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GENERAL STATEMENT  
The Office of Sponsored Programs (OSP) is responsible for initiating requests for cash 
drawdowns on funds that have a Letter of Credit option.  The Office of Treasury Services (OTS) 
is responsible for the requesting of funds from the sponsor’s payment site and the receipting of 
funds within the University’s financial accounting system.  The OSP conducts periodic reviews 
and reconciliations to ensure that the funds requested are receipted accurately within the 
financial accounting system.  
 

INITIATING A CASH DRAWDOWN REQUEST 
The OSP Financial Accountant prepares cash drawdown requests at least monthly on all 
systems.  A daily web notification is sent via email from Document Direct with provides the Daily 
LOC Report Detail (FBAR141).  This report is used to prepare the request for drawdown.  This 
report calculates the current amount of funds available for drawdown (estimated cash on hand) 
for each LOC group by project, by subtracting the cumulative expenses incurred on a project 
from the cumulative revenue receipted on a project. Information from this report is pulled directly 
from the financial accounting system’s FRS and SPR modules.   
 

 
 
On the determined day for requesting funds, the Financial Accountant verifies the balance of the 
LOC groups as follows: 

 
 Verifies that previous request(s) have been received and receipted. 
 Runs the FBAR141 report through Document Direct. 
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 Verifies that projects have not been overspent by reviewing the cumulative 
expenditures column to the budget column on the FBAR141 report. 

 Reviews the end dates of the project to determine if funds are still eligible to request.] 
 Identifies interim funded projects. 
 Fills out the Request for Funds forms (Attachment A, B and C), omitting overspent, 

interim amounts and any past the end date to request funds.  The final date to 
request funds on projects is usually 90 days past the end date of the project, 
although there may be exceptions, especially projects which reach the five (5) year 
appropriation mark.  In those cases, funds are normally cancelled on the last day of 
the project.  NSF and NIH have recently extended the final draw date to 120 days 
past the end date. 

 
After filling out the request for funds and attaching the FBAR141 report, the request is signed by 
the OSP Financial Accountant and sent for review and approval to the OSP Associate Director.  
The request is then sent to the Office of Treasury Services. 
 

DRAWING DOWN FUNDS FROM THE SPONSOR 
The OTS Director or OTS Assistant Director inputs the request for funds based on the 
information that is on the Request for Funds forms into the appropriate request system and 
records the action on the form.  The OTS Director or OTS Assistant Director will contact the 
OSP Financial Accountant or the OSP Associate Director for any request problems.  Either the 
OSP Financial Accountant or the OSP Associate Director will review the request and if the 
problem cannot be solved at that time, the funds will not be requested.   Once funds are 
requested the Office of Treasury Services sends the confirmation page of the request back to 
the Office of Sponsored Programs for their file.   
 

RECEIPTING OF FUNDS 
The funds from LOC transactions are normally received within 1 – 2 business days from the 
date the request was submitted in the appropriate sponsor website.  Once the funds are 
transferred into the University’s bank account, the Office of Treasury Services receipts/posts the 
funds directly against the revenue GL object code for each account.  The OSP Financial 
Accountant ensures the accurate receipting of funds by conducting periodic review and 
reconciliations prior to initiating the next cash drawdown request. 
 
 


