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Angélica Infante-Green
       Commissioner

October 30, 2023
RE:
FY 2024 Reporting Requirements and Forms for Federal and State Grants for School Districts (LEAs) and Community Based Organizations (CBOs)
Dear Colleagues,

Enclosed are the FY 2024 financial reporting forms applicable to State, Federal, and State-Federally funded projects, which include the following documents:

· FY 2024 Reporting Requirements

· Instructions for completing Financial Status Report

· Instructions for completing AcceleGrants Cash Reimbursement
· Financial Status Report/Cash Reimbursement Form
· LEA Designation of Fiscal Contacts Form
· Grantee Audit Responsibility

· Fiscal Office Contacts

Attached you will find the following reporting form:

· Financial Status Report/Cash Reimbursement form for state, federal, and state/federal combined funds
Sincerely,

Mark Dunham
Mark Dunham
Chief Finance Officer
RI Department of Education

255 Westminster Street
Providence, RI 02903

Mark.Dunham@ride.ri.gov
(401) 222-4647
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IMPORTANT RULES FOR ALL FEDERAL GRANTS
SECTION I – FY 2023 FINANCIAL STATUS REPORTS AND CASH REIMBURSEMENT FORM
FINANCIAL STATUS REPORT SUBMISSION DUE DATES 

The Financial Status Report on expenditures must be submitted by all grantees at least quarterly. Quarterly reports are due 15 days after the close of each quarter.  Final reports for grants funded with only federal funds are due 15 days after all invoices are paid and all obligations have been liquidated, however, no later than forty-five (45) days after the end of the project period.  Final reports for all other grants are due as of July 7th.  Federal, state, and combined funding financial expenditure reports are prepared the same.  However, the required reporting date for each grant depends upon the grant-funding source.  Reporting dates are as follows:

	For Period Ending (
	Sept. 30th
	December 31st
	March 31st
	June 30th
	Final Report

	FEDERAL 
Due Date:
	October 16th
	January 16th
	April 15th
	July 15th
	Within 45 days of end of grant

	OTHER STATE
 Due Date:
	October 16th
	January 16th
	April 15th
	N/A
	July 8th 

	COMBINED STATE/FEDERAL
Due Date:
	October 16th
	January 16th
	April 15th
	N/A
	July 8th


 Note: General Assembly State grants for the period ending December 31st and the Final expenditure report must include an accompanying narrative report.  See reporting form in the package. 

CASH REIMBURSEMENT SUBMISSIONS
Cash reimbursements are requested using the financial status report and cash reimbursement form (FSR/CRF).  Cash reimbursement may be requested on the same dates that required financial status reports are submitted.  However, grantees are also allowed to submit cash reimbursement requests at other times.  Organizations may submit one cash reimbursement request biweekly.  The reimbursement request must be for a minimum of $100.00, unless it is part of the quarterly FSR/CRF report.  Quarterly FSR/CRF reports may be less than $100.00.

If a Financial Status Report filed with the RIDE reflects a positive cash balance, the following is required:

1. Refund check for the amount of excess cash made out to “General Treasurer – State of Rhode Island” and;
2. A letter signed by the Business Manager explaining the reason for the excess cash balance.

Please note that sub-grantees should generally not have excess cash since all grant payments are based on reimbursement only.

INSTRUCTIONS FOR COMPLETING THE FINANCIAL STATUS REPORT/CASH REIMBURSMENT FORM

Cash Reimbursement Section (top of page 1):

If requesting cash, complete the top line of the form detailing the period for which cash reimbursement is being requested, and the other information required in this section. 

Part I – Expenditures and Obligations (page 1):

Approved Budget – Column 1

FEDERAL, STATE, AND/OR COMBINED-FUNDED GRANTS:

Report the total amount for each budget series as approved by the Department.  Verbal and/or telephone approved revisions are not acceptable and will be disallowed by the Grants Office in the review and verification process.

Amendments submitted to the RIDE during the reporting period but not yet approved (as documented by an amended grant award and budget) cannot be the basis for information under this column.

Disbursements – Column 2

Report the total amount of funds paid out by budget series total. 

NOTE: For State or Federal projects having no expenditures, accruals and/or un-liquidated obligations as of the reporting period due date, a report must be submitted indicating No Activity to Date.

Although a detailed reporting of expenditures within each budget series is not required with submission, the fiscal agent is responsible for maintaining detailed records of amounts as approved and expended and for ensuring that the deviations allowable under certain categories are not violated.  These records must be made available for RIDE review and other audit purposes. 
Accruals and/or Encumbrances – Column 3

Accruals – report total amounts, by series total, for goods received and for services performed as of the end of the period being reported for which payment has not been made.

Encumbrances – report total amounts, by series total, for goods ordered but not received, and for services to be performed for which funds have been committed as of the end of the period being reported.

NOTES:

· For Federal or combined federal/state funded projects ending June 30, 2023, the June 30th report should not include encumbrances except for the costs of audit and/or evaluation, but may include accruals. 
· Final reports for all grants must not include amounts for accruals or encumbrances.

Total – Column 4 Self Explanatory

Balance – Column 5 Self Explanatory

Part II (page 2) – Funding Status: 

FEDERAL, STATE, AND/OR COMBINED – FUNDED GRANTS:


Line 1.    Report total cash requested prior to this request


Line 2.    Report total Expenditures to date (Part 1, Column 2)


Line 3.    Cash balance (Prior requests less Expenditures)

CERTIFICATION FOR ALL PROJECTS

The agency’s designated authorized agent must sign all reports, attesting that to the best of his/her knowledge and belief all information contained within the report is correct and complete and all related records are available for review and/or audit.

CERTIFICATION OF USE OF FLEXIBILITY

When utilizing the flexibility provision available under all grant programs, the agency’s designated authorized agent must sign the report indicating that the flexibility provision is being utilized for the program being reported and is within the allowable guidelines established by RIDE.

NOTE: Failure to file required financial reports on a timely basis will result in the withholding of any further Federal and State grant approvals and/or payments.

PROGRAM INCOME

Grantees are allowed to earn program income under the Adult Education and Family Literacy Act (AEFLA), (Workforce investment Act of 1998, Title II).  General program income is defined as gross income received by the grantee directly generated by a grant supported activity or earned only as a result of agreement under the grant period.  General program income is deducted from the total allowable program costs, and all program income, except tuition and fees charged to students and employers, earned by a sub-grantee under this award, must be deducted.  If a grantee charges reasonable and necessary tuition or fees to students and employers, it must use those fees to provide additional adult education and literacy services that it would otherwise be unable to provide.
Program income from tuition and fees must be: (1) governed by the terms of the agreement between (RIDE) and the grantee, (2) accounted for in the program records; and (3) used only for costs allowable under AEFLA.

Grantee may not count tuition and fees collected from students toward meeting match requirements.  Fees and tuitions must be equitably administered and may not reach levels that result in an adverse effect on the participation of economically disadvantaged students.  

Program income must be accounted for in the program records and used only for costs allowable under the Adult Basic Education grant.  Adult Basic Education program income must be reported in the grantees final expenditure report (FER) to the RIDE.

In accordance with EDGAR regulations, program income may be used to provide additional supplementary adult basic education program support. Program income not used for that purpose must be deducted from total allowable costs to determine allowable net outlays, thus reducing the federal grant contributions to the program.

SECTION II – OTHER GRANT INFORMATION AND FORMS
1. DEADLINE FOR THE RECEIPT OF GOODS AND SERVICES
All services must be incurred and all supplies, materials and equipment should be received within a reasonable period of time prior to the project end date.  All unperformed services and all orders for supplies, materials, and equipment not received by the project period end date must be cancelled.

2. FINANCIAL STATUS REPORT/CASH REIMBURSEMENTS FORMFSR/CRF is provided with this package.  However, it is expected that the FSR/CRF will be prepared by using the Excel spreadsheet provided on RIDE’s website.  On the website (www.ride.ri.gov) these reports can be located in the section titled “Funding & Finance”.  Within this section, locate the column headed “Funding Sources” and click on the heading “Federal Funds”.  On the federal funds page, proceed to the area titled “Forms for non-AcceleGrants Programs”.  Expand this section to reveal the Forms and Instructions.  Open the file and save it to your hard drive and/or network.  Should you have any questions, please contact Maureen Major in the Finance Office at RIDE at 222-4680.

3. LEA/AGENCY CONTACT PERSONS FORM
A contact form is provided with this closeout package.  The grantee must provide the name of an official who should be contacted regarding any financial matters relating to the grant.  Please update your LEA/Agency contact information and return this form to Maureen Major.  Completed contact forms may be scanned and emailed to: Maureen.Major@ride.ri.gov or mailed to the attention of Maureen Major at RIDE, 6th Floor – Shepard Building, 255 Westminster Street, Providence, RI 02903-3400.    

LEA DESIGNATION OF FISCAL CONTACTS

Please provide the name, title and address of business officials that should be contacted regarding any financial matters relating to grant reporting requirements:

LEA/AGENCY: ___________________________________________________________

Business Manager:

Name:
_______________________________  Tel. No.: ____________________________

Title:
____________________________________________________________________

Address: __________________________________________________________________

Fax No.: _____________________________   E-mail Address: ______________________

Other Fiscal Personnel:

Name: _______________________________  Name: ______________________________

Title:
_______________________________  Title: ________________________________

Address: _____________________________  Address: _____________________________

Tel. No.: _____________________________  Tel. No.: _____________________________

Fax No.______________________________   Fax No.: _____________________________

E-mail Address: _______________________   E-mail Address: _______________________

Mail To:
Department of Elementary & Secondary Education
Division of Finance – Grant Accounting

The Shepard Building, 6th Floor

255 Westminster Street

Providence, Rhode Island 02903-3400

Or scan and email this completed form to:
Maureen.Major@ride.ri.gov

SECTION III – GRANTEE AUDIT REQUIREMENTS
Federal law requires that agencies that expend a designated amount of federal financial assistance complete a “Single Audit”.

A “Single Audit” is an audit, which conforms to the laws and regulations of the federal Uniform Grant Guidance (CFR Title II - PART 200, Subpart F (200.512) — UNIFORM ADMINISTRATIVE REQUIREMENTS, COST PRINCIPLES, AND AUDIT REQUIREMENTS FOR FEDERAL AWARDS).  Specifics of the applicable laws and regulations are detailed below:

· “Federal financial assistance” means assistance provided by the federal government in the form of grants, contracts, loans or cooperative agreements. It includes awards received directly from federal agencies or indirectly through units of state and local government.
· A non-Federal entity that expends $750,000 or more during the non-Federal entity’s fiscal year in Federal awards must have a single audit conducted in accordance with §200.514 scope of audit except when it elects to have a program-specific audit.
· “Program specific audit election” is when an auditee expends $750,000 or more under only one Federal program (excluding R&D), and the Federal program’s statutes, regulation, or the terms and conditions of the Federal award do not require a financial statement audit of the auditee, the auditee may elect to audit that one program only.
· “Exemption when Federal awards expended are less than $750,000” means that a non-Federal entity that expends less than $750,000 in Federal awards during the fiscal year is exempt from Federal audit requirements for that year, but records must be available for review or audit by appropriate officials of the Federal agency, pass-through entity and Government Accountability Office (GAO).

· The audit reporting package must be submitted to the Federal Accounting Clearinghouse (FAC) within the earlier of 30 calendar days after receipt of the auditor’s report(s) or nine months after the end of the audit period.

· Reporting package includes – financial statements and Schedule of Expenditures of Federal Awards (SEFA); summary schedule of prior year audit findings; auditor’s report; and a corrective action plan (if applicable).
· All sub-recipients must complete RIDE’s annual sub-recipient monitoring survey and return it (along with any required documentation), to RIDE by April 30th each year. Any survey received after that date will be considered late and will affect the risk status of the entity.

If you have any questions regarding the Single Audit requirements or RIDE’s sub-recipient monitoring survey, please contact Crystal Martin by phone at 401-222-8482 or by email at Crystal.Martin@ride.ri.gov.
SECTION IV - RIDE FINANCE OFFICE CONTACTS FOR GRANT INFORMATION
Director, Office of Finance:
Mark Dunham, 222-4647
Controller:

Marliot Blanco, State Grants, 222-4648
Federal Grants Administrator:
David Luther, 222-4652
Assistant Administrative Officer:
Maureen Major, 222-4680
Finance Office FAX #:

222-2823
State of Rhode Island and Providence Plantations


DEPARTMENT OF ELEMENTARY AND SECONDARY EDUCATION


Shepard Building�255 Westminster Street


Providence, Rhode Island 02903-3400













Telephone (401)222-4600     Fax  (401)222-6178     TTY  800-745-5555     Voice  800-745-6575

www.ride.ri.gov
The Board of Regents does not discriminate on the basis of age, color, sex, sexual orientation, race,

 religion, national origin, or disability.

