NSLP Equipment Grant — FAQ

REIMBURSEMENT REQUESTS (RR):
How are funds disbursed?

This is a reimbursement grant. Once equipment is purchased, the organization will submit a RR
in GME and upload the applicable invoice(s) for approval. Because ADE absorbs the cost of
administering this grant, please try to request reimbursement one time only.

The invoice(s) should show the organization name (not the person) as the purchaser, the
organization address for delivery and billing, and the date of delivery/installation.

ALL RR must be submitted before close of business on September 30.
What is required for a complete RR?

e A Valid Invoice - The invoice(s) should show the organization name (not the person) as the
purchaser, the LEA address for delivery and billing, and the date of delivery/installation.

e Expenditure Summary - A summary report from the organization’s accounting system
showing the Expenditures for which reimbursement is requested.

How to be reimbursed if the organization is unable to pay before reimbursement?

A purchase order (PO) may be submitted in the RR. The amount should be entered as an
Advance request in the Funds Request area of the Request Section. ADE will approve the
request and allow funds to be drawn down to the organization to pay the PO.

e Advance Request requirements — Justification Need section is required with supporting
documents. Some acceptable documentations are, but not limited to:
» Purchase Orders
» |nvoices
=  Encumbrance
= Requisitions

The advance may accrue interest which would need to be reported to ADE during the
Completion Report process. Any amount over $500.00 would have to be remitted to the state.

The RR Request section will accept both reimbursement for a paid invoice expenditure and
request for an advance if for some reason you are unable to complete the purchase of all your
items by the end of September. The paid invoice would be submitted with the Completion
Report after October 1%,

Where to enter the expenditure or advance request?
Request section. Enter the dollar amount of the request for reimbursement or advance.

The “Fiscal Summary” section is for reimbursement of paid invoices; the date box is the date
you are entering the request.

The “Fund Request” section is for an Advance when submitting a PO; the date box is the date
you are entering the request.

Where to upload the required documents?

Related Documents section. The “Draft Started” status on the RR main Sections page must be
selected to see the prompt to upload the invoice(s) and the required LEA accounting
expenditure summary documentation.
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How long between submitting the RR until payment?

The RR should be approved within 5 days of submission and payment should be made within 7
days from RR approval in most instances.

What if the equipment quoted is no longer available or the cost has changed?

Awarded funds are not for a specific piece of equipment. The same type of equipment may be
purchased. For example, if awarded the grant for a convection oven, a different brand of
convection oven that has different dimensions or features may be purchased, but it must still be
a convection oven. It would be unallowable to purchase a steamer instead of a convection oven.

When purchasing different equipment at this stage, capital expenditure guidelines still must be
followed. If the invoice does not show the equipment acquisition cost > $5,000, the invoice will
not be reimbursed unless a different financial policy was approved during the application
process.

Example: Extended warranty is not a valid acquisition cost and may not be used to increase the
cost to meet the capital expenditure guidelines.

What if more than was awarded is spent?

The reimbursement will not exceed the amount of the award. The RR should indicate the
amount awarded, not the higher invoiced amount.

What if less than was awarded is spent?

The reimbursement will be for the invoice(s) submitted. The RR should indicate the lower
invoice amount.

The difference cannot be spent on equipment different than what was originally approved or
items not included in the unit price.

What if the purchase is completed through a different vendor than the original quote?

It is acceptable to purchase from a different vendor if correct procurement procedures are
followed. Equipment purchased from a different vendor must be the same type of equipment
and follow the capital expenditure guidelines.
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In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil rights
regulations and policies, the USDA, its Agencies, offices, and employees, and institutions participating
in or administering USDA programs are prohibited from discriminating based on race, color, national
origin, sex, disability, age, or reprisal or retaliation for prior civil rights activity in any program or activity
conducted or funded by USDA.

Persons with disabilities who require alternative means of communication for program information (e.g.,
Braille, large print, audiotape, American Sign Language, etc.) should contact the Agency (State or local)
where they applied for benefits. Individuals who are deaf, hard of hearing or have speech disabilities
may contact USDA through the Federal Relay Service at (800) 877-8339. Additionally, program
information may be made available in languages other than English.

To file a program complaint of discrimination, complete the USDA Program Discrimination Complaint
Form, AD-3027, found online at http://www.ascr.usda.gov/complaint_filing_cust.html, and at any USDA
office, or write a letter addressed to USDA and provide in the letter all of the information requested in
the form. To request a copy of the complaint form, call (866) 632-9992 Submit your completed form or
letter to USDA by: (1) mail: U.S. Department of Agriculture, Office of the Assistant Secretary for Civil
Rights, 1400 Independence Avenue, SW, Washington, D.C. 20250-9410; (2) fax: Call: (202) 690-7442;
or (3) email: program.intake@usda.gov.

This institution is an equal opportunity provider.



