Guidelines for VAA Grant Administration
Requesting Reimbursements

1. The grants are reimbursement only.  Bills must be paid before requesting a reimbursement.  You may request partial payment at any time during which the reimbursement request exceeds $500.00.  A matching amount of money or in-kind contributions or a combination of both equal to 25% of the grant funds requested (not of each line item) will have to be documented with each reimbursement request submitted; EXCEPT if the grant funds were used to purchase or lease a building or equipment, a matching amount in money and in-kind contribution of no less than 50% of the grant funds requested will have to be documented.  At least 25% (half of the 50%) MUST be Cash Match.
In-kind Match – services or product donated (volunteered) as part of the project.  
Example:  If a friend volunteers to spend 10 hours helping construct your new building, as a non-professional, compute the donated time at $10.00 per hour.  10 hours x $10.00 per hour is $100.00; $100.00 is the value of the donated time and may be applied to your in-kind match.  
OR:

If a professional graphic artist designs your brochures at no cost, and she/he spends 4 hours on them, as a professional (doctor, lawyer, accountant, engineer, consultant, etc.) compute their time at $25 per hour; 4 hours x $25.00 per hour is $100.00; $100.00 is the value of the donated time and may be applied to your in-kind match.

Cash Match – actual cash (money) paid to purchase a product or service.
Example:  You purchase a computer ($1,000) and software ($300) for your business.  Neither one of those products were awarded as part of your VAA grant.  The $1,300 you used to purchase the products may be used as cash match.

OR:

You were awarded $6,000 to purchase a freezer; however, when you go to purchase the freezer you discover it will now cost $8,000.  You can purchase the freezer for $8,000 and submit a reimbursement request to be reimbursed for the $6,000.  The additional $2,000 you paid to purchase the freezer can be used as cash match.
2. An IRS W-9 form and an ACH Enrollment form must be on file at the RDC office prior to any disbursements.  Both forms were emailed to you with your contract.
3. When requesting each award reimbursement, include the following:

· A completed Reimbursement Request worksheet.  (Must include ORIGINAL signature. Photocopies will not be accepted.) 
· Reimbursement Request must be signed by the Designated Fund Recipient (Grant Applicant) AND the administrator, if they are different.
· A completed Match Worksheet. 
· Include ALL invoices that correspond with the project activities for the reimbursement requested.  These invoices should be identified as PAID with the date paid and the check or warrant number noted. PLEASE DO NOT SEND COPIES OF CANCELLED CHECKS!  Match invoices or receipts with the contract budget line item and include the line item number in the upper right corner of the invoice or receipt.
· Incomplete reimbursement requests will delay processing and your receipt of payment.
· DO NOT FORGET TO INCLUDE YOUR CONTRACT #!
4. All expenditures must be completed within one year of contract execution and all reimbursements must be requested within 60 days after contract expiration.
5. Mail completed Reimbursement Requests to:

Sandi Kaskie
Rural Development Commission

1101 Halligan Drive, Building # 10

North Platte, NE  69101
*NOTE* - Under normal circumstances, you should receive your reimbursement payment within 30 days of receipt of your request.  (You may want to avoid submitting a reimbursement request from mid-June to early July, as the State’s accounting department is closed for computer updates etc. due to the beginning of the new fiscal year.  Additionally, reimbursement requests submitted in late November and late December will have a longer processing period due to the holiday seasons.
6. All questions concerning your payment status should be directed to the Rural Development Commission (308) 535-8018.
7. Your project Fund Recipient’s email address has been provided to State Accounting, who will send an e-mail notification approximately two days prior to your reimbursement payment being deposited into the designated bank account of the Fund Recipient.
Quarterly Report Period

Quarterly Reports are due as follows:

· First Quarter – ends March 31st, report due by April 15th
· Second Quarter – ends June 30th, report due by July 15th
· Third Quarter – ends September 30th, report due by October 15th
· Fourth Quarter – ends December 31st, due by January 15th
Provide a summary of what activities have taken place during each quarter of report period.  You may compare actual grant activities during the current quarter to the proposed activity in the grant application.  If the planned activity has not occurred, explain challenges or other circumstances.  If no activity has occurred during the report period, please submit a report form stating that no activity has taken place and why (example – weather delayed progress).  Please use the Quarterly Report Form available on the RDC website.  Photos in (.jpg format) or scanned news clippings about your project would be appreciated and may be included as attachments to the report.  Be sure to include the date, contract #, and name on all reports and emails.
Email quarterly reports to linda.fettig@nebraska.gov and copy sandra.kaskie@nebraska.gov. 
*NOTE* - Reimbursement requests cannot be processed unless quarterly reports are current.
Final Reports

A final report must be submitted upon completion of your project or upon expiration of your contract.  The report contains a summary of what has occurred from the beginning to the end of your project and your plans for the future.  Your final reimbursement request will not be processed until the final report is received.
Reallocation of Grant Funds
NEW in 2010 – See the second to the last paragraph under § 1.01 “Amount of Grant; Matching Requirement; Purpose and Amount Limitations” in your contract which states:
“The Recipient may reallocate, without approval from the Department, up to ten percent (10%) of the total grant amount received, among any of the approved activities reflected in the expense limitation chart immediately above.”

ALL other reallocations must be preapproved by Linda Fettig.  Complete the Reallocation Request Form, available on the RDC website and submit it by email to linda.fettig@nebraska.gov and copy sandra.kaskie@nebraska.gov. 

Other Items of Consideration
· Our office will ONLY communicate with the person listed as the Contact Person on the grant application regarding grant related activities.  

· Notify Linda of ALL Contact Person changes via email at linda.fettig@nebraska.gov.
· ALL grant related emails or correspondence MUST include your Contract Number.
·  If you have any questions about contract changes, extensions or program variances, contact Linda Fettig at linda.fettig@nebraska.gov.  Please do this by email with your contract number noted so we can track the requests and responses.
· If you have questions about filling out your reimbursement request, tracking an unpaid reimbursement or miscellaneous grant related questions, contact Sandi Kaskie at sandra.kaskie@nebraska.gov  or (308) 535-8018.
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