CASH MANAGEMENT REPORT INSTRUCTIONS

 

Please Note: Changes since last year are italicized.

You are now required to use the new five column form.
 

This is the only copy of this form you will receive.  Please make copies as necessary and submit to the Department of Financial and Personnel Services for each quarter as required.  You may also go to http://www.state.me.us/education/forms/forms.htm to find a link entitled Federal Programs Cash Management Report and download these instructions in Word and the EFU-415 form in Excel.
 

Name of Unit:  Self-explanatory

 

Name of Person Completing Form: Does NOT have to be the person signing the form.

 

Phone:  Self-explanatory

E-mail address:  Self-explanatory
Original/Revised Box:  Self-explanatory

 

Period Box: Check box for the period for which you are reporting.

 

Beginning Period Balance (A):  This figure will be the cash balance at the beginning of the period for the program listed at the left.  The beginning balance for any period will be the ending balance from the previous period.

 

Cash Received During Period (B): This will be the total amount that your office received during the quarter for the program listed at the left. Do not include cash received back from a vendor.  Cash received this way should reduce expenditures, not increase revenue.  Do not include NCLB transfers or receivables in this column.

NCLB Transfers for Period (C):  This would be transfers made within the NCLB Grants. 

Expenditures for Month {D}: This would be the expenditures for the quarter for the program listed at the left.  List the total of the expenditures that were made, not encumbered (obligated), during the quarter.  Encumbrances do not reduce your cash balance.

 


Column (E) is obtained by:

 


Column (A) plus Column (B) plus Column (C) minus Column {D}

 



 

Signed: This signature must be the Superintendent of Schools, the Director, the President, Dean or Headmaster.  Not by business managers or bookkeepers.

 

If it is determined by the Department’s Financial Services that your Unit has excessive cash on hand at the end of a reporting period for a specific program, all payments for that program will be stopped until the next reporting period, OR until you can prove to the Finance that you have reduced your cash balance to acceptable limits.  You can do this by submitting a new Federal Programs Cash Management Report.  If you experience several instances of excess cash in any one program, you may want to revise your funding request with your Department of Education Program Manager.  Any of these measures would allow for your unit to have more acceptable cash on hand balance for the specific program.

 

If the grant you need to report on does not have its own line, change the title of one of the grants you are not reporting on.
 

The Periods are a uniform 3 months coinciding with “traditional” quarters and are based on the Federal fiscal year.
 

If this form is not received in Financial & Personnel Services office by the due date, ALL grant payments will be withheld in accordance with E.D.G.A.R., 34 CFR, Pt. 80 (12).

 

If you are required to submit a signed original (because you e-mailed or faxed your form) or revised EFU-415 form, you have 5 (five) working days to submit it.  If the revised form is NOT received in that time, ALL federal payments will be stopped until the revised form is received.  

 

December 8, 2005
