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[bookmark: Instructions_for_completing_the_Federal_][bookmark: Completing_the_Form]Instructions for completing the Federal Funds Review Request Form (7250-02)

See M.S. 3.3005 for additional information.

Completing the Form
If you have any questions about completing this form, please contact your assigned executive budget officer.

Basic Federal Award Information Section: Part 1
Review Request Types (Select only one box)
· October 20-Day LAC Review- October 1 submission for federal items needing approval to encumber or expend that were not included as part of the biennial or supplemental budget. 
· Urgent 10-Day LAC Review- On an as needed basis when an emergency exists requiring awarded funds to be encumbered or expended before the legislative session or before the annual October 1 20-day review submission. 
· 20-Day Session Federal Funds Review- Governor's Supplemental Budget or a session submission of federal items needing approval to spend.

Complete all other boxes in Section 1 of the form.  Be sure to:
· Disclose the authorizing federal legislation for the grant (e.g., Affordable Care Act (ACA))
· Include the Federal Catalog Number or Catalog of Federal Domestic Assistance (CFDA) number, which can be found on the grant or award agreement and the name of the federal agency that is awarding the grant.

Award Type Information Section: Part 2
The second section requires that you check one of the award types and indicate the amount requiring approval. The award types correspond to the standard form 424 definitions.

Please remember spending authority may only be granted for the current fiscal year for 10-day-urgent requests and for the current biennium for 20-day requests.

Award Types
· New – a new assistance award. The agency did not have this money in the previous biennium. Indicate the award amounts for each fiscal year in the current biennium and the planning years, if applicable.
· Continuation – extension for an additional budget period for a project with a projected completion date. This can include renewals. In other words, the same work or an existing program will continue, but there is an extension of the timeframe and the funding has not yet been approved for spending in the new fiscal year(s). Indicate when the original award was approved and the amount that requires authorization in the new fiscal year(s).
· Increase in the award amount – This section can be used for two types of increases in award amount:
· If an award was revised by the Federal entity that provided an increase in award amount.  Make sure to provide when the original award was approved, the incremental amount awarded that requires spending authority by fiscal year. When entering your total federal award amount, it should include what has already been approved in the current biennium plus what you are asking for in additional spending authority with that LAC request. The total must not include the anticipated federal grant expenditures for the next biennium. 
· If the grant is not being revised, but the agency is requesting an increase in spending authority for a fiscal year.  Make sure to provide the requested incremental increase in spending authority by fiscal year, the original grant amount and when it was approved.


· Other revisions - If there is any other change in the federal government’s financial obligation or contingent liability from an existing obligation, what is being revised? Examples of other revisions include:
· Change of purpose. If there is a change in the purpose of a grant, describe the new purpose.
· Increase in state match. If there is an increase in the state’s match requirement, include the original match amount and the increase in the match amount that requires approval.
Grant Description Section: Part 3
1. [bookmark: _GoBack]The third section requires a description of the federal award. In your narrative, please include all of the requested information and other details that may be helpful for legislative review.
a. Purpose, goals and strategies
b. Specific activities
c. Partnerships- How does the program coordinate with existing programs?
d. Describe the discretion or flexibility allowed by the federal agency in preparing the application
e. Rules-Indicate if the project/proposal will involve new rules or changes to existing rules
2. If you are submitting a 10-day review request, please complete the second box. If not a 10 day review request, please enter N/A in the field
3. If you are submitting a 20-day review request, please complete the third box.  If not a 20 day review request, please enter N/A in the field

Short and Long-Term Commitments Section: Part 4
The fourth section pertains to short and long-term commitments associated with this federal item. Please describe the requested information regarding MOE (Maintenance of Effort), match requirements, FTEs (Full-Time Employees) and indirect costs.  Make sure to provide the account information related to the match by Fiscal year, Fund, FinDeptID, Approp ID as well as a description of the program and budget activity from where the cash contribution will originate.

Signature Section: Part 5
Please remember that your agency’s finance director and department head must sign and date the federal funds review request before it is submitted to your executive budget officer (EBO). The EBO will sign the document after it has been reviewed.
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