State Administrative and Accounting Manual

915-%(1;)§(0 Introduction to federal disclosure forms and lead
77 sheet

Information collected in the Disclosure Forms application facilitates the preparation of the annual state of
Washington Schedule of Expenditures of Federal Awards by the Office of Financial Management (OFM).

The federal Disclosure Forms application is an electronic way of capturing detail data for various aspects
of an agency's federal assistance activities. It incorporates federal reporting rules and regulations.

All forms are completed online. The signed Federal Assistance Certification form including attachments,
as necessary, is to be emailed to OFMAccounting@ofm.wa.gov.
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Due Dates Reporting Items

September 4. 2026 Phase 2 close and federal disclosure forms
September-5;2025

February 26, 2027 Federal Assistance Certification form
February 27,2026

In order to accurately complete the disclosure forms by the due date, agencies should review the
information in the Agency Financial Reporting System (AFRS) that is to be reported on the disclosure
forms and make necessary adjustments in AFRS prior to the end of Phase 2. With the exception of the
Federal Assistance Certification form, early completion is encouraged.

95.20.10.a General Instructions

Each state agency that expends awards of federal assistance during a state fiscal year must complete
federal disclosure forms.

Agencies expending federal awards are required to complete two federal disclosure forms:

1. Federal Identification Numbers

2. Federal Assistance Certification

The remainder of the disclosure forms may or may not apply to your agency. If there is AFRS data pre-
filled in a disclosure form, your agency is required to complete the form. Specify on the federal lead sheet
if a form is completed by selecting “Yes” or “N/A” for each form in the “Completed” column.

All financial information reported should be rounded to the dollar. Do not enter pennies, decimal points,
dollar signs, etc. Refer to the “Tips” screen in the Disclosure Form application for more helpful
information.

All financial information reported should be reconciled to AFRS. The following reports in Enterprise
Reporting (ER) are available to assist in the reconciliation process. Agencies are encouraged to use these
reports throughout the year to monitor reconciliation status.

Financial Reports/Accounting/Federal/Federal Expenditures

Financial Reports/Accounting/Federal/Federal Expenditures by Assistance Listing Number (ALN)
Financial Reports/Accounting/Federal/Federal Indirect Cost Recovery

Financial Reports/Accounting/Federal/Federal Revenue

Financial Reports/Accounting/Federal/Federal Revenue by Assistance Listing Number (ALN)
Financial Reports/Accounting/Federal/Federal Revenues & Expenditures

Financial Reports/Accounting/Federal/Non-FinaneialCash Revenues & Expenditures (GL 3225 &
6525)

Financial Reports/Accounting/Federal/Other Grant Assistance

Financial Reports/Accounting/Federal/State Agency Reimbursements
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To complete the federal disclosure forms, access the Disclosure Forms application at: OFM IT Systems.
Click on the Disclosure Forms Application link. Use an authorized User ID, agency number, and password
to log in, and then select the “Federal Forms” tab.

If you have a question regarding federal assistance reporting, contact your agency’s assigned OFM
Statewide Accountant.
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95.20.90 Federal Assistance Certification

June 1, 2026
June 1, 2025

All agencies receiving federal assistance are required to complete the Federal Assistance
Certification form.

The Agency Head and the Chief Financial Officer must certify, to the best of their knowledge, that the
statements included in the Federal Assistance Certification form are true for their agency.

Any exceptions to the certifications are to be attached with a narrative detailing the variance(s) and any
proposed or completed corrective actions.

The signed Federal Assistance Certification form including attachments, as necessary, is to be emailed to
| OFMA ccounting@ofm.wa.gov by February 276, 20267.

OFM will accept official electronic signatures using electronic signature software such as DocuSign or
Adobe Acrobat Pro E-sign. Agencies must follow their own internal policies regarding the form of
signature.

Federal Assistance Certification
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