Instructions for Completing the

Title V Senior Community Service Employment Program (SCSEP)

CDA 29 (Rev 10/10)
The Monthly Expenditure Report and Request for Funds form (CDA 29) is designed for reporting program expenses and requests for funds for the Title V SCSEP.  All reported costs and requests for funds entered into the CDA 29 should be rounded to the nearest dollar.

DUE DATES

The completed CDA 29 must be sent as an e-mail attachment to the appropriate AAA-Based Fiscal Analyst and is due by the 15th of each month.  Signatures of the AAA director and staff are not required.
Submit Expenditures from the month ended 15 days prior 
and a RFF for the month 15 days in the future.

Example: Oct 15th – Submit September Expenses and Nov RFF

NOTE: When the Expenditure and RFF periods cross fiscal years, 
you must submit two separate reports.  Fiscal years cannot be combined.
In the Header section of the form, please enter the following information:
· Planning and Service Area # (two digits)
· The Contractor Agency name as it appears on the Standard Agreement (STD 213)

· The street address

· The city, state, and zip code

· The date the report is completed

· The State Fiscal Year corresponding to the reporting month

· The Contract Number as it appears on the STD 213 (PSA must be two digits)
A.  EXPENDITURES

Month:

Year:
· Enter the month and year for which expenditures are being reported.
Line 4. Total Expenditures

· For each cost category, enter the Total amount of funds (Cash & In-Kind) expended during the reporting month.

Line 3. Local Match In-Kind
· For each cost category, enter the dollar value of goods and/or services contributed at the local level as in-kind match to support the program for the monthly reporting period.

Line 2. Local Match Cash
· For each cost category, enter the amount of cash contributed locally as cash match to support the program during the reporting month.
Line 1. Federal Share

· This line will auto-calculate
(Total Expenditures minus local Cash and In-Kind =  Federal Share)
Total Admin, col (c), Total Program, col (g) and TOTAL, col (h) will auto-calculate.
B.  REQUEST FOR FUNDS
Month:

Year:
· Enter the month and year for which Title V funds are being requested.
· E.g. If you are reporting expenditures for September, you would be requesting funds for the month of November.
Line 5
· Enter your Federal Fund Request.
For State Use only

· This Section is to be completed by CDA staff.
Once approved, you will receive a signed copy of the CDA 29, to include documentation reflecting any CDA adjustments, in the US mail.  

· Please adjust your records to reflect any CDA adjustments.
