12/06/2012 The SF-425 Financial Form for Centers for Independent Living (CIL) Program

Time:  2:00pm – 3:30pm (Eastern)

>> Thank you for joining us for this rehabilitation services administration technical administration, financial form SF 425.

As a reminder all fields and section -- state should complete separate forms.

The first due date is December 31, 2012.

In our webinar will focus on SF 425 the continuation of part C awards and a later date we will provide information about specific reporting. My name is Terry and I will be the moderator and our presenters are Tim -- the chief of the independent living unit and he will be joined by Felipe Luley, also with the independent living and Andrea Grierson who will join us from the fiscal unit.

The PowerPoint for today's program is available at the site you use today you entered, ncrtm.org, and tomorrow we will be have posted the archive of today's program as well as the complete transcript of the content of today's audio portion of the program.

We invite you to pick up those materials tomorrow or if you have colleagues that were not able to participate this afternoon you may want to pass this information along to them so they can participate in the webinar at their own timeframe.

I would like to thank Francisco Philibert for providing us captioning service and I would like to thank our colleagues at the Utah clearinghouse for bringing do you this program and all of the RSA technical assistance programs.

I invite you to go to the website and note future upcoming webinars or past webinars that you may find beneficial. They are all archived at that site.

Tim we are ready to begin.

>> Thank you for taking the time for joining us.

The purpose of this presentation today is to introduce to us grantees to the standards for SF-425. And the reporting requirement under the independent living, part C grant award.

We also want to provide you with helpful guidance on completing this form. I do want to point out that SF-425 form using our PowerPoint looks different from the one you will receive on the management system. But the information required on the form will be the same.

What is this?

The SF-425 is a financial reporting form required by the office of management and budget OMB. It tracks expenditures related to the federal grant award.

RSA will use the form to monitor grantees' financial status and compliance under title VII, Chapter 1, Part C, of the rehabilitation act of 1973, and administration regulations.

Who must submit these forms?

All Part-C funded centers for independent living and 723 states, which are Minnesota and Massachusetts, must file the SF-425 form.

How will I submit the report?

You will need to be registered on our RSA MIS website, http://rsa.ed.gov.

Before you can enter anything into your form.

Please go into that website on the RSA MIS and you will see the long run at the top there.

If you click on that you will See where did register if you have not registered already. If you need assistance with the MIS go to the click here if you have any problems logging in. You will see that on that particular screen.

When is the SF-425 due?

OMB requires grantees with the words for more than one year to submit both a final an annual report.

Regular Part-C the final report is equal to the annual report because you see the Part C fund, in the fiscal year in which they were awarded.

Basically, the reports are due each year by Dec. 31, meaning this year, Dec. 31, 2012.

From 10/1/11 to 9/30/12.

When is it due?

More information on that.

In this particular site we are talking about the liquidation and obligation funds.

Liquidation means to spend or dispose your obligated funds within that fiscal year they are awarded.

Unliquidated Funds are obligated funds that have not yet been paid to the grant.

So as to obligate all funds by Sept. 30 of this year, and then they must liquidate those obligated funds by Dec. 31 of that year. 

Basically this year you should have obligated all of your part-C funds by Sept. 30, 2012, and be ready to liquidate all of those funds by Dec. 31, of 2012.

Late liquidations are rare. Contact your independent living unit representative in RSA you have questions about funds that you have not obligated.

The next PowerPoint, we talk about the ARRA Part-C reporting.

At this point will provide you with further information on how to file your SF-425 report at a later date.

This focuses on the SF-425 for the regular Part-C grants. You will have to use a separate SF-425 for other grants but we will send you that information at a later date.

With that I would turn over the next PowerPoint to Adrienne.

>> Thank you Tim.

I'm going to talk you through the individual line items on the SF-425.

The SF-425 that you see in front of you is divided into five primary sections.

The first section, lines 1-9, contains basic information about your grant and your CIL.

The second section, 10a to 10o, contains information about grant transactions.

The third section, lines 11a-11s, contains information about indirect costs.

The fourth section, line 12, contains notes and remarks.

In the fifth section, lines 13a-13e, contain certification information.

Because the report is used for grantees throughout the federal government there are a lot of sections that are not applicable to you.

The sections are used by many of the other grantees.

First, let's go through the easy part of the 425.

The graphic displayed is the SF-425 imprinted form; the RSA MIS system will fill in almost all of that first section for you.

In the first section, line 1 lists the agency to which the report is submitted and that information is defaulted to RSA.

Line 2 lists the grant award number which comes from box 5 of the grant award notification.

Line 3, you will list the full name of yourself.

And line 4 lists the DUNS number and employee ID number.

In line 5 you will list any subaccounts numbers associated with the award, these are typically associated with grantees who receive millions and millions of dollars so you probably will not have subaccount numbers.

Line 6 is an indicator whether the report you are filing is yearly and if so you check the box marked "annual," or whether this is a final report and if so you check the box marked "final."

For you this box will be defaulted to final.

Line 7 is where you would indicate whether you are still reporting a cash basis accounting or an accrual basis.

Most fields, especially the smaller ones will report on a cash basis of accounting.

In lines 8 and 9, it indicates the start and end date of the grant period And will be filled in for you.

Line 8defaults to one year.

You will note that these dates will almost always at quarter and, with the exception of the ARRAR awards, will talk about that in a separate instruction.

The next section is a tricky part.

This next section of the 425, lines 10a-10o, talks through transactions related to your grant award.

Line 10a has the title "cash receipts," you enter into this line the amount of the federal awards, just this award if you receive more than one; through the report end date listed in line 9.

Cash receipts represent the cumulative amount drawn down from G5 by your CIL during the grant period.

The amount can be verified In the Department of Education's G5 grant system; define the amount of draw downs, you login, select reports, select tab "payment," select "external award activity," like the continue button's, enter start date of 10/2011, then end date of 9/2012.

You also have to enter your grant's award number, and then click on the button that says "run report."

The next line, line 10b, is labeled cash disbursements; this number represents the amount of your federal awards expended from inception, generally October 1, through the reporting period end date, Sept. 30.

Line 10b is cumulative amount.

Line 10c is a difference between 10a and 10b.

The next line, 10d, is prefilled for you by the RSA MIS system; this number will be the amount of your current year's award. You will fill in line 10e with the amount of expenditures that your CYL has charged to the federal award; for most the line 10e is same as 10b, cash disbursements.

For those using the accrual basis, 10e possibly will be larger than line 10b under certain circumstances.

The next line, 10f, federal share of unliquidated obligations; unliquidated obligations are the direct and indirect expenses for goods and services incurred by you, the grantee, but not get paid or charged to the grant award.

You may have contract with the vendor who has provided services by not get billed you for them. Until such time as the vendor is paid the amount of the bills will be reported as unliquidated obligations.

Typically you would enter zero in line 10f, there are rare circumstances in which you would not.

If you submitted for example a late liquidation request because you could not liquidate your obligations by the end of the liquidation period, and RSA has approved a request you may have to report an amount in line 10f.

However, most CILs should have and are expected to have liquidated their obligations by the time the report is filed.

In those rare instances where you cannot liquidate your obligations within the 90 days of the award period you must submit, or you must request the late liquidation from RSA.

I would like to reemphasize the need for rare liquidations is rare, rare, rare, among CILs.

If you need a late liquidation you contact your IL representative and you need to do that before December 31.

It is typically the individual listed in box three of your grant award notification.

The request for late liquidation should be submitted within 30 days after the end of the grant period.

The request must justify the reasons for the delay, and it must include documentation that the expenses are allowable and were obligated during the grant period.

If you don't submit this late liquidation and don't have one approved you cannot draw the remaining balance of your grant funds.

Everyone who has in the word must file a final 425 within 90 days after the end of the award period or if you have an approved late liquidation you have to file that final 425 within 90 days after the end of the approved late liquidation period.

The next two lines, lines 10g and 10h, are speculated.

10g is a total federal share act related by the RSA MIS system it is a sum of 10e and 10f; 10h is also calculated, the difference between 10e and 10g.

The next lines, 10i, 10j, 10k are not applicable to CILs; you enter 0 in 10i and 10j and 10k would be calculated and show 0.

These show the matching requirements.

That's why you report zero.

The next lines, 10l- 10o, you report program income. It means gross income received by a grantee under title VII of the act that is directly generated by an activity supported under 34 CFR part 65, 34 CFR part 66, or CFR part 67.

Examples include Social Security Administration payments, workers compensation payments, fees to defray all or part of the cost of services provided to particular individuals, insurance company payments or reimbursement for consumer services.

Most CILs extend program income using the addition alternative; therefore you report program income expanded on line 10n, which is program income expanded in accordance with the additional affirmative.

Program income expanded using the additional alternative is added to the grant to work.

For example a CYL receiving any 100,000 grant and earning 8,000 and program income would be able to use a total of 108,000 for its program that year.

We come to the section of indirect costs. Line 11, boxes abcdef, caption portion of indirect costs. These are incurred for common or organization wide objectives and cannot be readily identified or segregated from the total grant award or attributed to a particular grant to work.

Examples can include portions of facility rent, for maintenance costs, executive officer salaries, general administration or accounting costs.

Grantees cannot charge indirect costs to their part C grant unless you have an approved cost allocation plan or an indirect cost rate.

That cost allocation plan or indirect cost rate has to be approved by the US Department of Education.

Cost allocation plans are submitted to the department indirect cost group for approval.

In attachment A, paragraph D, Circular A-122, indirect cost transfers are governed.

Part C CILs are addressed in the commission's memorandum CM 04 dated May, 2004.

Four line 11 what I'm going to do is read across for grantees that claim indirect expenses based on an indirect cost rate.

You would get this information from the approval letter that you would get from the indirect cost group at the Department of Education.

In line 11, box A, you enter the type of indirect cost rate; it could be final, predetermined, provisional, or fixed.

In box 11b, you would enter the rate at a number. For example a rate of 8 and a half would be 8.5. In box c you enter the start and end dates for the indirect cost rate.

Inbox 11d you enter the base of the amount against which indirect costs are charged. This base and not necessarily the dollar amount would be typically listed in the letter of the department which approved the indirect cost rate.

In box 11e, the amount charged is exactly that field which computes indirect cost by multiplying the rate times the base.

11f, the federal share, is also exactly that field based on the required match.

If you have you would be cleaning indirect expenses based on an approved cost allocation plan rather than an indirect cost rate.

For you, you should enter CAP into line 11 box a.

In 11b, you enter 100.

In 11d, enter the total amount of indirect costs.

You note that within approved cost allocation plan you have a dollar amount of approved costs rather than a percent of costs to be approved.

If your CIL does not have an approved indirect cost rate or approved cost allocation plan you leave 11 blank.

You cannot charge indirect costs.

If you don't have an approved cost allocation plan or indirect cost rate you have to obtain one by contacting the Department of Education's indirect cost group. Here at RSA don't provide or approve those indirect cost rates.

The list of indirect cost group contacts by state is available at a website that shows in our PowerPoint slide, and what you can do is cut-and-paste that website, it is quite long.

Cut-and-paste into your browser and it will take you to the list of contacts by state for your indirect costs.

The fourth section of the 425 is reserved for remarks; you should not have any remarks. In section 5 I will turn it over to Felipe Luley.

>> Hello everybody. Thank you Adrienne.

We are reaching the end of the line here, the finishing line.

Basically, this section deals with the certification.

And basically, you would be certifying the section that your CIL has completed and the certifying official has signed a hard copy of your SF-425. 

Also that is true, complete and accurate to the best of your knowledge. And, the signed hard copy will be maintained at the CIL for verification purposes.

Several sub-sections you would name the enter and title of the authorized certifying official, telephone number living area code, telephone extension if any, and the e-mail address.

In line 13d, you select "yes," for signed.

In line 13e, you indicate the date on which your hard copy of the SF-425 was signed.

The final steps, first I want to say that at any point during the process you click "save," before you are ready to submit this to RSA. We are ready to submit to RSA you click on "Mark as complete and submit to RSA." There is a button with that term.

Before doing so we recommend that you click under "validate," to identify any omissions or errors prior to submittal.

The RSA IOS specialist will review the submitted reports and possibly asking follow-up questions or requests for the revisions of your SF-425.

Unlike the 704 reports, RSA does not officially approve your 425s. Instead, RSA marks them as received after satisfied.

Reminders.

Numbers entered by the positive.

If there is nothing to report in a required field you must enter a zero except in the example of the indirect costs, if you don't have a cost allocation plan or indirect cost rate. In the indirect cost section you leave that blank but everywhere else you put a zero if you don't have anything else to put in.

A reminder that the SF-425 for the regular Part C and ARRA Part C must be filed separately.

Next slide.

It includes a link to the RSA MIS website and includes RSA MIS instructions for users who are either already have an ID or users who don't have an ID yet. It also provides instructions for users who may have forgotten their ID or password.

On the next couple of slides, we provide important reminders based on Edgar, designed to ensure that all expenditures of Part C funds reported under SF 425 are allowable. 

This slide indicates that CILs must have written procedures to minimize the time between the drawdown of federal funds and expenditure of those funds. And to ensure the reasonableness, allocability and allowability of expenditures in accordance of federal cost principles and the terms and conditions of your work.

-- Provide specific examples of selected expenditure types, defines allowability and allocability, and guidelines of whether or not they are allowable. All CILs should consult the circular A 122 on a regular basis.

In the next life we talk about Edgar's requirement that all expenditures should have adequate supporting documentation to demonstrate that they were allowable, reasonable and allocable.

The lack of supporting documentation in itself may be grounds for RSA disallowing a CILs expenditures of Part C funds.

Finally on the last page, Tim will describe.

>> On the last page we have the additional resources that are available to you.

For helping you fill out your SF -425 form.

And they are basically the RSA MIS help link, the CIL program SF-425 policy directive, and the model cost allocation plan for CILs, which can help you complete your request for CAP for indirect cost rate.

Again we want to encourage you to contact your independent living unit representative at RSA for any additional assistance you may need.

Again, I also want to emphasize the instructions for completing and submitting the SF-425 for your ARRAR awards will be forthcoming soon.

I want to thank you for joining us today; I will turn it over now to Terry Martin.

>> Thank you Tim, Adrienne, Felipe.

We can entertain a few questions if time will allow us to do that for a little bit here.

If you have a question for any of the three presenters type it into the chat box, lower left-hand corner of the screen in the webinar environment. Type your question, hit "enter", and will be able to voice that question to the total audience.

We will give it a minute and see what questions we get, Tim. If there are any remarks you want to offer, this would be a good time.

Once again, enter your question in the line just below the chat box; hit "enter" and we will collect questions and see what we get.

Our first question is, can you give me the date for the -- ARRA?

>> RSA is not determined the final filing date for the SF-425 because of the days that the ARRA grants were initially funded; some of you will have earlier filing date than other grants. We will have to let you know what the filing date will be for the individual grant that you have. It will be different. It won't be Dec. 31. It will be later than that.

>> When might we be doing a training session for ARRA Sf-425?

>> At this point we don't expect to have a training for this webinar; it would be additional information to supplement this webinar information because the information required for filing for ARRA SF-425 will be similar to what is required for the regular Part-C. The only difference will be the date when you have to report, main difference between the two.

>> Thank you.

Our next question, if we expand all grant funds before the end of the award period, when do we file the 425?

>> The 425 this file at the end of the award period; If you were to expend all funds by February you still file that report as of September 30, due to us by December 31.

Anytime if you spend all of your funds you still file by December 31.

>> In line 6, it is stated that this section will default to "final," I was supposed to leave this is final or change it to "annual" because we are completing the report for a single fiscal year?

>> Because you are awarded your grant in the second or the carryover year you should leave this as "final."

When you file your report, even though it is for a single year, you will be filing a final report. You will believe the default as final.

>> This is Felipe, for ARRA, some will be final, some annual. For regular part C, all are final.

>> And this question, if you have a cost allocation should you complete one before completing the SF-425?

>> The advice is that, if you intend to charge indirect costs, that you file a proposed cost allocation plan or indirect cost rate as soon as possible. However, don't allow that to hold up your submitting the SF-425 on a timely basis.

>> A similar question. Can you explain indirect cost rate again?

Our agency is using CAP, I assume that means cost allocation plan.

>> We suggest you refer those questions to the indirect cost group; RSA does not handle the applications for processing or approval of either kinds of indirect cost rate methods.

>> Our next question. At the RSA site, will be doing two things by December 31 we'll send in our 704 reports and SF-425, is that correct?

>> This is Tim, I believe you can go into the RSA MIS and submit one or save that, and go in and do the other. I believe you can go back and forth between the two reports to work on that. Like Felipe mentioned, you can say them and then going to the other one, and save them, go back and forth that way.

>> Our next question, the ARRA C ending date is Feb. 5, 2013, when is that report due?

>> Will provide more instruction about the ARRA later; hold off on the ARRA 425s for now, but thank you for the question.

>> If the cumulative amount drawn down during the grant period Includes draw downs for the previews grant year, should they be subtracted from the G5 total?

>> Your draw downs - if you - when you go into G5, if you put a start date and end date four draws that occur between Oct. 1 and Sept. 30, that I only show the draw downs for that particular grant year.

If you do have funds drawn for expenses applicable to a prior grant year yes, you would subtract those.

>> Our next question is another question relative to cost allocation plans. What date should we put is the CAP was originally approved in 2006, and we continued using the same plans and then? Giving her state certification every year since 2006.

>> In the past but so grantees to put the end date as the end date of the grant period, Sept. 30, because the cost allocation plan is in place until revised by the department. I asked grantees to put September 30 of the current grant year as the end date.

>> If we spend all the award funds before the end of the year, what date should we put in the cap was originally approved in 2006 - you just said that. My apologies.

The first part of the question.

>> If you use the grant funds is still file a report by Sept. 30 and it is due by Dec. 31.

If you expended your grant funds by February, you still file the report as of Sept. 30 and you into RSA by Dec. 31.

>> I'm not seeing any further questions. Maybe it is a good point to remind those considering a question relative to the ARRA reporting, and the ARRA 425, guidance information directions will be coming forth soon from the independent living unit from RSA, with the particulars relative to the ARRA 425 or the reporting date or information that you need to have. 

>> When we completed our draft 425 did not allow us to enter our EIN. 

We are not sure why for a moment. We are considering the technicalities.

Send an e-mail to technical support; I have not seen that.

Send that through that system, RSA MIS, our technical people will be able to assist you with that.

I am not seeing any further questions come in, Tim. Maybe we provided sufficient information this afternoon to cover everything relative to the importance of reporting the SF-425.

Are there any closing remarks you would like to offer?

>> I don't have anything further; thank you everyone for joining us.

Goodbye.

>> I'd like to remind you as we close this afternoon that the clearinghouse page dedicated to this webinar which is at the mcrtm.org website, select this particular webinar, at the bottom of that page we will of course have the PowerPoint that we used in today's program; tomorrow we will have the archive of the program along with the transcript of the broadcast in its entirety. Those resources will be there. If you have colleagues or other folks of the independent living community that do not dissipate today, let them know that it is available there.

In closing I would like to thank once again Francisco Philibert for his good work this afternoon for providing close captioning services and to our colleagues at the National Clearinghouse for Rehabilitation Training Materials. We invite you to be with us for the upcoming technical assistance webinars and invite you to check the list of webinars that we have done over the last three years for any topics that may be of interest to you as they are all archived as the clearinghouse website. We thank you and we look forward to you joining us at the next RSA technical assistance seminar.

Good afternoon.

