WESTAR Procedure #7: 
Grant Payment Requests
Purpose
The following procedure is designed to minimize the time that elapses between the transfer of funds to WESTAR and when the funds are used to pay for allowable expenses, as required by 40 CFR Part 30.21.

Definitions
ASAP – Acronym for the Automated Standard Application for Payments system, as recipient-initiated grant payment system. Funds are requested from accounts set up by federal agencies (EPA).

Drawdown – A payment request made through ASAP from authorized federal grant funds.
Procedure
WESTAR’s cash on hand is very limited, composed of advances on contracts and a savings account used to pay for products and services that are not allowable under federal grant rules. In effect, the only funds available to pay for grant-related expenses are provided to WESTAR through the ASAP payment system. Accordingly, payment requests must be sufficient to pay all current, grant eligible expenses and any additional expenses anticipated prior to the next drawdown.
Bills are paid periodically in accordance with WESTAR policy FA-00-01, Coding and Account Allocation Procedures for Payables
.  While bills are typically paid weekly, at times the interval may be two weeks or more, largely based on the Executive Director’s travel schedule and his resulting availability to sign checks.  Whenever checks are processed, but before the checks are mailed, an ASAP payment request will be prepared in an amount equal to the sum of the following:
· Actual expenses since the last drawdown, calculated by determining the difference between the current total cumulative expenses (including checks that have been written but not yet mailed) minus the previous cumulative total
 for which payment has already been received; and
· Estimated automatic debits expected before the next anticipated drawdown request.
Process Steps
1) Determine the amount to be requested:

The amount of the payment request is determined using the following steps: 
a. Code and process all pending invoices in accordance with WESTAR Procedure # 8 and forward to the Executive Director for review and signature. Do not mail the checks until after all of the following process steps have been completed.
b. Calculate cumulative, grant eligible direct expenses, including all expenses from the date the grant was initiated through the present and pending expenses from step 1) a.

c. Determine the prorated share of overhead expenses for the Period in accordance with WESTAR Policy FA-07-07 and Procedure #9.

d. Estimate expenses that will be paid through automatic debits prior to the next anticipated drawdown request.
e. Total cumulative direct expenses, cumulative overhead expenses, and anticipated expenses from b., c., and d. above.

f. Subtract the total ASAP payment requests since grant inception from the total calculated in step e. The result is the amount of the current payment request.

2) Submit ASAP payment request

a. Log into the ASAP payment system webpage at www.ASAP.gov/ASAPGov/. Enter UserID and Password to log in. The Executive Director and Office Manager are authorized to request payments through the ASAP system.
b. From the options provided, select: Payment request, Initiate Payment Request from the dropdown menu. The following screen should appear. Make the selections noted then hit continue to go to the next screen.
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c. The following screen should appear. On this screen, the “Amount Requested” is the only field to fill in. This should be the amount of the payment request as determined in step 1) above.
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d. Complete the request based on the prompts and log the appropriate information (date, request number and amount requested) in the tracking spreadsheet (ASAP**.xls).
e. Verify that the amount requested has been credited to WESTAR’s checking account on the day following the payment request.

3) Documentation

a. Each payment request must be fully documented to show how the amount requested was determined and documentation showing that the expenses for which WESTAR is seeking reimbursement are grant eligible and allowable under applicable rules and guidance.

b. Printed copies of payment requests are to be filed with supporting documentation including, but not limited to:
i. A worksheet showing how the drawdown amount was calculated, consistent with the procedures described above; and

ii. A printout from the accounting/bookkeeping system showing cumulative expenses since the inception of the grant (see footnote 2 above).

References:
· WESTAR Procedure # 8: Coding and Account Allocation Procedures
· WESTAR Procedure #9: Overhead Allocation Procedure

· 40 CFR 30.21: Standards for Financial Management Systems 

� WESTAR Procedure # 8 describes procedures used by WESTAR to document reimbursable expenses to comply with applicable provisions of EPA grant management rules (40 CFR Part 30), and OMB Circulars A-19 and A-122.


� For the purpose of this policy, expenses for which WESTAR will seek reimbursement are limited to expenses that have been authorized for payment in accordance with WESTAR Procedure # 8, Coding and Account Allocation Procedures; that are eligible expenses based on WESTAR’s approved work plan; that are approved as allowable expenses in accordance with OMB Circulars A-19 and A-122; and that have been entered into WESTAR’s accounting/bookkeeping system following procedures prescribed by an independent Certified Public Accountant.
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