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POLICY STATEMENT 
Effective cash management is crucial to the financial health of the Coalition. As part of this management 
process, the Coalition must comply with all legal requirements and with generally accepted accounting 
principles while implementing the School Readiness and Voluntary Prekindergarten programs. Included 
in this policy are procedures for governing changes to electronic fund transfers, advanced payments, 
final and supplemental invoices, interest earned, audit disallowances, program income, stale checks, 
and current and prior year refunds.  
 
PROCEDURE 
I. Cash Management Overview 

Effective cash management procedures shall include, but are not limited to: 
A. Exercising control over and accountability for all funds 
B. Maintaining written procedures to minimize the time between transfer of funds and payment of 

allowable costs to subrecipients, vendors, and providers. 
C. Maintaining sufficient cash on hand to prevent any interruption in services 
D. Applying the “allowable, reasonable and necessary test” prior to incurring expenditures. 
E. Avoiding disallowed costs by seeking prior approval for expenditures that require prior 

approval. 
F. Developing and adhering to effective internal fiscal control policies and practices. 
G. Ensuring accurate invoice reconciliation on which to base cash advance requests. 
H. Keeping accurate records and readily available supportive documentation for all expenditures. 
I. Routinely posting to accounting systems to generate up-to-date cash availability data. 
J. Reconciling all accounts in a timely fashion. 
K. Maintaining awareness of cash flow issues, specifically with regard to potential variations in 

cash flow. 
L. Conducting frequent analysis of fiscal needs based on historical experience, taking into account 

events such as holidays, hurricane season, migrant work, and other factors that impact 
enrollment. 
 

II. Electronic Funds Transfers And Warrants  
A. To ensure timely payment is received by providers, the Coalition shall require its subrecipient to 

make all payments using the electronic funds transfer (EFT) system. 
 

III. Advanced Funds For School Readiness (SR) 
A. The Coalition shall request a cash advance for the purpose of being able to successfully 

implement the School Readiness program. The cash advance requested shall be limited to the 
minimum amount needed and shall be timed in accord with the actual, immediate cash 
requirement of the Coalition in carrying out the purpose of the SR program. 45 C.F.R. § 
74.22(b) (2); 45 C.F.R. § 98.60(f).   

B. The timing and amount of a cash advance shall be as close as administratively feasible to the 
actual disbursements by the Coalition and/or its subrecipient for direct program costs and the 
proportionate share of any allowable indirect costs.  45 C.F.R. § 74.22(b) (2). 
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C. To facilitate disbursement of a cash advance for SR funds, the Coalition shall: 

1. Submit an initial cash advance request for a new fiscal year to FOEL before, or within the 
first quarter of, the new fiscal year, in accordance with the invoice format prescribed by the 
most recent version of Florida’s Office of Early Learning Coalition Invoicing Requirements for 
School Readiness Services which can be found at: 
http://www.floridaearlylearning.com/EarlyLearning/OEL_Fiscal_Financialadmnbudget.html. 

2. Base an initial cash advance of SR funds on the projected need to cover the Coalition’s 
immediate cash requirements which should not exceed the anticipated expenses of a thirty 
(30) day period. FOEL will not provide an initial cash advance which exceeds the coalitions 
highest invoice month from the previous fiscal year unless the Coalition can thoroughly 
document the projected need and such need is substantiated by FOEL. The Coalition may 
thoroughly document the projected need by submitting detailed records, such as actual 
enrollment, which demonstrate a significant potential for exceeding expenditures made in 
the highest invoice month from the previous fiscal year. 

3. Complete a monthly reconciliation by comparing the Coalition’s expenditures each month 
against the amount of funding held by the Coalition, including projections for future cash 
needs. The Coalition may not hold more than one (1) month’s expenses in surplus unless 
authorized by FOEL in writing. The Coalition may request an increase or decrease in the 
balance of the cash advance provided by FOEL by completing the School Readiness 
Reimbursement Request Invoice Form. The invoice documentation must include the Cash 
Advance Reconciliation Form to support the increase or decrease request. If at any time the 
advanced amount represents a significant increase over the highest invoice for the previous 
fiscal year, the Coalition must provide sufficient justification, including, but not limited to, the 
Coalition’s spending plan or other internal projections supporting the Cash Advance 
Reconciliation Form. FOEL may permit a Coalition experiencing unusual circumstances to 
maintain funds in excess of the highest invoice for the previous fiscal year. 

4. Manage its cash and repayment of the advanced funds by offsetting the advance against 
invoices for expenditures to ensure that the Coalition has fully expended all advanced funds 
before the end of the fiscal year and that the Coalition is not required to submit repayment 
to FOEL.  If the Coalition has not fully expended all advanced funds at the end of a fiscal 
year (i.e. there are not sufficient expenditures on the final invoice to offset the advance 
payment), the Coalition must prepare its final invoice for the fiscal year and submit the 
School Readiness Reimbursement Request Invoice indicating the difference between the final 
invoice amount and the balance of the advanced funds.  

5. The Coalition must submit a check for the amount of the unexpended advanced funds, made 
payable to FOEL. The Coalition may not receive a School Readiness advance until all School 
Readiness advances from the previous fiscal year have been repaid. Refunds submitted 
after 
June 30th for the prior fiscal year will not restore or create certified forward budget. 
 

IV. Program Income 
A. All program income earned during the year shall be recorded on the books of the Coalition as 

restricted funds, subject to the same terms and conditions, and compliance requirements of the 
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award funds used to generate the program income.  Program income is defined as “gross 
income earned by the recipient that is directly generated by a supported activity or earned as 
a result of the award” [2 C.F.R. § 215.24] Examples of program income include: 
1. Fees from services performed.  This would include fees earned from training events 

conducted by the Coalition for education of providers, parents, or others in the community 
about the School Readiness or Voluntary Pre-kindergarten education programs. 

2. Use or rental of real or personal property acquired under federally funded projects 
3. Use of commodities or items fabricated under an award.  This would include any curriculum 

or other products developed with award funds. 
4. License fees and royalties on patents and copyrights. 
5. Interest earned on advances that is not required to be returned to FOEL.   

B. Any program income earned by the Coalition within a month must be used to cover allowable 
expenditures within that month or the following month prior to the expenditure of any federal 
funding.  Prior approval from FOEL is required for the Coalition request to hold program 
income funds for more than one month.  No requests can be approved beyond the grant award 
year in which the program income was earned. 

 
V. Undeliverable, Returned And Stale Dated Checks 

A. The Coalition issues payments to vendors and providers as part of its regular business practices.  
When issued payments are returned as undeliverable or delivered and not cashed by the 
vendor/payee (a stale dated check), the Coalition shall exercise due diligence in attempting to 
find the vendor or provider in order to effect payment. Steps to address the proper handling of 
outstanding checks shall include: 
1. If a check should remain outstanding after sixty (60) days, the Coalition shall contact the 

vendor/payee either via phone, email or letter to determine the status of the outstanding 
check. 

2. Appropriate documentation shall be kept in the Coalition’s records to show the follow-up by 
Coalition staff regarding efforts made to resolve the outstanding check(s). This may include, 
but not be limited to, hand written documentation, email or formal mail correspondence.  

3. If a check should remain outstanding After 180 days, the Coalition shall cancel that check. 
4. The Coalition will record the cancelled check in a liability account until it is paid back to 

FOEL or reissued and cashed by the original vendor/provider. 
5. Should the Coalition be unable to locate the vendor/provider after an extended period of 

inactivity on the Coalition books and after exercising due diligence to locate the vendor or 
provider, the Coalition shall report and remit these funds to the Florida Department of 
Financial Services (DFS) as unclaimed property in accordance with Chapter 717, Florida 
Statutes. The procedures for reporting and remitting unclaimed property to DFS can be 
found in the “Florida Unclaimed Property Reporting Instructions Manual” (DFS-A4-1992). 
This manual can be found on-line at: 
https://www.fltreasurehunt.org/jsp/reportUnclaimedPropertyTabs/ReportUnclaimedPropTa
b. Jsp 

 
 

https://www.fltreasurehunt.org/jsp/reportUnclaimedPropertyTabs/ReportUnclaimedPropTab
https://www.fltreasurehunt.org/jsp/reportUnclaimedPropertyTabs/ReportUnclaimedPropTab
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6. During the dormancy period and prior to remittance to the Bureau of Unclaimed Property, 
the Coalition shall appropriately identify the returned/unissued payments in their accounting 
records. 

 
VI. Coalition Advance Payments For The Voluntary Prekindergarten Education (VPK) Program 

A. To facilitate a cash advance for VPK funds, the Coalition shall: 
1. Request a VPK Coalition advance payment calculated in accordance with the formula in rule 

6M-8.205, F.A.C. The Coalition may submit an advance request in accordance with the 
invoice format prescribed by the most recent version of Florida’s Office of Early Learning 
Coalition Invoicing Requirements for VPK Services which can be found at: 
http://www.floridaearlylearning.com/EarlyLearning/OEL fiscal financialadmnbudget.html 

2. Reconcile the advance payment to the Coalition’s immediate cash needs using the VPK 
Coalition Advance Payment and Reconciliation Form of the VPK Reimbursement Request 
Invoice. 

3. Manage its cash and repayment of the advance payment by offsetting the advance against 
invoices for expenditures to ensure that the Coalition has fully expended the entire advance 
payment before the end of the fiscal year and that the Coalition is not required to submit 
repayment to FOEL.   

NOTE: In accordance with rule 6M-8.205, F.A.C., FOEL retains the discretion to increase or 
decrease the amount of Coalition advance payment based on student enrollment projections 
or availability of funds. 

4. If the Coalition has not fully expended an advance payment at the end of a fiscal year (i.e. 
there are not sufficient expenditures on the final invoice to offset the advance payment), the 
Coalition shall prepare its final invoice for the fiscal year and submit the VPK 
Reimbursement Request Invoice indicating the difference between the final invoice amount 
and the balance of the advanced funds.  

5. The Coalition shall submit a check for the amount of the unexpended advance payment, 
made payable to FOEL. The Coalition may not receive a VPK advance until all VPK 
advances from the previous fiscal year have been repaid. Refunds submitted after June 
30th for the prior fiscal year shall not restore or create certified forward budget.   

6. The Coalition shall calculate and reconcile advance payments to private providers and 
public schools in the VPK program and address provider overpayments in accordance with 
Rule 6M-8.205, F.A.C. Rule 6M-8.205(5)(a).  

7. The Coalition shall make reasonable efforts in collecting an overpayment from a provider. If 
the Coalition has performed due diligence and is owed money by a provider at the end of 
the fiscal year due to unrecovered provider overpayments, the Coalition may invoice FOEL 
on the final (13th) invoice for the delinquent amount. The Coalition shall prepare its final 
invoice for the fiscal year and submit the VPK Reimbursement Request Invoice indicating the 
final invoice amount and ensuring that the request is marked as the final invoice.  

8. The Coalition shall include supportive detail of funds owed to the Coalition by each 
delinquent provider as identified by the Coalition. When debt is collected by the Coalition, 
the Coalition shall submit a check to FOEL at their address along with a supplemental invoice 
indicating a prior year adjustment. 

 

http://www.floridaearlylearning.com/EarlyLearning/OEL
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VII. Interest Earned On Advance Funds 
A. The Coalition shall maintain all funds received from FOEL, including any advanced funds, in an 

interest bearing account, unless one of three following conditions applies: 
1. The recipient receives less than $120,000 in awards per year. 
2. The best reasonably available interest bearing account would not be expected to earn in 

excess of $250 per year on cash balances. 
3. 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. 
B. The Coalition shall remit interest earned on federally funded advances (i.e., School Readiness 

funds) to FOEL at least quarterly.  The Coalition shall also ensure its subrecipient comply with 
applicable laws, rules and regulations regarding interest income from advanced grant funds. 

C. The Coalition shall keep interest amounts up to $500 per year for administrative expenses. 45 
C.F.R. § 92.21(i).  Anything earned over the $500 shall be returned to FOEL.   

D. If the Coalition keeps interest amounts for administrative expenses, the Coalition shall reflect the 
interest retained on the SR Reimbursement Request Invoice Form. The Coalition shall use the 
funds to offset administrative reimbursements (billed to OCA - 97BBA) on the invoice during the 
period that the allowable interest is retained. 

E.   The Coalition shall return interest income on VPK funds to FOEL in accordance with Section 
216.181(16), F.S., and paragraph 5 of the grant agreement. 

F.  Each quarter, the Coalition shall calculate the interest earned throughout the program year on 
unexpended School Readiness and/or VPK funds in the Coalition’s interest-bearing account. The 
Coalition shall keep documents such as bank statements to support the interest-income 
calculation and make these documents available for audit or monitoring purposes. The interest 
must be calculated separately for each program (i.e., School Readiness or VPK). Earned interest 
must be returned by check made payable to FOEL within thirty (30) calendar days after the 
end of each quarter. The remittance detail must identify the fiscal quarter and the interest 
payment attributable to each program. 

 
VIII. PREPAID COSTS 

A. The Coalition does not allow prepayment of goods and services and as such, has not established 
procedures to properly process and track prepayments. 

 
 
PARTIES AFFECTED 
Finance Director, Chief Executive Officer 
 
ASSOCIATED DOCUMENTS / FORMS 
School Readiness Reimbursement Request Invoice Form; VPK Coalition Advance Payment and 
Reconciliation Form; VPK Reimbursement Request Invoice 
 
 
 
 


