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• Review Cash Request Process
• Review Expenditure Report Process
• Review Expenditure Report Line Items
• Review Closeout Requirements

Purpose
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Terminology
• Subrecipient Code – The 3 letter abbreviation of a 

Subrecipient name. Also known as ‘subgrantee’

• Subgrant Number – Is an alpha plus 6 or 7 digits code 
located near the top of your subgrant agreement. Grant 
codes are assigned to subgrant numbers.

• Grant Code – The three digit code that identifies a 
particular allocation. The Employment Development 
Department (EDD) accounts for each allocation by grant 
code. Therefore, several grant codes could exist within a 
subgrant number.
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Subgrant Agreement 
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CalJOBSSM
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Cash Requests
Reference Directive WSD 16-17 

CalJOBSSM Cash Request



Cash Requests
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General Information
• Subgrant funds are released only as 

requested (referred to as ‘Cash Requests’)
• Funds are delivered two business days after 

Processing Date
• The Processing Date cut off is 2:00 pm.



Requesting Cash
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• Select My Cash Requests (Under Services for 
Subgrantee Staff side bar menu)

• Select Add



Requesting Cash (continued)
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Cash Request Information
• Create Date
• Earliest Delivery Date
• Processing Date
• Alternative Delivery Date



Requesting Cash (continued)
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• Select Subgrant/Grant Code Line Item
• Select Next



Requesting Cash (continued)
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• Select View in the Action column



Requesting Cash (continued)
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Cash Request Details
• Enter Amount Requested
• Enter Total Amount Disbursed
• Select Save
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• The Department of Labor (DOL) and the EDD 
define excess cash as any amount that is not 
disbursed within three to four working days 
after receipt. 

• Cash requests may be denied when excess 
cash is shown in the CalJOBSSM Cash Request 
Approval reports.

• Cash on hand should be limited to the 
amount needed for immediate disbursement.

Excess Cash



Cash Request Modifications

• A cash request can only be modified by the original 
requestor, before the approval by the EDD.

• To modify a current cash request, select “View.”

Cash Hold

• Restricts the ability of an entity to request cash.  

• This sanction occurs when an entity fails to submit 
required documentation (late expenditure reports, 
exhibits, etc.) 
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Financial 
Reporting

Basics
Reference: Directive WSD 16-13 

Monthly and Quarterly Financial Reporting Requirements



Monthly Financial Reporting
Monthly Quarterly (Oct, Dec, Mar, Jul)

Cumulative reporting Cumulative reporting

Splitting out cash/accruals is optional Split out accruals
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• Expenditure reports are due by the 20th of the 
month following the end of each report period 

• If the 20th falls on a weekend or holiday, reports 
will be due on the business day prior to the 20th

• A separate expenditure report must be filed for 
each grant code 

• If there are no expenditures, a ‘zero’ expenditure 
report must still be filed



Submit Expenditure Reports
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1) Select My Expenditures
2) Select Subgrant (ie K7102024)
3) Select Grant Code (ie 301)
4) Select Create
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Financial 
Reporting
Summary

Reference: Directive WSD 16-13 (Monthly and 
Quarterly Financial Reporting Requirements)



Section I: General Information
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• Displays subrecipient and grant information
• Data auto-populates and cannot be changed



20

• Auto populates based on Sections III 
(Administrative Expenditures) and Section V 
(Cumulative Expenditures)

Section II: Total Expenditures 
(Administrative + Program)
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• Total Administrative Expenditures
• Total separated by Cash and Accrued 

Expenditures

Section III: Administrative Expenditures
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Administrative Expenditures
• Can be personnel and non-personnel costs
• Can be Direct and indirect costs
• Costs may include:

• financial and cash management functions 
ie accounting or budgeting

• procurement and purchasing functions
• property management functions
• personnel management functions
• payroll functions
• costs of rent, equipment, postage

Section III: Administrative Expenditures
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• Stand in costs paid with non-federal dollars
• Unliquidated Obligation: Admin. expense 

which has not been received or paid for 
• Program Income Earned or Expended  

Section IV: Other Reportable Items 
(Admin.)
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• Career Services, separated by Basic, Individualizes, Follow 
up and Training Services (Payments)

• Other program expenditures
• Cash and Accrued Portion of above expenditures 

Section V: Cumulative Expenditures
(Program)
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Section VI: Other Reportable Items 
(Program)

• Program Stand in costs paid with non-federal dollars
• Unliquidated Obligation: Program expense which has not been 

received or paid for 
• Program Income Earned or Expended 
• Separate Unliquidated Obligations by Career, Training and Other 

Services
• Incentive Fund Expenditures
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Section VII: Miscellaneous Items 
(Admin and/or Program)

• Federal and State Match funds separated by Cash and In-
Kind Contributions

• Federal and State Leveraged Resources separated by Cash 
and In-Kind Contributions
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Section VII: Miscellaneous Items 
(Admin and/or Program)

• Pay for Performance Contracts, Obligations and 
Expenditures

• Transitional Jobs expenditures
• Incumbent Worker Training expenditures
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• Input as needed

Section IX: Comments
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• Certified By: The entities Fiscal Administrator
• Contact: Staff inputting report 

Section X: Certification
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Grant 
Closeout

Reference: Directive WSD16-05
WIOA Closeout Requirements
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Closeout  Expenditure Report
• Closeout: Final expenditure report and 

paperwork/packet submitted after all funds 
have been expended and program is 
complete

• Due 60-days after the grant term end date
• May be submitted early if funds are fully 

utilized
• Accelerated closeout may be required 30 days 

closeout
• Must be ‘re-opened’ to revise report
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• After allotment reported as expended and all 
cash has been received a menu will appear in 
Section I of expenditure reports to specify a 
closeout report

• Only select for final reports

Closeout Report
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• Packet documents available as attachments 
of directive 

• Signed originals must be mailed* to EDD

Closeout Packet

Required for each Grant Code Required for Subgrant

WIOA Summary of Expenditures Subrecipient Release

Closeout Status of Cash Subrecipient’s Assignment of 
Refunds, etc.

End of Project Report** Tax Certification

Property Inventory 
Certification**

*Address listed in directive
**Only if applicable
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• Printed final expenditure report
• Select Print from the bottom of the View 

Report page
• Closeout Report marked as ‘Yes’

WIOA Summary of Expenditures
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• Basic review sheet of Grant
• Information can be obtained from final 

report
• If any funds are not expended note balance 

for deobligation (line 3)

Closeout Status of Cash
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• Submit to Project Manager as required

End of Project Report
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Other Closeout Packet Documents
Document Scope

Subrecipient Release Certification of cash draw down for entire 
subgrant (all grant codes)

Subrecipient’s Assignment of Refunds, 
Rebates and Credits

Certification to cooperate with COWSD in 
event claims, refunds, etc. 

Tax Certification Certification of tax policy adherence

Property Inventory Certification Certification retained property purchased 
with WIOA funds
Submit only if applicable 



Resources
• WSD 16-17 – CalJOBS Cash Request
• WSD 16-13 – Monthly and Quarterly

Financial Reporting Requirements
• WSD16-05 - WIOA Closeout Requirements
• Cash Help Desk: (916) 654-7868
• CalJOBS Log-In Issues: (916) 654-7868
• CalJOBSSM Staff Online Resources



Financial Management Contacts
Kevin Webb – Governor’s 
Discretionary Funds
(916) 653-5294
Kevin.webb@edd.ca.gov

Laura Caputo – Manager
(916) 653-9150
laura.caputo@edd.ca.gov
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mailto:Kevin.webb@edd.ca.gov
mailto:viviana.neet@edd.ca.gov


Questions?


