INSTRUCTIONS FOR COMPLETING THE FINANCIAL REPORT FORM
Financial Reports must be submitted to request an advance of funds, report on expenditures of an advance, request reimbursement of funds, as a quarterly report (required even if there were no expenses), or a final report (closing) on a grant.
Complete the Grantee/Sub-Grantee name and address; grant title; grant/allocation number of the grant being reported on; report number (consecutive); and the period covered by the report (not the award period). 
Check the appropriate box:  
Request for advance of grant funds, which may be used only if the total expense is over $2,000, and must be accompanied by a dated purchase order, invoice, or quote.
Report on expenditures of advance showing the actual expenditure of the advanced funds.  This report is due within 30 days after the date of the advanced check and proper back up applies.  If the amount advanced is more than the amount spent or the advanced amount is not spent within 30 days, the unexpended funds are to be returned to the SERC within 45 days of the date of the check.  If the amount spent is more than the amount requested in the advance, the additional amount may be requested on this form (mark report on expenditure and request for reimbursement) with a brief explanation.  When filing this report, transfer the amount on Line #2, or Line #5 as appropriate, to the appropriate Category(s) in the Report on Advance column in the Budget Summary below.
Request for reimbursement may be made as frequently as necessary with proper back up.
Quarterly Reports are required by 30 days following the end of a fiscal quarter if no financial report has already been submitted during the quarter. If no expenditures have been made during the quarter, a report must still be submitted including an explanation as to why grant funds have not being spent.
Final Report will document there are no further expenditures to be made from this grant. The grant will be closed, no further financial reports are necessary, and all remaining funds will be de-obligated.  If not submitted during the award period, it is due within 45 days of the end of the grant.
Proper back-up documentation consists of:  A Financial Report form, Breakdown of Expenditures form, appendix F-3 (an itemized spreadsheet may be acceptable if it contains all required information), invoices or bills, and proof and date of payment.
Status of Funds section
All of these items are “protected” and are programmed to be completed automatically from entries made in the Budget Summary below with the exception of Lines #2 and #5.
Line 2 reflects the total amount of advance requested. This amount need not be entered below at this time.  
Line 5 reflects the total amount previously advanced.  A report of expenditure on this advance has not yet been filed, but another advance or a request for reimbursement is being made with this report.
Budget Summary section
A Grant may have a variety of categories awarded.  This section of the form reflects the breakdown of funds by Category.  These figures will not change unless a Grant Change Request is approved.  Each category of a grant is reported separately on the same report form for that grant. The total of the “Budgeted Amounts” column must equal the amount as listed on the SERC Grant/Allocation Award.  Grantees/Sub-Grantees may spend more than is awarded in the grant by supplementing funds from other resources.  In this case, include the additional amount in the “Match” line of this section.  This match amount will not to be included in any of the form totals.
Prior to making ANY entries in the “Current Period …” column, transfer any figures in this column to the left into the Previously Reported column.  All appropriate updates and totals are programmed be made automatically.  If you have any difficulties, contact the SERC Grants and Projects Analyst for assistance.  
Total reimbursement/report on advance is the amount to be reimbursed or the advance being reported on with this report.  If expenditures exceed the amount advanced, you may request reimbursement of the difference.  Include a letter of explanation and justification. 
All reports must be signed by the indicated authority and dated
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