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The JAHF Building Academic Geriatric Nursing Capacity Scholar Awards Program 

AAN Coordinating Center

888 17th St., NW, Suite 800, Washington, DC 20006 * Fax 202-777-0107 * email: abrunk@heimag.com
Tips for Completing Financial Forms
Where can I find forms?
You can download forms in Excel format at: http://www.geriatricnursing.org/scholars-fellows/resources-scholars.asp. NOTE:  Within each Workbook, access the various schedules for each reporting period by clicking on the tabs at the bottom of each worksheet. There is a separate set of forms (an Excel Workbook) for each of the four regular reporting periods, as well as a set for reporting for an extension that you might have requested at the end of Yr 2. If you wish to request an extension at the end of Yr 2, that request must be submitted with your annual report for Yr 2. 
When are financial reports due?

Financial reports are due every six months, 30 days after your narrative report, to allow time for expenditures to clear. Example:  If your award started July 1, 2007, your first narrative report is due January 1, 2008, and your first financial report is due January 31, 2008.  
What obligations must I meet in order to receive the full amount awarded over the two-year period?

Continued funding is dependent on fulfilling all obligations, including submission of semi-annual narrative and financial reports. Please keep in mind that financial reports (six-month and annual) should reflect actual expenditures against ANNUAL budgets. At the end of Year 1, we will review your progress and send a letter to you confirming second year funding, if merited; share this with your financial office. 
If you have funds remaining at the end of Year 1, you must submit, as part of that financial report, a written request for funds to be carried over into Year 2.  The request must (1) explain the reasons for carryover funds, (2) propose how carryover funds will be used in Year 2, and (3) include a proposed revised budget for Year 2.  Once AAN approves a carryover, Year 2 financial reports should reflect the Revised Budget (original award for Year 2, plus carry-over funds from Year 1).  Extensions beyond Year 2 are awarded in only in special circumstances; see “Policies” for details.
Who prepares the reports?

The reports are to be prepared by a member of the finance office at your university; however, it is the awardee’s responsibility to ensure that the reports are correct and submitted on time. Consistent communication between the awardee and the finance office is recommended; the awardee should meet with a finance office representative early in the award to discuss reporting procedures and requirements.
Are original signatures really needed?

Yes, foundation guidelines require original signatures of both the awardee and the finance director on all financial reports. To meet the reporting deadline, the finance office may submit unsigned reports via email or fax, as long as original signed documents follow in the mail. 
We suggest that you fax or email an unsigned draft report to AAN for review prior to the reporting deadline.  We will let you know what changes might be necessary to make before submitting your signed financial report.  Keep in mind, if you have funds remaining at the end of Yr 1 that you wish to be carried forward to Yr 2, you should include your request as part of the draft you submit for review.
How do I calculate percentages (and why)?

Percentages are calculated by dividing each line item under “Expenditure for the Period” by the corresponding “Annual Budget” amount. AAN reviews the “% Annual Budget Expended to Date” column to determine if the awardee is following her/his budget. Any line item that exceeds the “Annual Budget” amount by $1,000 or by 10% for the reporting period should be explained in the space provided on the report, and then approved by AAN. 
Rounding?
Please round to the nearest whole dollar and the nearest whole % on all financial reports.

My university prefers to report on an accrual rather than a cash basis.  What is the difference, and can we use an accrual method?

Our program requires cash basis reporting.  An accrual accounting system recognizes income when it is earned (not necessarily received) and expenses when they are incurred (not necessarily paid). Cash basis accounting recognizes income only when received, and expenses only when paid.  
To whom should the reports and questions be submitted?

Ann Brunk (abrunk@aannet.org). Please include your AAN –CC ID # (xx-xxx) on all correspondence. 
I submitted my reports on time. When will the next payment arrive?
Payments for the upcoming period are processed within a week of AAN-CC approval of the narrative and financial reports for the prior period, and will arrive at the university no earlier than 2 weeks from that time.  Please provide the Coordinating Center with the university-assigned grant number which will be noted on the check.
When should I request approval for an extension of time?
While your extension request cannot be officially granted until both your narrative and financial reports are approved for Yr 2 ,  you will most likely know several months before the end of Yr 2 whether or not you will have funds remaining and /or if you will be able to complete your project within the original two year award period.  If you want to receive permission for an extension for up to one additional year, please submit a written explanation for the request to Patty Franklin by March 1, Year 2 .  She will be able to tentatively grant the request, pending approval of the Year 2 narrative and financial report.  The Yr 2 annual financial report should include your extension budget. NOTE:  No additional funds will be awarded, only additional time to use unspent money to complete your project.
What happens to unspent funds at the end of Year 2?

Unspent funds at the end of Year 2 for which the awardee does not request an extension MUST be reported on Page 2, Sect II of the financial report and repayed to “AAN”.  The finance office should send the check to: American Academy of Nursing Coordinating Center, 888 17th St, NW, Suite 800, Washington, DC  20006, along with the grant number. 
Timeline for Submission of Financial Reports
(Example based on July 1 start date: Adjust accordingly)
	Financial Report
	How the CC refers to it
	Date Due
	Report Covers
	Note

	
	
	
	
	

	First
	Yr 1 Mid Yr Financial Report
	January 31 of first award year
	First 6 months of award
	

	Second
	Yr 1 Annual Financial Report
	July 31 of first award year
	Full Yr 1 of award
	

	

	(
	Do you have leftover funds at the end of Yr 1?

Do you want to be able to use these funds in the second award year?
	You must submit:

· request for carryover

· revised budget incorporating leftover amount
	

	

	Third
	Yr 2 Mid Yr Financial Report
	January 31 of second award year
	First 6 months of Yr 2 of award 
	Budget amount should include any carryover

	Fourth
	Yr 2 Financial Report - Final
	July 31 of second award year
	Full Yr 2 of award
	Unspent funds should be returned to AAN or awardee may request an extension.


Extensions are awarded in certain circumstances.  Please see policies for details.
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