Nonpublic Textbooks-Non-Public Schools 

Request for Funds Instructions
Forms SDEB-3 and SDEB3-A must be used to request reimbursement for funds and must be completed in ink.  All appropriation information on the request forms must be completed.  All reimbursements are based on actual expenditures not obligations.  The nonpublic school is responsible for maintaining detailed information to support this request.  Copies of supporting documents DO NOT need to be submitted with the request but must be maintained on-site for five (5) years (i.e., invoices, packing slips, etc.).

Enter the following information on the Summary Form

1. Recipient – Name of Non-Public School as it appears in block one (1) on the Grant Award Notification.

2. Mailing Address – address where the check should be mailed.

3. Project Number – project number as it appears in block four (4) on the Grant Award Notification.

4. Funding Amount – amount as it appears in cumulative award amount in block six (6) on the Grant Award Notification.

5. Award Type – award type as it appears in block four (4) on the Grant Award Notification.

6. Fiscal Contact Person and Phone – name of person to be contacted for questions concerning this request.

7. Request Number – the first request for the project should be number one(1) and continue in numeric order there after until the final request.

8. Unique Invoice Number – the unique invoice number is assigned by the entity and is printed on the check stub for verification upon request.

9. Sheet ___ of ___ Sheets (ex. Sheet 1 of 5 sheets)

10. Program – title as it appears in block two (2) of the Grant Award Notification

11. Award Period – period as it appears in block five (5) of the Grant Award Notification.

12. Request Period – indicate the period the expenditures occurred (July 1, 2010-June 30, 2011)

13. Completion Required Box – YTD Revenue should be the total amount of all checks received from the Department for this project to date.  YTD Expenditures should be the total of actual expenditures for which checks have been released to date.  Cash on hand should always be a negative – subtract YTD Expenditures from YTD Revenue.  The Cash Management Improvement Act (CMIA) requires the receipt and holding of immediate cash needs only.  CMIA compliance requires the Department of Education review of cash balances.  Therefore, the Cash on Hand Section of the claim must be completed or the claim will be returned.  
14. Amount Requested Column – enter the total expenditure amounts for each object code from the Continuation Sheet.

15. Explanation – Leave blank

Enter the following information on the Continuation Sheet

1. Heading information as completed on the summary form

2. Date Column – Enter the date of the invoice or the date of each check written for each purchase.

3. An Invoice Number or check number must be provided.  Enter the Invoice Number or Check number for each purchase.
4. Name of Vendor – Enter the name of the vendor for each purchase.

5. Enter the Object code for each purchase (i.e., 600 for supplies)

6. Amount – Enter exact amount in dollars and cents for each invoice or check for each purchase.  Do not round up or down the amounts.

The Request for Funds Summary Form must be signed by a representative of the nonpublic school or Diocese.  It is the school/diocese’s responsibility to ensure that they have instituted adequate internal controls for authorized signers.  The school/diocese will be responsible for any financial misrepresentations appearing on the request for funds regardless of the individual/position of the signer.

Requests for funds should be forwarded to:
LDOE.StateClaims@la.gov
ALL NON-PUBLIC SCHOOLS OR DIOCESE MUST NOW BE ON DIRECT DEPOSIT; to sign up for direct deposit please go the following web site to download instructions and form:

www.state.la.us/osrap
To verify if a check/eft has been issued, you may go to the following web site:

www.state.la.us/osrap
If funds for requests have not been received within 30 days email, please contact the Division of Appropriation Control at (225) 342-3780.
BE SURE TO CHECK THE ABOVE WEBSITE FOR CHECK ISSUANCE BEFORE CONTACTING US.
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