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MEMORANDUM FOR:  All Consolidated Plan Coordinators and Fiscal Staff

FROM :  William G. Vasquez, Director, Office of Community Planning and
                Development, Los Angeles Area Office, 9DDS

SUBJECT:  Federal Financial Report (FFR), Standard Form 425 (SF-425) 

This is to advise you of the Office of Management and Budget (OMB) requirement concerning the submission of the Federal Financial Report Standard Form 425 (SF-425) to the HUD Field Office.  OMB requires the quarterly submission of the SF 425 report in order to obtain financial information from recipients of Federal funding assistance.  Please ensure that the appropriate financial staff responsible for the completion of the Federal Financial Report receives a copy of this information bulletin.  Also, the Federal Financial Report must be submitted even if you have not drawn Federal funds during a quarter.  The SF-425 can be found at http://www.whitehouse.gov/omb/grants_forms 

The SF-425 Report must be submitted quarterly according to the following schedule:

The SF-425 (and SF-425A for reporting multiple grants) Report must be submitted quarterly according to the following schedule:

1st  Quarter - period covered January 01 to March 31
Due to Field Office: April 30

2nd  Quarter - period covered April 01 to June 30
Due to Field Office: July 30

3rd Quarter - period covered July 01 to September 30
Due to Field Office: October 30

4th  Quarter - period covered October 01 to December 31
Due to Field Office: January 30
 	
Please be advised that if the SF-425 (and SF-425A for reporting multiple grants) report is not received by the due dates identified; a grantee’s line of credit through the Integrated Disbursement Information System (IDIS) may possibly be suspended.  
Please mail the SF-425 (and SF-425A for reporting multiple grants) report to the following address:

U.S. Department of Housing and Urban Development
Community Planning and Development
Attention: Develyn Rhodes-Johnson, Senior Financial Analyst
611 West 6th Street, 8th Floor
Los Angeles, CA.   90017


Instructions on how to complete the SF 425 have been attached at the end of this Information Bulletin.  If you have any further questions regarding these requirements you may contact your Community Planning and Development Representative or Develyn Rhodes-Johnson, Senior Financial Analyst at (213) 534-2587.


































	Line 
Number
	Reporting Item
	Instructions

	Cover Information

	1
	Federal Agency and Organizational Element to Which Report is Submitted
	Dept. of Housing and Urban Development/xxx Field Office.

	2
	Federal Grant or Other Identifying Number Assigned by Federal Agency
	For the CDBG program, use the most recent grant number. 


	3
	Recipient Organization
	Enter the name and complete address of the recipient organization including zip code.

	4a
	DUNS Number
	Enter the recipient organization’s Data Universal Numbering System (DUNS) number or Central Contract Registry extended DUNS number.

	4b
	EIN
	Enter the recipient organization’s Employer Identification Number (EIN).

	5
	Recipient Account Number or Identifying Number
	Enter the account number or any other identifying number assigned by the recipient to the award. This is optional. 

	6
	Report Type
	Quarterly     

	7
	Basis of Accounting (Cash/Accrual)
	Specify whether a cash or accrual basis was used for recording transactions related to the award(s) and for preparing this FFR. Accrual basis of accounting refers to the accounting method in which expenses are recorded when incurred. For cash basis accounting, expenses are recorded when they are paid.

	8
	Project/Grant Period, From: (Month, Day, Year)
	Do not complete this line, not applicable to the CDBG program.

	
	Project/Grant Period, To: (Month, Day, Year)
	Do not complete this line, not applicable to the CDBG program.

	9
	Reporting Period End Date: (Month, Day, Year)
	Enter the ending date of the reporting period. For quarterly reports, use the following reporting period end dates: 3/31, 6/30, 9/30, or 12/31. 

	10
	Transactions
Enter cumulative amounts from the beginning of the reporting period through the end date of the reporting period specified in line 9.
Use Lines 10a through 10c to report federal cash.
Use Lines 10l through 10o to report program income.
Use Line 12, Remarks, to provide other information, such as denoting amounts of program income generated by principal and interest from revolving loan funds or interest earned on grant advances.




	Federal Cash 

	10a
	Cash Receipts
	Enter total amount of funds received through IDIS draw downs from the beginning of the reporting period through the end date of the reporting period plus the cash on hand at the beginning of the reporting period. 

	10b
	Cash Disbursements
	Enter the cumulative amount of Federal fund disbursements (such as cash or checks) as of the reporting period end date. Disbursements are the sum of actual cash disbursements for direct charges for goods and services, the amount of indirect expenses charged to the award, and the amount of cash advances and payments made to subrecipients and contractors.


	10c
	Cash On Hand (Line 10a Minus Line 10b
	Enter the amount of Line 10a minus Line 10b. This amount represents cash on hand at the end of the reporting period. If more than three business days of cash requirements are on hand, HUD requires an explanation.  On Line 12, Remarks, explain why the drawdown was made prematurely or other reasons for the excess cash.

	Federal Expenditures and Unobligated Balance: Do not complete this section. 

	10d
	Total Federal Funds Authorized
	Leave it blank

	10e
	Federal Share of Expenditures
	Leave it blank

	10f
	Federal Share of Unliquidated Obligations
	Leave it blank

	10g
	Total Federal Share (Sum of Lines 10e and 10f)
	Leave it blank

	10h
	Unobligated Balance of Federal Funds (Line 10d Minus Line 10g)
	Leave it blank

	Recipient Share: Do not complete this section.

	10i
	Total Recipient Share Required
	Leave it blank

	10j
	Recipient Share of Expenditures
	Leave it blank

	10k
	Remaining Recipient Share to be Provided (Line 10i Minus Line10j)
	Leave it blank

	Program Income: 

	10l
	Total Federal Program Income Earned
	Enter cash received as program income during the reporting period plus any program income cash on hand at the beginning of the reporting period.

	10m
	Program Income Expended in Accordance With the Deduction Alternative
	Leave it blank

	10n
	Program Income Expended in Accordance With the Addition Alternative
	Enter program income disbursed for eligible activities during the reporting period.

	10o
	Unexpended Program Income (Line 10l Minus Line 10m or Line 10n)
	Enter the amount of Line 10l minus Line 10n. This amount represents program income on hand at the end of the reporting period.

	11
	Indirect Expense: Do not complete this section.

	11a
	Type of Rate(s)
	Leave it blank

	11b
	Rate
	Leave it blank

	11c
	Period From; Period To
	Leave it blank

	11d
	Base
	Leave it blank

	11e
	Amount Charged
	Leave it blank

	11f
	Federal Share
	Leave it blank

	11g
	Totals
	Leave it blank

	Remarks and Certification

	12
	Remarks
	Enter and explain any other cash received, such as denoting amounts of program income generated by principal and interest from revolving loan funds or interest earned on grant advances.  Explain any excess cash on hand as stated in line 10c.

	13a
	Typed or Printed Name and Title of Authorized Certifying Official
	Enter the name and title of the authorized certifying official.

	13b
	Signature of Authorized Certifying Official
	The authorized certifying official must sign here.

	13c
	Telephone (Area Code, Number and Extension)
	Enter the telephone number (including area code and extension) of the individual listed in Line 13a.

	13d
	E-mail Address
	Enter the e-mail address of the individual listed in Line 13a.

	13e
	Date Report Submitted (Month, Day, Year)
	Enter the date the FFR is submitted to HUD using the month, day, and year format.

	Agency Use Only

	14
	Agency Use Only
	This section is reserved for Federal agency use.
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