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I. Cash Management General Provisions – Payment  
A. Pursuant to Part 200.302 (a) of the 2 CFR, all recipient and subrecipient financial 

management systems, including records documenting compliance with Federal 
statutes, regulations, and the terms and conditions of the Federal award, must be 
sufficient to permit the preparation of reports required by the terms and conditions; 
and tracking expenditures to establish that funds have been used in accordance with 
Federal statutes, regulations, and the terms and conditions of the Federal award. 

 
B. In general, payment methods for non-federal entities other than states must minimize 

the time elapsing between the transfer of funds from the United States Treasury or the 
pass-through entity and the disbursement by the non-federal entity, whether the 
payment is made by electronic funds transfer, issuance or redemption of checks, 
warrants, or payment by other means. Financial management systems that meet the 
standards for fund control and accountability must be implemented and maintained as 
established by Federal statutes. 

 
C. Established or implemented methodologies or procedures must minimize the time 

elapsing between the transfer of funds received from Workforce Connections and the 
disbursement by sub-recipients, whether the payment is made by electronic funds 
transfer, issuance or redemption of checks, warrants, or payment by other means.  

 
II.  Guidelines intended to minimize sub-recipients' cash on hand  

A. Pursuant to established requirements as they relate to the handling of federal funds, 
each recipient of Federal financial assistance must have sufficient administrative and 
financial management systems in place that provide adequate internal controls for the 
safeguard of awarded funds. These systems shall be designed to, at a minimum, 
ensure: 
1. Compliance with federal laws, regulations, state policies, local policies,  
2. Compliance with the terms and conditions of sub-award agreements, 
3. The effectiveness, efficiency, and accuracy of financial procedures, 
4. Awarded funds are only expended for authorized purposes and in accordance with 

applicable cost principles, 
5. Overall operational activities conform to applicable laws, regulations, or policies. 

 
B. Sub-recipients may obtain advance funds from Workforce Connections as needed or 

necessary for disbursement. For a sub-recipient to receive cash advances, the sub-
recipient must demonstrate that it maintains both written procedures that minimize 
the time elapsing between the transfer of funds and disbursement by the sub-recipient, 
and financial management systems that meet the standards above-expressed. 
 

C. In establishing and implementing strong systems of internal controls, sub-recipients 
shall take into consideration the following principles: 
 Adherence to GAAP and fundamental legal and contractual requirements. 
 Data and supporting documentation must be accurate, complete, and traceable to a 

level of detail that establishes full compliance with established data management 
and record retention requirements. 

 Promote and enforce a comprehensive approach and environment for the 
separation of duties, accountability, and the security of the financial system. 

 Take all reasonable efforts for the safeguarding of assets, records, and confidential 
information.  

 Written policy and procedure.  
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III. Cash Advances and Request Procedures  
Cash-related data, information, or record(s) must be traceable to a level of detail that will 
ensure full compliance with allowable costs, data recording, and record retention 
requirements. 
 
A. Limit on cash advances 

Advance payments to a sub-recipient must be limited to the minimum amounts needed 
and be timed to be in accordance with the actual, immediate cash requirements of the 
sub-recipient in carrying out the purpose of the approved program or project. The 
timing and amount of advance payments must be as close as is administratively 
feasible to the actual disbursement by the sub-recipient for direct program or project 
costs and the proportionate share of any allowable indirect costs. The sub-recipient 
must make timely payment to vendors or contractors in accordance with the sub-award 
agreement provisions. 

 
B. As cash distribution policies and practices vary from organization to organization, it is 

not possible to specify one time period against which all sub-recipient’s cash balances 
can be measured to determine if the requirement of immediate cash needs has been 
met. Cash should not be requisitioned for delivery before the last day it can be received 
for timely payout through a given organization’s cash disbursement process.  
 

C. Cash advance requests 
1. Advance requests must be submitted to Workforce Connections using the Cash 

Forecast request form.   
2. Accurate and complete information will facilitate the prompt processing of such 

requests.  
3. Submitted requests for cash advancement will be processed within five business 

days after funds are received from the State.1  
4. Workforce Connections may request additional information as determined 

necessary or appropriate while processing or prior to the disbursement of 
requested funds.  

 
D. Additional guidelines 

1. Unless submitted in compliance with the requirements of this section, the request 
will not be processed for payment. 

2. A separate bank account is not required to separate cash advances against other 
awarded funds from Workforce Connections or to separate such funds from other 
funds.  

3. Applicable and clear procedures must be established and implemented for the 
proper safeguard and accounting of awarded funds, regardless of the banking 
structure.  

4. Sub-recipients shall maintain cash advances in an interest-bearing account, unless 
the following applies: 

a) Sub-recipient receives less than $120,000 in Federal awards per year 
b) The best reasonably available interest-bearing account would not be expected to 

earn interest in excess of $250 per year on Federal cash balances 
c) The depository would require an average or minimum balance so high that it 

would not be feasible with the expected cash resources. 
 

 
1 Workforce Connections requests funds from the State every week. 
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5. Any funds received in advance shall be used exclusively for the purpose of the 
approved program or project. Approved cash advances do not provide a waiver of 
established uniform administrative requirements and applicable uniform cost 
principles found at 2 CFR Part 200.   

 
6. Workforce Connections may establish other systems of control and/or procedures 

as may be necessary to ensure proper disbursement of, and accounting for, 
advanced funds to its sub-recipients. 

 
IV. Right to Withhold 

A. Workforce Connections reserves the right to withhold all or part of any reimbursement 
payable to a sub-recipient as a result of deficiencies identified. A written notice shall be 
given to the sub-recipient identifying the deficiencies that must be addressed and 
corrected, as applicable or appropriate. 
 

B. Instances under which the withholding of funds may occur: the list is not all-inclusive: 
1. Lack of compliance with applicable laws, regulations, or policy, and the terms and 

conditions as expressed on the sub-award agreement, 
2. The sub-recipient has neglected, failed, or refused to provide information or 

cooperate with any inspection, audit, or review of its program(s), work, or records, 
3. The sub-recipient has not adequately itemized or documented its requests for 

payment,  
4. The sub-recipient holds an outstanding balance of funds payable to Workforce 

Connections directly related to disallowable costs, and 
5. It has been determined that the sub-recipient failed to comply with its contractual 

responsibilities or obligations. 
 

C. Workforce Connections reserves the right to deny any or all cash advance requests at 
any time if determined necessary, or if it is in the best interest of the Local Workforce 
Development Board (LWDB).  

 
D. Workforce Connections reserves the right to request repayment of previously 

approved/executed advances if it is determined that these were not expended in a 
timely manner, within 60 days of receipt from Workforce Connections. 

 
E. The sub-recipient is fully responsible for repaying Workforce Connections, out of its 

non-federal funds, any amount found to be disallowed or unauthorized for which 
Federal or State funds have been claimed and payment received, or for any expenses 
incurred for which the sub-recipient lacks adequate support documentation of 
payment in compliance with established requirements. 

 
V. Access to Records - Inspection and Audits 

A. The sub-recipient must maintain, in compliance with all applicable laws or regulations, 
and GAAP, full, true, complete, and accurate records, including but not limited to, 
financial, administrative, property, and agreements, statistical, and program 
participants records, as they must be available for inspection or review by the United 
States Government, State Government, Workforce Connections, or any of their 
authorized representatives upon request.  
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B. All records, whether written, electronic, computer-related, or otherwise, including, but 
not limited to, relevant accounting procedures and practices of the party, financial 
statements and supporting documentation, and all work product-related 
documentation, shall be subject at any time to inspection, examination, review, audit, 
and copying at any office or location where such records may be found. This may occur 
with or without notice by Federal agencies, State auditors, or designated staff, 
Workforce Connections staff, or any of their authorized representatives.  

 
C. Consistent with established requirements, the Federal awarding agency, the Inspector 

General, Comptroller General of the United States, or any of their duly authorized 
representatives, have the right of timely and unrestricted access to any books, 
documents, papers, or other records (including electronic writings and records) of 
recipients, sub-recipients, vendors, and others that are pertinent to the award, to make 
audits, examinations, excerpts, transcripts and copies of such documents. This right 
also includes timely and reasonable access to a recipient/sub-recipient’s personnel for 
the purpose of interviewing and discussion related to such documents. For WIOA Title 
I recipients/sub-recipients, the Director – Office of Civil Rights has the same rights of 
access described above per the requirements of Title 29 of the Code of Federal 
Regulations Part 37. The rights of access mentioned in this paragraph are not limited 
to the required retention period but shall last as long as records are retained.    
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