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CalJOBS Cash Request


General Instructions

The attached Directive is being issued in draft to give the Workforce Development Community the opportunity to review and comment prior to final issuance.

Submit any comments by email no later than June 19, 2026.

All comments received within the comment period will be considered before issuing the final Directive. Commenters will not be responded to individually. Rather, a summary of comments will be released with the final Directive.

Comments received after the specified due date will not be considered.

Email		WSBFinancialManagementUnit@edd.ca.gov
		Include “Draft Directive Comments” in the email subject line.



If you have any questions, contact Financial Management Unit at WSBFinancialManagementUnit@edd.ca.gov .
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CalJOBS Cash Request

[bookmark: _Hlk146794571]Executive Summary

This policy provides guidance and establishes the procedures regarding drawing down cash to pay for expenditures incurred against a subgrant. This policy applies to all Workforce Innovation and Opportunity Act (WIOA) subrecipients who have a subaward in the form of a subgrant and is effective on the date of issuance.

This policy supersedes Workforce Services Directive CalJOBS Cash Request (WSD16- 17), dated March 17, 2017. Retain this directive until further notice.

References

· WIOA Section 159(2), Section 184(a)(1)
· Title 2 Code of Federal Regulations (CFR) Part 200: “Uniform Administrative Requirements, Cost Principles, and Audit Requirements for Federal Awards” (Uniform Guidance)
· Title 2 CFR Part 2900: “Uniform Administrative Requirements, Cost Principles, and Audit Requirements for Federal Awards” (Department of Labor [DOL] Exceptions)
· Cash Draw User Guide, Version 16.3, Chapter 10: “My Cash Requests” (Subgrantee Staff)
· Executive Order 14222 – Implementing the President’s “Department of Government Efficiency” Cost Efficiency Initiative.
· TEGL 06-25 – Payment Management System Mandatory Payment Request Justification.

Background

When a subrecipient of WIOA funds incurs expenditures against a subgrant, the subrecipient must complete a cash request in the CalJOBS Cash Draw module to receive the funds requested.  EDD in compliance with the State Administrative Manual (SAM) Section 8047 and the Cash Management Improvement Act (CMIA), the processing of cash delivery requests to subrecipients may only occur once federal funds are received by the State.  Subrecipients are responsible for keeping documentation for all expenditures.

Policy and Procedures

Only subrecipient staff with cash privileges will be able to create and/or edit cash requests. Cash and expenditure privileges are established based on the User Registration Form (URF) that is sent out with the subrecipient’s initial subgrant package. To request or update privileges, subrecipients must submit a completed URF to the FMU inbox at WSBFinancialManagementUnit@edd.ca.gov.

[bookmark: How_to_Request_Cash_]How to Request Cash
Cash requests must be submitted by 2 p.m. for same day processing. If the cash request is not completed by 2 p.m., the request will be processed the following business day.

The Earliest Delivery Date is 2 business days after funding is made available by the Department of Labor (DOL). An Alternate Processing Date can be selected if the cash needs to be delivered on a future date, but the Earliest Delivery Date will be 2 business days after funding is made available by DOL, in accordance with SAM Section 8047 and the CMIA. As a result, the earliest delivery date now depends on when the DOL makes funding available, which will typically result in a seven‑day delivery timeframe. This timeframe incorporates DOL’s funding release (normally within one to three business days), EDD’s two‑day processing window, and the State Controller’s Office (SCO) claim schedule process.  

It should be noted, that prior to the implementation of the federal “Defend the Spend” initiative (Executive Order 14222, issued by President Trump, February 26, 2025), federal funds would be received by the following day. Since the implementation of Executive Order 14222, funds are typically received between one to three business days after being requested. Conversely, it should be noted there have been rare instances where funds have been received beyond one to three business days.  In these instances, the processing time will increase by the number of days DOL deviates from its typical 3 days.

Follow the procedures below to submit a new cash request in CalJOBS:
1. Log into the CalJOBS system using your fiscal reporting username and password. In the menu on the left side of the screen, go to “Services for Subgrantee Staff” and click on “My Cash Requests”. 
2. Click on “Add.”
3. Check the box next to the grant codes you would like to request cash for, then click “Next” (you can select multiple grant codes at this time).
4. Select “View” in the Action column for each grant code you would like to request cash for.
5. Enter the “Amount Requested.” The “Amount Requested” should be the amount that you are requesting during this cash request transaction.
6. Enter the “Total Amount Disbursed” (Please see the section below on Excess Cash. Cash on hand should be limited to the amount needed for immediate disbursement).
7. Email the cash request justification to the FMU inbox immediately following the example: (note: a cash request justification must be submitted for each grant code cash has been requested for and the justification must be in a single-sentence format, as shown below)
Subrecipient Code: XXX (Three Alpha code assigned to each organization by the EDD)
Subgrant Number:
Grant Code - Project Name
Justification: The cash request of $17,368 includes $2,000 admin, $12,000 basic career services, $118 individualized career services, $3,000 training, $250 other, provided from October 1, 2025, to October 31, 2025.
[bookmark: How_to_Amend_a_Cash_Request_]
How to Amend a Cash Request
Completed cash requests can be revised before the 2 p.m. deadline by selecting “View” under the Action column for each grant code being revised.  Selecting the “Add” button, will initiate a new cash request for the next available processing and delivery date.

Follow the procedures below to revise or edit a cash request before the 2 p.m. cut off:
1. Log into the CalJOBS system and in the menu on the left side of the screen, go to “Services for Subgrantee Staff” and select “My Cash Requests” on the left-hand side of the screen.
2. Select “View” next to the cash request that needs to be revised.
3. Follow steps 3-6 above.
[bookmark: Negative_Cash_Requests_][bookmark: Method_1_–_Direct_deposit_to_a_bank_acco]
Negative Cash Requests
It is sometimes necessary to return cash for a grant. This can be done through the CalJOBS Cash Draw module by following the procedures below:
1. Follow steps 1-4 above under How to Request Cash.
2. Enter a positive cash request first and then the negative amount can be entered. Making sure the total of all requests is equal to or greater than $0.00.


If an error message is displayed when creating cash adjustment entries, review calculations and make corrections until the total cash request is equal to or greater than $0.00.

[bookmark: Excess_Cash_]Excess Cash
The DOL and the EDD define excess cash as any amount that is not disbursed within three to four working days after receipt. Failure to update the Total Cash Disbursed field will cause excess cash. Cash requests may be denied when excess cash is shown in the CalJOBS Cash Request Approval reports.

[bookmark: Cash_Hold_][bookmark: Cash_Delivery_Methods_]Cash Delivery Methods
The EDD offers subrecipients three methods for receiving the funds requested: direct deposit, mailed check, or check pick up.  Subrecipient selects their preferred delivery method on the Cash Delivery Form (CDF) included with the initial subgrant package. The EDD keeps the most current cash delivery form on file for each subrecipient. To change the delivery method for your organization, submit a new CDF to the EDD showing the new preferred method.  Follow the instructions provided on the CDF Review the delivery methods below:

Method 1 – Direct deposit to a bank account
· The EDD will make a wire transfer to a specified bank account.
· The organization must provide the bank routing number and bank account number on the CDF.
· Bank account information will be kept secure.
· [bookmark: Method_2_–_Deliver_check_using_U.S._Post][bookmark: Method_3_–_Check_Pick_up_at_the_EDD]Transfers will settle to the specified account on the delivery date shown in CalJOBS.
· Submit an updated CDF promptly if your organization changes banks or bank accounts. 

Method 2 – Deliver check using U.S. Postal Service
· The EDD will mail a check to the address specified on the CDF.
· The check will be mailed through the U.S. Postal Service on the delivery date shown in CalJOBS.
· Submit an updated CDF promptly if there is a change to the mailing address. 

Method 3 – Check Pick up at the EDD
· The EDD will prepare a check for pick up by the subrecipient’s staff.
Due to security requirements at the EDD Central Office, you must make special arrangements for a check pick up by contacting the Cash Help Desk at CalJOBSCashHelpDesk@edd.ca.gov to schedule a pickup time.

Action

Bring this directive to the attention of all appropriate staff.

Inquiries

If you have any questions regarding cash delivery, contact the Cash Help Desk at CalJOBSCashHelpDesk@edd.ca.gov, Monday through Friday from 8 a.m. to 4 p.m. For any questions or concerns regarding cash requests, please contact the Financial Management Unit at WSBFinancialManagementUnit@edd.ca.gov.

/s/ JAVIER ROMERO, Deputy Director
Workforce Services Branch

Attachments:

1. CalJOBS User Registration Form (DOCX)
2. Cash Delivery Form (DOCX)

The EDD is an equal opportunity employer/program. Auxiliary aids and services 
are available upon request to individuals with disabilities.
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