must adhere to the Cash Management Improvement Act of 1990.  Beginning with FY 16 awards, interest earned on advanced funds of $500 or more annually must be paid back to USDE by the LEA.  In the event an overpayment is inadvertently made, no FCR will be processed until a refund is received.  If there is cash on hand, new requests will be reduced to projected expenditures less cash on hand and the request will be held till KDE receives a check for that amount of cash on hand.
·  Cash Advance– (for cash advances only; completed by LEA) if an LEA is requesting a cash advance it is important that a projected expenditure figure be entered. This number can be an estimate close to what the LEA cash needs will be for the upcoming month. Per 34. CFR 74.22 (b) and 2 CFR Part 200.305 the timing and amount of cash advances are as close as is administratively feasible to the actual disbursements by the recipient organization for direct program or project costs and the proportionate share of any allowable indirect costs.  In the event an LEA is requesting a reimbursement as well as a cash advance, please enter actual figures for Expenditures to Date and a 30 days estimate for a cash advance. If your request this period is negative, the means you need to send a check back to KDE for that amount.
· Previous Cash Received –Total amount paid to date by KDE to the LEA for each federal program.  KDE will reconcile this amount to reports on file from LEA. If the previous cash received exceeds the expenditures to date and a request is being made for more funds, a justification must be provided.
· Requested This Period – Funds requested to be paid this period. Formula driven cell showing the total amount requested for the period.  The request will round to the nearest whole number.   Do not alter this formula. If the number in this field is negative that means the LEA has cash on hand. The cash on hand will have to be returned to KDE before the FCR is processed if the amount exceeds $500. This amount is per grant. If multiple grants have cash on hand but only one exceeds $500 then that will be the only grant that needs to have funds returned. The request will be held till the check is received by KDE.
· Balance to be Requested:  Formula driven cell which calculates the remaining balance of the grant. If your balance to be requested field is red after you have entered your request this means that you have gone over your budget.  The request will be rejected if this occurs or if the balance falls below zero.  Do not alter this formula.
· Send Check to KDE: This field indicates whether or not and LEA needs to send a check back to KDE for exceeding $500 of cash on hand. If the field is red and a “YES” alert is indicated, this means that the LEA must return funds back to KDE. The check needs to be made out to the “Kentucky State Treasurer”. The check may be sent to the attention of Ken Greene.
· Total Request:  Formula driven cell showing the total request of all grants on the request form.  Do not alter this formula.  
· Preparer/Title/Date – Completed by LEA:  Field needs to contain name of an authorized SOA submitter, title and date prepared.  The District Superintendent or designee should sign each form unless a Statement of Assurance is on file with KDE prior to submitting federal cash requests to provide for electronic signing. Each tab needs to be completed.
· Justification Box – (for cash advance only; completed by LEA) if an LEA is requesting a cash advance it must provide an explanation for each code. Failure to complete the justification box will mean rejection of the request. If an advance is for salaries please indicate the time of service for the work that is to be paid.
Commonly Asked Questions
1. Can an LEA move funds to another project if the original request was coded incorrectly?
Answer: No. The LEA must send the funds back to KDE and send another request for funds for the correct code.

2. Can an LEA use unrounded numbers for a closeout request?
Answer: Yes. When requesting funds for the closeout of a program will KDE allow the LEA to include cents in their request. This is the only exception. All other requests must be rounded. Please enter the amount in the justification box and note FINAL REQUEST.
3. Who is responsible for sending a check to the Department of Education for interest earned?
Answer: This is the LEA’s responsibility. 
EMAIL ADDRESS FOR FEDERAL CASH REQUESTS
Federal Cash Requests should be submitted by email to fcr.requests@education.ky.gov.  Please forward all requests, inquiries, and responses to this address as it is centrally monitored. 
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