


Sample Subrecipient  Request for Advanced Funding Letter

Instructions to Subrecipient: This is a sample letter to be used as a reference. Please submit a request for advanced funding including your institution’s reason for the need. Please specify the dollar amount needed and requested payment schedule and include on your institution’s letterhead bearing the signature of an authorized representative.



To: [Colorado State University PI]
From: [Name of Subrecipient Institution and contact person]
Date: [Date]

Subject: Request for Advance Funding for Subaward Project
 
Dear [Colorado State University PI],

[Name of Subrecipient Institution] currently faces a challenge concerning working capital, which poses a hindrance to the smooth initiation of the project. As a financially constrained organization, we lack the necessary working capital to cover startup costs and initiate key project activities without additional funding. Unfortunately, we do not have backup funds to address these expenses without the assistance of an advance of funds.

To ensure the successful commencement of the project, we kindly request your approval for advanced funding. We have outlined the scope of work for which these funds will be utilized to kickstart the project effectively. [In general, the amount requested should not exceed the amount needed for one quarter (3 months) plus any equipment budgeted.]

Amount Requested (USD): $ [Specify the requested amount]
Type of Costs to be Incurred:
- [List the specific costs and their respective amounts, e.g., hiring field crew, equipment procurement, research materials, etc.]
- [Provide a brief explanation of why these costs are necessary]

We understand that after receiving the initial advance payment, we are required to submit itemized invoices to CSU at least quarterly. Each invoice must reflect actual expenses incurred and must include the project period dates, total expenses to date, the amount previously invoiced, the current amount being requested, and the remaining cash balance (calculated as the advance amount minus expenses). All invoicing must align with the approved Subaward budget.

Upon receipt and approval of each invoice, CSU will issue payment for the invoiced amount. This invoice and payment process will continue throughout the subaward project period. However, 180 days before the project ends, CSU will review the remaining cash balance and begin reconciling any advance payments.

Final Reconciliation of Expenses
At the conclusion of the project, we will submit a final invoice marked “Final” no later than the date indicated in the agreement. This invoice must include a full reconciliation of all expenditures against the total amount of advance and invoiced payments. If the total amount advanced and/or paid by CSU exceeds the actual expenditures incurred, the Subrecipient shall remit the balance of unspent funds to CSU within thirty (30) days of submission of the final invoice.

We sincerely urge you to consider and approve our request for advance funding, understanding the critical role it plays in overcoming our financial constraints and ensuring the project's success.

Thank you very much for your thoughtful consideration of this matter. We look forward to your response and appreciate your continued support.
 
Best Regards,
 
[Your Name]
[Your Position, Authorized Representative]
[Contact Information: email address, phone number, mailing address]



	
	
	





