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MEMO: AP17-03     Categories:  Cash Management 

 
DATE:  November 28, 2017 
 
TO:  WDB Directors 
  WDB Chairpersons 
  WDB Fiscal Directors 
  WIOA Program Managers 
  DOL Job Center Directors 
  DOL Field Managers 
 
FROM:  Mark Polzella 
  Unit Manager 
  CTDOL - WIOA Administration 
   
SUBJECT: Cash on Hand 
_____________________________________________________________________________ 

 
 

References: as may be updated or revised by the United States government from time to time 

Workforce Innovation and 
Opportunity Act (Public Law 
113-128) 

https://www.gpo.gov/fdsys/pkg/PLAW-113publ128/pdf/PLAW-
113publ128.pdf 
 

Workforce Innovation and 
Opportunity Act Final Rule Joint 
(20 CFR 676-678, 34 CFR 361, 
and 34 CFR 463) 

https://www.gpo.gov/fdsys/pkg/FR-2016-08-19/pdf/2016-15977.pdf 
 

https://www.gpo.gov/fdsys/pkg/PLAW-113publ128/pdf/PLAW-113publ128.pdf
https://www.gpo.gov/fdsys/pkg/PLAW-113publ128/pdf/PLAW-113publ128.pdf
https://www.gpo.gov/fdsys/pkg/FR-2016-08-19/pdf/2016-15977.pdf
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Workforce Innovation and 
Opportunity Act Final Rule, 
Department of Labor (20 CFR 
603, 651, 652, et al) 

https://www.gpo.gov/fdsys/pkg/FR-2016-08-19/pdf/2016-15975.pdf 
 

Uniform Administrative 
Requirements, Cost Principles, 
and Audit Requirements for 
Federal Awards (2 CFR 200) 

https://www.ecfr.gov/cgi-bin/text-idx?node=2:1.1.2.2.1&rgn=div5 

See: 

2 CFR 200.30 Financial management 

2 CFR 200.305 Payment 

2 CFR 200.326 Contract provisions 

2 CFR 200.327 Financial reporting 
 

31 CFR 205 http://www.ecfr.gov/cgi-bin/text-
idx?c=ecfr&SID=c822b8a49032cff42a1e969c7734866b&rgn=div5&vi
ew=text&node=31:2.1.1.1.5&idno=31  

 

1. The Workforce Development Boards (WDBs) and their subcontractors shall minimize the 
time elapsing between receipt and disbursement of WIOA funds in order to maintain only 
the minimum cash balance, in accordance with federal requirements.   

2. Cash advances by the CT Department of Labor (CTDOL) to WDBs shall be limited to the 
minimum amounts needed (including a proportionate share of any allowable indirect costs) 
by WDBs to carry out the purpose of the approved program or project.  

3. WDBs shall provide reasonable documentation to show that the expenditures for which 
such cash is requested are immediate, appropriate and necessary.  

4. WDBs and their subcontractors shall maintain an adequate system of internal controls to 
safeguard cash in accordance with federal guidelines and standards for financial 
management systems.   

5. The timing of any such cash advances shall be tied, as closely as is administratively 
feasible, to the WDBs’ actual, immediate cash disbursement needs. 

6. WDBs shall manage cash requests to allow for timely execution of subcontracts, without 
holding excess cash-on-hand.    

Cash Management Practices: 

WDBs shall implement effective “cash forecasting” systems and procedures that identify specific 
cash needs within a defined time period linked to the disbursement cycle including, but not limited 
to the following: 
1. Implementation of ongoing, continuous projection of cash needs so that cash is received as 

closely as possible to the time of actual cash disbursement; 
2. Implementation of proper accounting procedures to segregate federal grant funds, state 

funds, and private funds -- on a grant and project basis; 
3. Written procedures, as required by the CTDOL WIOA contract, for maintaining and 

monitoring the minimum amount of cash on hand necessary to efficiently improve the timing 
and control of disbursements; and 

https://www.gpo.gov/fdsys/pkg/FR-2016-08-19/pdf/2016-15975.pdf
https://www.ecfr.gov/cgi-bin/text-idx?node=2:1.1.2.2.1&rgn=div5
http://www.ecfr.gov/cgi-bin/text-idx?c=ecfr&SID=c822b8a49032cff42a1e969c7734866b&rgn=div5&view=text&node=31:2.1.1.1.5&idno=31
http://www.ecfr.gov/cgi-bin/text-idx?c=ecfr&SID=c822b8a49032cff42a1e969c7734866b&rgn=div5&view=text&node=31:2.1.1.1.5&idno=31
http://www.ecfr.gov/cgi-bin/text-idx?c=ecfr&SID=c822b8a49032cff42a1e969c7734866b&rgn=div5&view=text&node=31:2.1.1.1.5&idno=31
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4. Scheduling disbursement cycles to coincide with the receipt and payout of cash by: 
a. determining cash needs using estimated check (bank) clearance dates rather than 

dates of disbursement; 
b. controlling payables and the timing of payments to coincide with the receipt of cash 

from CTDOL;  
c. scheduling payables for specific dates to improve cash management efficiency; 
d. waiting for actual invoices before paying training costs; and 
e. requesting cash only when obligations require actual payment. 

Regarding the implementation of accurate cash forecasting, please note all of the following: 

1. Net Payroll/Payroll Taxes/Fringe Benefits  

a. Net payroll -- not gross salaries and wages -- should be used for cash forecasting 
purposes.    

b. If payroll deductions, payroll taxes and/or fringe benefits (e.g., retirement, medical 
insurance, FICA, and workers' compensation) are disbursed at a different time than 
the payroll dates, cash must not be requested until the actual cash disbursement date 
is imminent.  

2. Accrued expenses  

a. In general, accrued expenses will exceed the amount of cash received and requested.   
b. Cash is not needed to accommodate an accrued expenditure until an invoice has 

been received requiring actual, immediate cash payment to be made. 

3. Obligations 

a. Incurring an obligation does not require cash.   
b. Cash is only needed at the time that a cash disbursement is scheduled to be made to 

liquidate an obligation. 

4. Other cash  

Before requesting additional cash, WDBs shall disburse funds available (to the extent 
available) from:  
a. program income (including repayments to a revolving fund);   
b. rebates;   
c. refunds;   
d. contract  settlements;   
e. audit recoveries; and/or 
f. interest earned on such funds.   

Cash Management Procedures: 

1. WIOA Contract Issuances 

Upon receipt of the USDOL ETA TEGL (Training and Employment Guidance Letter) -- 
typically in March or April prior to the start of the Program Year: 

a. CTDOL will calculate the WIOA allocations by WDB and funding stream (Adult, 
Dislocated Worker, Youth) and issue a contract package in April;  

b. WDBs must submit such contract packages to CTDOL by the due date indicated in 
the contract issuance;  

c. WDB adherence to all CTDOL contract requirements and submissions without 
errors will achieve expedited contract approvals.   
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2. Notice of Fund Availability (NFA)  

Upon receipt of a Federal Notice of Obligation (NOO) from the USDOL ETA and CTDOL’s 
calculation of allocations according to the applicable TEGL, the CTDOL will issue a Notice 
of Fund Availability (NFA) and Form WIOA-6 Request for Funds to the WDBs.  For each 
WDB, the NFA shall specify: 
a. the year of appropriation; 
b. the WIOA funding stream; 
c. the CFDA (Catalog of Federal Domestic Assistance, https://www.cfda.gov/) number; 
d. the aggregate of all funding streams corresponding to the approved maximum contract 

amount; and 
e. the status of open and closed contracts. 

Availability of funds when both of the following occur:  
o within 30 days of ETA allocation of funds, and 
o upon CTDOL Business Management’s verification of actual receipt of federal funds 

into CTDOL accounts. 

 
Funds cannot be drawn down until the funding contract is fully executed including approval 
by the CT Office of the Attorney General, and only then may invoicing begin.  

3. WDB request for and receipt of WIOA funds  

WDBs shall: 
a. complete Form WIOA-6 Request for Funds: 

i. according to the attached instructions; and  
ii. without altering or changing the embedded formulas; 

b. complete the WIOA-6 Request for Funds supporting schedules entitled: 
i. Cash Expenditures to Date; and  
ii. Cash Needs for this Request; 

c. if requested by CTDOL, provide a current Trial Balance, Bank Statement, General 
Ledger, financial reports, or other documentation substantiating the Form WIOA-
6 Request for Funds; 

d. time the Form WIOA-6 Request for Funds in accordance with actual, immediate 
cash disbursement requirements in carrying out the purposes of WIOA; 

e. only request funds: 
i. for delivery as closely as possible to actual payout through the WDB’s 

disbursement process; 
ii. that are authorized by the appropriate NFA; and 
iii. to pay costs which are allowable, allocable, reasonable and documented;  

f. have the WDB’s authorized contract signatory sign and date the Form WIOA-6 
Request for Funds, or delegate such signature authority to another by submitting a 
designation of signature authority to CTDOL which meets all the following criteria: 
i. in writing; 
ii. signed and dated by the contract signatory; and  
iii. in force and on file at CTDOL prior to any request for funds; and 

g. submit the Form WIOA-6 Request for Funds electronically by e-mail attachment to 
CTDOL at CTDOLWorkforceAdmin@ct.gov. 

4. A Form WIOA-6 Request for Funds submitted by a WDB may be rejected by CTDOL and 
not processed (until resolved to CTDOL’s satisfaction) if the Form WIOA-6: 
a. is submitted with unacceptable entries, 

  

https://www.cfda.gov/
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b. reveals there to be excess cash-on-hand, and/or 
c. is submitted without requested or acceptable supportive documentation. 
 
CTDOL will notify any WDB regarding rejection of an unsatisfactory Form WIOA-6 Request 
for Funds within five (5) business days of CTDOL receipt of such Form WIOA-6.  

5. Upon CTDOL’s approval of a Form WIOA-6 Request for Funds, the WDBs are required to 
comply with all of the following. 
a. Deposit funds received via CTDOL Electronic Funds Transfer (EFT) or Automatic 

Clearing House (ACH) into an authorized, insured (and if required, interest-bearing) 
bank account.   

b. If a new bank account needs to be established, the WDB will provide CTDOL with: 
i. a letter signed by the authorized contract signatory or designee; and 
ii. a check marked “VOID“ (if for deposit of WIOA grant funds).   

c. The WDB shall provide the following information to CTDOL in order for CTDOL to 
deposit funds: 
i. the name of the bank; 
ii. bank address; 
iii. bank account number; and   
iv. transit routing number of the bank. 

d. Disburse cash in accordance with the Cash Needs for this Request form submitted 
by the WDB for the approved Form WIOA-6 Request for Funds; and 

e. Fully expend the cash received (exclusive of processing lead times) before initiating a 
new cash request. 

6. Funds requested by WDBs and approved by CTDOL shall be electronically transferred by 
the CT Office of the State Comptroller into the designated WDB account within three (3) to 
(five) 5 business days after receipt and approval of an acceptable Form WOIA-6 Request 
for Funds.  

7. Deposited funds: 
a. shall be held by each WDB in a financial institution that is insured by at least one of 

the following: 
i. the Federal Deposit Insurance Corporation (FDIC); or 
ii. the Federal Savings and Loan Corporation (FSLC); or 
iii. the administrator of the National Credit Union (NCU); and 

b. shall, pursuant to 2 CFR 200.306, be held in an interest-bearing account, UNLESS: 
i. the non-Federal entity receives less than $120,000 in Federal awards per year; 

or 
ii. the best, reasonably-available, interest-bearing account would not be expected 

to earn interest in excess of $500 per year on Federal cash balances; or 
iii. 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. 

8. Pursuant to the Uniform Administrative Requirements, Cost Principles, and Audit 
Requirements for Federal Awards, the local WDBs shall adhere to the following as to any 
and all interest earned on WIOA Title I funds. 
a. Interest income earned on funds received under WIOA Title I must be included as 

program income. Program income means: 
i. gross income earned by the non-Federal entity that is directly generated by a 

supported activity; OR 
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ii. earned as a result of the Federal award during the period of performance except 
as provided in 2 CFR 200.307(f). 

b. Under WIOA, program income includes all of the following: 
i. Receipts from goods or services provided (including conferences) as a result of 

WIOA-funded activities;  
ii. Funds provided to a service provider under WIOA that are in excess of the costs 

associated with the services provided; 
iii. Interest income earned on any WIOA funds received; and 
iv. Any excess of revenue over costs incurred for services provided by a 

governmental or non-profit entity. 
c. All program income earned under WIOA Title I grants may be retained only if the 

income is used to continue to carry out the program.  
d. When the cost of generating program income has been charged to the program, the 

gross amount earned must be added to the program in which it was earned.  
e. The cost of generating program income MUST be subtracted from the amount earned, 

to establish the net amount of program income available for use under the grants, 
when these costs have not been charged to the program. 

 
Please direct any questions to the CTDOL WIOA Administration Unit at (860) 263-6590. 
 


