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INSTRUCTIONS FOR CASH ADVANCE REQUESTS

All subgrantees will submit one copy of the Cash Advance Request form for a specified project within the approved subgrant application.  This form must be completed fully with appropriate back-up documentation attached.  Advanced funds must be fully expended within 60 days.  After 60 days, any unspent funds must be returned to DEMHS immediately.  DEMHS Grants reserves the right to deny any cash advance request deemed inappropriate.  Please contact your grant program manager with any questions you may have.

1. Enter the name and address of the sub-grantee (where the check will be mailed).

2. Enter the sub-grant number.

3. Enter the project title from the sub-grant budget.

4. Select appropriate funding source from the pull-down menu.

5. Enter the total amount of the sub-grant allocation for this funding source.

6. Enter the total amount of funds expended to date for this funding source.

7. Enter the balance of funds available for this funding source (Line 5 minus Line 6).

8. Enter the amount of cash requested for advance per this request. This amount must not exceed the balance of funds available for this funding source (Line 7).

9. Enter the date you are requesting the cash advance in block one. Block two should be no more than 60 days after the date in block one.

10. Describe the proposed project activities in the fill-in block. 

11. Describe anticipated benefit of the proposed project activities.

12. Attach a detailed memo or purchase order equal to the amount of the cash advance requested.  Include the antipated delivery date of the desired goods or services.

At the end of the 60-day period, you must complete a Financial Reporting Form demonstrating that funds have been expended.  Attach copies of the paid invoices and cancelled checks.  Any unspent funds must be returned to DEMHS immediately.  Failure to follow this process will result in the denial of future cash advance requests.

Please submit this signed request to:

Department of Emergency Services & Public Protection
1111 Country Club Road, Third Floor North 
Middletown, Connecticut 06457
Original Signature Required - Fax copies will not be accepted.
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SIGN     H E R E    
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Cash Advance Request Form for Sub-Grantees

Revised March, 2015
	1.
	Name & address of sub-grantee:
	     

	
	
	     
	FOR DEMHS USE ONLY

	
	
	     
	PO #:
	

	
	
	     
	
	

	2.
	Sub-Grant #:
	     
	

	3.
	Project Title:
	     

	4.
	Select Funding Source:
	 FORMDROPDOWN 
  FORMDROPDOWN 


	5.
	Sub-grant Allocation Amount
	     

	6.
	Total Expended to Date:
	     

	7.
	Balance of Funds Available:
	     

	8.
	Amount of cash requested:
	      (Cannot exceed balance of funds available on line 7)

	9.
	Cash request for the period of       through       (not to exceed 60 days)


	10.
	Describe the proposed project activities for which funds are requested.

     


	11.
	Describe the anticipated benefit of the proposed project activites.  Be sure to include a statement indicating what extent the project enhances the emergency management, prevention, response, or mitigation capabilities in your jurisdiction.

     


	12.
	Attach a copy of the detailed memo or purchase order equal to the amount of cash requested, including an anticipated delivery date of the desired goods or services as described in item #10 above.  If submitting a memo, please include the vendor name, items, and prices.















�
�
�
�
�
�
Project Director or Financial Officer


 (Sign and Print)�
�
Chief Elected Official


(Sign Only)




















�
�
Date�
�






______         �       Please confirm the statement below by initialing: 





The Sub-Grantee has confirmed the eligibility status (via Sam.gov) of all vendors/contractors included in this cash advance.  The vendors and contractors do not appear on the Sam’s Exclusion List.  











