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NEW YORK STATE
OFFICE OF CHILDREN AND FAMILY SERVICES
FEDERAL FUND ADVANCE REQUEST FORM
	Contract Number:
	[bookmark: Text1]     
	Contractor Name:
	[bookmark: Text2]     

	Contractor Address:
	[bookmark: Text3]     

	Name of Authorized Representative of Contractor:
	[bookmark: Text4]     

	Authorized Representative’s 
Email Address:
	[bookmark: Text5]     
	Authorized Representative’s Phone Number:
	[bookmark: Text6][bookmark: Text7][bookmark: Text8](     )       -      



	Advance Request – See instructions and documentation requirements below.

	[bookmark: _Hlk525740709]a. Budget Category of Expense and Description
	b. Advance Requested
	c. Anticipated Date(s) of 
Expense Payment
	[bookmark: _Hlk525740799]d. Justification of Need

	1. Projected Staff Salaries
[bookmark: Text37]     
	[bookmark: Text10]     
	[bookmark: Text11][bookmark: Text34][bookmark: Text35]      /       /      
	[bookmark: Text12]     

	2. Fringe Benefits
[bookmark: Text38]     
	     
	      /       /      
	     

	3. Contractual/Consultant
[bookmark: Text39]     
	     
	      /       /      
	     

	4. Travel/Per Diem
[bookmark: Text40]     
	     
	      /       /      
	     

	5. Equipment
     
	     
	      /       /      
	     

	6. Supplies
[bookmark: Text41]     
	     
	      /       /      
	     

	7. Other Expenses
[bookmark: Text42]     
	     
	      /       /      
	     

	e. Total Advance Amount Requested:
	[bookmark: Text13]     
	
	

	Quarterly Advance Repayment Amounts:
	QTR 1 
[bookmark: Text14]     
	QTR 2
[bookmark: Text15]     
	QTR 3
[bookmark: Text16]     
	QTR 4
     

	Monthly Advance Repayment Amounts:

	Month 1
[bookmark: Text17]              
	Month 2
     
	Month 3
     
	Month 4
     
	Month 5 
     
	Month 6
     
	Month 7
     
	Month 8
     
	Month 9
[bookmark: Text25]     
	Month 10
     
	Month 11
     
	Month 12
     

	Office of Children and Family Services (OCFS) Determination (this section to be completed by OCFS)

	OCFS Program Manager Review Completion Date:
[bookmark: Text26][bookmark: Text27][bookmark: Text28]      /       /      
	Determination:  
[bookmark: Check1]|_| Approved (letter attached if modified from request)
[bookmark: Check2]|_| Disapproved (letter attached)

	OCFS Contract Manager Review Completion Date:
      /       /      
	Determination:
[bookmark: Check3]|_| Approved (letter attached if modified from request)
[bookmark: Check4]|_| Disapproved (letter attached)

	[bookmark: Text36]Approved Advance Amount:      

	[bookmark: _Hlk535580370]Quarterly Advance Repayment Amounts:
	QTR 1 
     
	QTR 2
     
	QTR 3
     
	QTR 4
     

	[bookmark: _Hlk535580379]Monthly Advance Repayment Amounts:

	Month 1
[bookmark: _GoBack]              
	Month 2
     
	Month 3
     
	Month 4
     
	Month 5 
     
	Month 6
     
	Month 7
     
	Month 8
     
	Month 9
     
	Month 10
     
	Month 11
     
	Month 12
     


I certify the following on behalf of the above-named contractor:
a.  I am authorized to legally bind, and make statements on behalf of, the above-named contractor.
b. The contractor maintains or demonstrates the willingness to maintain both written procedures that minimize the time elapsing between the transfer of funds and disbursement by the contractor, and financial management systems that meet the standards for fund control and accountability as established in 2 CFR Part 200.
c. To the extent available, the contractor has disbursed all funds available from program income (including repayments to a revolving fund), rebates, refunds, contract settlements, audit recoveries and interest earned on such funds before requesting this advance payment. 
d. The advance payment request is limited to the minimum amount needed by the contractor to carry out the purpose of the approved program or project. 
e. The advance payment request amount is limited to direct program or project related costs, and the proportionate share of any allowable indirect costs. 
f. Disbursement of the advance payment received by the contractor will be timed in accordance with the contractor’s actual, immediate cash requirement in carrying out the purpose of the approved program or project and the proportionate share of any allowable indirect costs.
g. If the contractor is sub-contracting any portion of the above-listed contract, the contractor will make timely payments to sub-contractors in accordance with the OCFS approved advance for any subcontractor costs and sub-contract provisions.
h. The contractor will account for the receipt, obligation and expenditure of funds. 
i. The advance payment will be deposited and maintained by the contractor in an insured account.  
j. The contractor will maintain the advance payment in an interest-bearing account, unless any of the following apply:
· The contractor receives less than $120,000 in federal awards per year.
· The best reasonably available interest-bearing account would not be expected to earn interest in excess of $500 per year on federal cash balances.
· The depository would require an average or minimum balance so high that it would not be feasible within the expected federal and non-federal cash resources.
· A foreign government or banking system prohibits or precludes interest-bearing accounts.
k. The contractor is aware of federal rule 2 CFR Section 200.305 regarding interest earned by the contractor on federal advance payment(s) made under the contract to include the use of interest earned, up to $500 per year, for administrative expenses, as well as how to properly remit any additional interest earned on federal advance payment(s) to the appropriate federal awarding agency.  
l. [bookmark: _Hlk526332507]The documentation submitted by the contractor to OCFS supports the certifications made with respect to this request and as provided above.  Requests for federal fund advances submissions must include supporting documentation for each of the expenses for which the contractor is requesting an advance.  Such records, if applicable, must include, but are not limited to: relevant payroll records and/or recruitment plan for planned expenditures, subcontractor agreements, invoices and other documentation supporting the expenditures requested for advance, and the dates that such payments will be due by the contractor.  Additional documents that may be requested by OCFS include, but are not limited to:  receipts for payments made, canceled checks, etc.
m. In accordance with 2 CFR Part 200, the contractor agrees to repay any advance approved by OCFS as soon as administratively feasible and no later than the end of the third quarter of each contract period. If OCFS approves an advance later than the second quarter of the contract period, the contractor agrees to repay the advance as soon as administratively feasible and no later than the fourth quarter of the contract period.   
n. [bookmark: _Hlk528243131]I acknowledge that failure to adhere to the OCFS-approved federal fund advance terms as listed on this form may result in OCFS’s denial of claims submitted for payment under the contract.
o. If any advance paid to a contractor results in a federal audit disallowance of grant funds provided to OCFS, the contractor agrees to the reduction on the next claim in the contract term or to reimburse OCFS by check in the amount of the audit disallowance if the contract term has ended. 
	Signature:
	
	Date:
	[bookmark: Text29][bookmark: Text30][bookmark: Text31]      /       /      

	
	(Representative authorized to legally bind the contractor)
	
	

	Printed Name:
	[bookmark: Text33]     
	Title:
	[bookmark: Text32]      







FEDERAL FUND ADVANCE REQUEST FORM INSTRUCTIONS 
AND DOCUMENTATION REQUIREMENTS
Contractor Information Fields - Complete the contractor information fields as requested and provide the contact information for the authorized representative of the contractor submitting this request.
Advance Request – Contractor advance requests must be made in accordance with 2 CFR Part 200.   
a. Budget Category of Expense and Description – Identify the Budget Category of Expense and Description of specific cost (i.e., Personnel – three program manager positions at $40,000 each).
b. Advance Requested – Total amount for each line of expense requested.
c. Anticipated Date(s) of Payment – Provide the anticipated date(s) of payment.  If there is a re-occurring expense that the advance is needed for, provide the frequency of re-occurrence (bi-weekly, monthly, quarterly).
d. Justification of Need – Explain why the expense cannot be paid out of existing funds and why funds are needed for it in advance of services being provided; include additional pages as necessary. 
e. Total Advance Amount Requested – Enter the total advance amount requested.
[bookmark: _Hlk535580435]Advance Repayment Amounts – Enter the projected advance repayment amount for each quarter of the contract so that the advance payment will be repaid as soon as administratively feasible and no later than the end of the third quarter.  If you claim monthly, complete the monthly advance repayment amount columns with your projected repayment amounts so that the advance will be repaid as soon as administratively feasible and no later than the end of the third quarter. In the event OCFS approves an advance in or later than the second quarter of the contract period, contractor agrees to repay the advance as soon as administratively feasible and no later than the fourth quarter of the contract period.
[bookmark: _Hlk535580443]Advance Request Documentation Requirements – 
a. Supporting documentation for each of the expenses for which the contractor is requesting an advance.  Such records, if applicable, must include but are not limited to: relevant payroll records and/or recruitment plan for planned expenditures, subcontractor agreements, invoices and other documentation supporting the expenditures requested for advance, and the dates that such payments are due by the contractor.
