[bookmark: _GoBack]OFFICE OF VOCATIONAL REHABILITATION
REQUEST FOR FUNDS
SECTION I:  GENERAL INFORMATION

NAME:  Organization	DATE OF REQUEST:       
ADDRESS:  Street Address	DOC. #:  4XXXXXXXXX
City, PA  ZIP+4	SAP I.D. #:  XXXXXX
NAME OF PREPARER:  Preparer	RFF (MONTH & YEAR):       
TELEPHONE # OF PREPARER:  (XXX) XXX-XXXX	AMOUNT:       

SECTION II:  ELECTRONIC FUNDS TRANSFER INFORMATION

Bank Name:  Bank   Bank Routing #:  XXXXXXXXX   Account. #:  XXXXXXXXXX   Bank:  XXXX

SECTION III:  CERTIFICATION

I, the undersigned, hereby state that the facts, (documentation, receipts, calculations) set forth in this Request for Funds are true and correct to the best of my knowledge, information, and belief. This report has been drawn in accordance with the terms and conditions of the contract agreement; the data reported is correct; and the amount is not in excess of current needs. I understand that these statements and submissions are subject to the penalties of 18 Pa. C.S. §4904 (relating to unsworn falsification to authorities).

NAME:  Preparer	TITLE:  Title of Signatory


[bookmark: Text15]SIGNATURE:       	DATE:       

Please do not complete any information below this line
-----------------------------------------------------------------------------------------------------------------------------------------
SECTION IV:  SAP CODING  (To be completed by OVR)

	Line #
	GL Acc’t.
	SAP Fund
	Cost Center
	Internal Order
	Amount

	X
	XXXXXXX
	XXXXXXXXXX
	XXXXXXXXXX
	XXXXXXXXXXXX
	

	
	
	
	
	
	

	TOTAL
	



SECTION V:  OVR APPROVAL (To be completed by OVR)

The provider has, to the best of my knowledge, met the conditions of service necessary under contract, has represented accurately funds expended to date, and has projected future funding needs responsibly and consistent with the conditions of the contract.


OVR SIGNATURE:		DATE:		

SEND COMPLETED REQUESTS TO:	OVRGRANTS@pa.gov

Questions/concerns? Please contact:	Name, Analyst
	Office of Vocational Rehabilitation
	Contractor and Grantee Services Division
	1521 N. Sixth Street
	Harrisburg, PA 17102-1104
	(717) XXX-XXXX; xxxxxxxx@pa.gov

REV 2/10/2014

INSTRUCTIONS FOR COMPLETING THE OVR REQUEST FOR FUNDS FORM


SECTION I:  GENERAL INFORMATION

· Business Name, Address, & Telephone Number of Preparer: Must be current as listed in SAP
· Reimbursement Month & Year: Enter the month & year for which you are requesting funds.
· Name of Preparer: Enter name of the preparer.
· Date of Request: Enter the month, day, and year, which this request was prepared.
· Amount: Enter the amount of funds requested.
· Bank Name, Routing Number, & Account Number: Must be current as listed in SAP

SECTION II:  ELECTRONIC FUNDS TRANSFER INFORMATION

· Direct Deposit is required.  If banking information is not correct as listed in SAP, deposit will be delayed.

SECTION III:  CERTIFICATION

· Must be signed by your Program Director or your Chief Financial Officer.

SECTIONS IV & V

· To be completed by OVR.

REIMBURSEMENT AND REFUND GUIDANCE:

· Itemized invoices (including subcontractors) are required for reimbursement of items. Invoices must be legible and include item, date of purchase, cost per item, and quantity purchased.  In addition, you must indicate the line item to be charged against in the grant budget.  If non-grant items are noted on the same invoice, items that are grant-related must be identified.

· OVR reserves the right to request invoices at any time during the grant, or 6 years from termination of the grant.  Failure to provide requested invoices within 30 days may result in an interruption of funding, possible termination of grant, or request for return of funds, as applicable.

· Unless prior written approval has been received by OVR, reported expenditures from the month stated here that are not supported with documentation, as directed, will be subtracted from the currently requested RFF.

· Advanced funds that have not been supported with documentation as requested will be returned to OVR.

· Interest earned and/or program income must be refunded to OVR.

DOCUMENTATION TO BE ATTACHED WITH COMPLETED REQUEST FOR FUNDS FORM:

· Completed RFF Form (electronic format preferred; hard copy is acceptable).
· Budget spreadsheet listing expenditures requesting reimbursement (electronic format preferred; hard copy is acceptable).
· Invoices as described in guidance section above. (electronic format preferred; hard copy is acceptable).
