Procedures for Funds Requests, and Expenditure Reports

Maine SLC Consortium

To avoid confusion about these procedures, please note the difference between a Budget Line and a Budget Category.  For the purposes of these procedures, the 8 big budget areas in each school’s budget (Personnel, Fringe, Travel, Equipment, Supplies, Contractual, Other, and Training Stipends) will be called “Budget Categories, ” and the lines under each of these 8 Budget Categories will be called “Budget Lines.”  For example, "Subs for Cross-school Seminars" is a Budget Line within the “Other” Budget Category.  The titles of Budget Lines are essentially shorthand for the activities and expenditures that are more fully described in the school’s approved annual Action Plan.
1. Spending Unspent Received Funds:

If it turns out that you requested and received more money for an 06-07 budget line than you needed, the amount of unspent funds will appear in the Unspent Received Funds column, in one lump sum per budget category, on your SLC Financial Statement. It is important that you spend that “leftover” money as soon as possible so you can avoid the hassle of having to return it. Unspent Received Funds from 06-07 in a particular budget category should be spent the next time you need money for any approved 07-08 budget line within the same budget category.  In essence, this process amounts to a transfer of money from one approved budget line to another approved budget line within the same budget category.  Fortunately, we’ve figured out a way to make spending your 06-07 Unspent Received Funds extremely easy. If you need money for any approved 07-08 budget item, simply request new 07-08 funds for that item, regardless of whether or not you have any 06-07 Unspent Received Funds that could be applied to that item. When Darlene and I receive your Funds Request forms via email, we will adjust the amounts on the form so as to “use up” any Unspent Received Funds that you have in the same budget category. Then we will send the form back to you for your review and signature. All such changes made by Darlene or me will appear in blue so they will be easy to find.
2. Funds Request Forms

a. Send forms by email first, then by fax after all necessary changes have been made:

You should send both Darlene and me an email version of your Funds Request Form before signing and faxing it to us.  That way, if Darlene and I find something that we think we know how to fix we can just fix it and send it back to you by email with an explanation. Or if we have a question, we can contact you right away.  This should reduce the hassle of you faxing multiple forms, and should save everyone time.

b. Requesting Funds that involve “overspending” a budget line:
If you want/need to spend more money than you have available in a budget line, request the money in your Funds Request Form as though you actually had enough money in that budget line. If approved, the budget line will go into negative numbers, but I’ll approve such “overdraw” requests if there is enough money left in that budget category to keep the category from going into negative numbers and if there is enough money in that category to pay for the other grant activities in that budget category that are necessary to remain consistent with the original intent of your grant. Of course, you'll need to pay close attention to the "hidden" impact of such overdraws on the other budget lines in the same budget category.

c. Requesting Funds for items for which you don’t have a budget line:
If you want/need to spend money on something for which you didn't create a budget line but think is aligned with the intent of your original grant, decide what budget line within the same budget category you are willing to take the money from, then request the money from that budget line and explain your request in the Explanation column of the Funds Request form, including a objective number. If I agree that the item is reasonably aligned, and if there is enough money left in that budget category to keep the category from going into negative numbers and if there is enough money in that budget category to pay for the other grant activities in that budget category that are necessary to remain consistent with the original intent of your grant, I will approve the item. This process may or may not put the budget line into negative numbers. Of course, you'll need to pay close attention to the "hidden" impact of such overdraws on the other budget lines in the same budget category. When you have paid for the item, please report this in an Expenditure Report using the information for the item that you provided in the Funds Request form, including a repeat of the information that was written in the “Explanation” column.

3. Expenditure Report Forms

Three pieces of documentation/information need to be submitted to John Newlin/Darlene Hart at GSP for every expenditure item that is included in an Expenditure Report:

• an invoice for the item (signed sub timesheets and stipend payment vouchers are considered “internal” invoices)

• a check number for the item (this can be provided by a photocopy of the check stub, or the check number written on either the invoice or the ledger)

• a ledger entry for the item
a. Send forms by email first, then by fax after all necessary changes have been made:
Please send both Darlene and me an email version of your Expenditure Report Form before signing and faxing it to us, for the same reason as mentioned above with the Fund Request forms.

b. Reporting Items that cost more than you requested:
If it turns out that an item cost more than the amount you requested for that item, simply indicate the true cost in the “Received Funds Spent” column on the Expenditure Report Form. I’ll approve the additional cost and apply it to the same budget line if there is enough money left in that budget category to keep the category from going into negative numbers and if there is enough money to pay for the other grant activities in that budget category that are necessary to remain consistent with the original intent of your grant. This process may or may not put the budget line into negative numbers. You won’t have to make a follow-up request for additional funds to cover the excess amount.  Again, you’ll need to pay close attention to the "hidden" impact of such overdraws on the other budget lines in the same budget category.

11/1/07


