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Pass Thru Federal Receivable or Private Receivable Funding 

Definitions:
Pass From Agency – Agency that receives the money directly from the source.
Pass To Agency – Agency receiving the money from the other agency.

1. Thirty (30) days prior to application for all private and federal grants, Agencies are required to complete a “Notification of Intent Form” for OPM.
    • Exhibit A – Reference Memorandum 97-51 for this form

2. OPM logs “Notification of Intent” in Database. Once approved sends “Grant Award Report” (Exhibit B) to Parent Agency to complete.
    • Exhibit B – Reference Memorandum 97-51 for this form

3. Pass From Agency Receives Award from external source
    • External source Federal or Private entity

4. Pass From Agency notifies Pass To Agency of Award

5. Pass From Agency completes a CF Maintenance Form, if required
    • Reference http://www.core-ct.state.ct.us/financials/chartfield/Default.htm for this form

6. Pass To Agency completes a CF Maintenance Form, if required
    • Reference http://www.core-ct.state.ct.us/financials/chartfield/Default.htm for this form

7. Pass From Agency completes “Grant Award Report” (Exhibit B) for OPM
    • Exhibit B – Reference Memorandum 97-51 for this form

8. OPM sends Grant Award Report once Approved to OSC

9. OSC creates KK_APPROP and KK_ALLOT for Pass From Agency based on Grant Award Report. 

10. Pass From Agency creates lower level budgets
    • Commitment Control>Maintain Budgets>Budget Journals>Enter Budget Journals

11. Pass To Agency enters a bill to granting authority to create an open receivable
    • Navigate to Billing>Maintain Bills>Standard Billing
    • Grant Transfer Billing
        i. 
Bill Type: GT 
        ii. 
Account Values
            1. 47100 Grant Transfer Federal 
            2. 47200 Grant Transfer Non Federal

12. Pass To Agency sends paper bill to Pass From Agency for payment request
13. Pass To Agency completes Cash Request From for Pass From Agency, if required.

14. Pass From Agency creates a voucher based on billing received from Pass To agency.
    • Account Value - 55110 Transfer Grant State Agency

15. GIRO is created on system.

16. Pass To Agency applies payment to open receivable
    • Payment Predictor matched or
    • Accounts Receivable>Payments>Apply Payments>Create Worksheet

17. OSC creates KK_APPROP and KK_ALLOT for Pass To Agency based on Fund Reporting. 

18. Pass From Agency creates lower level budgets
    • Commitment Control>Maintain Budgets>Budget Journals>Enter Budget Journals

19. Pass To Agency expends (vchrs, pyrl, etc.)
    • Vouchers, Payroll, Spreadsheet journals (SSJ), other

20. Journal Voucher or SSJ used to correct coding, if needed
    • Journal Voucher – Accounts Payable>Vouchers>Entry>Regular Entry – select Voucher Style of Journal Voucher
    • SSJ - Spread Sheet Journal process
    • Online Journal – General Ledger>Journals>Create Journal Entries

21. Pass To Agency creates reports, as required by granting authority
    • Useful inquiries that can be downloaded to Excel
        i. 
General Ledger>Review Journal/Ledger Date>Ledger – Ledger Balances
        ii. 
General Ledger>Review Journal/Ledger Date>Ledger – Ledger Activity 
        iii. 
General Ledger>Review Journal/Ledger Date>Ledger – Sum by Period,             Account, Dept
        iv. EPM 

22. Pass From Agency creates reports, as required by granting authority

23. Pass From Agency enters a bill to granting authority to create an open receivable
    • Navigate to Billing>Maintain Bills>Standard Billing
    • Federal Billing
        i. Bill Type: FED 
        ii. Most used Account Values
            1. 45020 Federal Aid Restricted
            2. 45300 Federal Aid Misc
    • Non Federal Billing
        i. Bill Type: Agency defined value 
        ii. Most used Account Values
            1. 45500 Non Federal Aid Restricted (i.e. towns, state)
            2. 45610, 45620, or 45630 Misc Donations 

24. Funding received via EFT (Deposit)

25. Pass From Agency applies payment to open receivable
    • Accounts Receivable>Payments>Apply Payments>Create Worksheet
26. Continue spending grant until complete
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