Carryover Request Submission Checklist
(With critical reminders for quality submissions)

⁭   SF-424A

· This is an online form.  It should be completed online using GrantSolutions.

· This form should only reflect the amount requested for carryover.   It should match the amount requested in the carryover request cover letter and the budget narrative.   

· Each budget category, where funds are requested, needs to be filled in, sum to the total carryover request, and each object class category should match the subtotals shown in the budget narrative.  

· Remember to complete Forecasted Cash Needs and Budget Estimates of Federal Funds for Balance of the Project (using projected funding amounts starting with Year 4 in the First Funding Period and Year 5 in the Second Funding Period).
⁭   SF-424

· This is an online form.  It should be completed online using GrantSolutions.
· Make sure contact information is up to date with the Project Director listed as the person to be contacted for matters involving this application and the Authorized Representative/Official listed as the Authorized Representative.

· The Estimated Funding should reflect the requested carryover amount from the SF-424A, budget narrative and cover letter.
⁭   Cover Letter Upload - on official letterhead signed by the Authorized Official
· Clearly state the amount you are requesting for carryover in the cover letter.  This amount should match the SF-424A, SF-424 and the Budget Narrative.
· Needs a clear statement that specifies what objectives were not met.
· Needs to include a clear statement explaining why these goals were not met in the designated Budget Period.

· Needs to clearly state what objectives/goals will be accomplished with the carryover request and how they will be accomplished.
· Needs to include a timeline for accomplishing goals and a statement that all carryover funds will be expended by the end of Year 3.

⁯   Budget Narrative Upload

· Total for the budget narrative should reflect the amount requested for carryover and should match the SF-424A, SF-424 and cover letter amounts.

· Should be organized by budget category, with subtotals for each that match the SF-424A.

· Each line item should include any necessary cost calculations and breakdowns
· General rule – any line item over $1,000 (that is not a per unit cost) should give cost calculations.  

· Items that usually need cost calculations include per student costs such as tuition and support services. 
· Detailed Budget Justification included.
· Items listed should be explained as to their use in the program to achieve goals.
· Any costs listed in the budget should not be duplicative of costs already provided for in the Year 3 budget.  For example, the same position (for the same person) should not be listed in the carryover budget and the Year 3 budget because the salary for that position is already provided for in the Year 3 budget.

· Also to be uploaded under this section - Copy of Indirect Cost Rate Agreement, if charging Indirect Costs
· Make sure it is the Indirect Cost Letter for Year 3.
⁭   SF-425 Upload (Final Federal Financial Status Report)

· Need to upload the final SF-425 from the end of Year 2 showing the final unobligated balance (this was the one due in December of 2012).
· A grantee cannot request more than the unobligated balance.  
Carryover Considerations

You may submit a carryover request but the approval of any request is only given at the discretion of ACF.  Any request would be reviewed very closely and give consideration to questions such as:

· Is the requested carry over clearly and directly tied to unmet goals and objectives?

· Can the unmet goals of the previous period be accomplished with current funding?

· Is the difficulty of expending all grant funding within the budget period a pattern?

· Does the grantee demonstrate the capacity to spend carry over funds in addition to current funds?

· Can the unmet goals and objectives realistically be met even with a carryover or will other barriers, such as the timing of the academic year and the awarding of funds, prevent the goals and objectives from being met?

Grantees should not submit carryover requests simply because they have unobligated funds.

Grantee must ensure that the COB amount is still in their PMS account. If unsure, they should contact their OGM Specialist.  Grantee must ensure that they are current in their financial and program reporting

How to Submit a Carryover Request in GrantSolutions as an Amendment
· Navigate to GrantSolutions and My Grants List.  Click on “Manage Amendments” that looks like this  [image: image1.png]dows Internet Explorer
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 Then, click “new” at the bottom of the screen.
· After that a new screen will appear asking for the type of amendment, choose “Carryover Request.”  Then click “Create Amendment” at the bottom of the screen.
· Then you will be taken to the Amendment Application Control Checklist (see screenshot below).  You will then complete all required online forms and upload the necessary documents referenced above.
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· Once the application is complete and green checkmarks appear next to each line, click “Verify Submission.”  After that please follow any prompts, selecting appropriate additional buttons to continue.  Once “Final Submission” is selected, the amendment has been sent to ACF.  
· You can check the status on the amendment by returning to “Manage Amendments” at any time.
