ARRA Equipment Grant


Colorado Department of Education (CDE)

ARRA Equipment Assistance Grants

Instructions for Claim for Reimbursement

Description

The American Recovery and Reinvestment Act of 2009 (ARRA) provides for a one-time appropriation of equipment assistance to school food authorities (SFAs) participating in the National School Lunch Program (NSLP).  The funds received through this grant cannot be co-mingled with other program funds and must be tracked and reported separately. Detailed records of all expenditures must be maintained for the life of the asset.


The funds received from ARRA through the Colorado Department of Education (CDE) will be forwarded to the SFA on a reimbursement of expenditure basis.   Advances of any potential expenditure will not be allowed. Due to the limited availability of funds, the maximum amount that may be claimed is limited to the grant award.
Submission

Reimbursement claims must be submitted as soon as possible after the installation of the equipment has been completed to ensure prompt payment.  All funds must be obligated (expended or encumbered) prior to September 30, 2009.  Costs obligated past that date must be pre-approved by CDE and are subject to grant award limits.  

Submit the completed claim with original signature to the following address.  Do not fax or e-mail a copy. 
Colorado Department of Education

Nutrition and Transportation Unit

201 East Colfax Avenue

Denver, CO 80203

Lack of original signatures could substantially delay the processing of the claim.  To ensure timely receipt by the CDE Nutrition Unit it is recommended that all claims be sent at least seven business days prior to any due date.

Form Instructions

The claim will be prepared using an Excel spreadsheet, which can be downloaded from the CDE Child Nutrition website.  Follow the instructions below to complete the form.  Either print the blank spreadsheet page from the website and complete it manually or save the spreadsheet to a computer to complete the request electronically.  A signed copy should then be sent to the address above by the required deadline.  Submit a separate reimbursement claim for each approved piece of equipment for each school.

Complete the following information.

SPONSOR INFORMATION:

SFA Name - Enter the formal/recognized name of the school food authority.

District Number - Enter the 4-digit school district agreement number as assigned by CDE or the agreement number assigned by USDA for non-school districts.

Site Name - Enter the name of the approved site where the equipment was installed.

Person Requesting Reimbursement - Enter the name of the contact person.  This person will be contacted if there are any questions or problems regarding the request.

Contact Phone Number - Enter the phone number of the person listed above.  

Contact E-mail - Enter the e-mail address of the person listed above.  
EQUIPMENT INFORMATION:

Equipment Description - Enter the type of equipment for which the grant funds were awarded.  This information is found on the grant award memo.  

Amount Awarded - Enter the total amount awarded for this item only.  Each requested item has been awarded and funded separately and must be reported in this manner.  This information can be found on the grant award memo.  
EQUIPMENT COSTS:

Item Cost – Enter the amount the SFA paid for the item.  This is the acquisition cost, for example the net invoice price of the equipment including the cost of any modifications, attachments, accessories, or auxiliary apparatus necessary to make it usable for the purpose for which it is acquired.

Delivery Cost – Any additional cost concerning the delivery of the equipment to the serving site.  This includes but is not limited to additional mileage charges, additional weight charges, etc.

Installation Cost – Any additional charges incurred for the installation of the equipment reported in “item cost” above.  This does not include installation labor, which is reported below.

Labor Cost – Personnel charges for delivery, installation, and other necessary services incurred for the item shown above.

Other Cost – Other ancillary costs associated with the purchase of the new equipment or disposal of any replaced equipment.  Please contact CDE if these costs exceed those requested and awarded by the grant.
ASSURANCE:

Both the Nutrition Services Director and a senior Administrator (Superintendent, Business Manager, School Board Member) are required to sign the request.  Please read the assurance statement carefully regarding these funds.  Management must state that the expenditures are true, that the required purchasing and accounting policies have been followed, and that proper records are being maintained.


ORIGINAL SIGNATURES ARE REQUIRED!  Claims will not be processed or paid without an original signature on file from both the Nutrition Services Director and a member of senior district management.  

RECORD RETENTION:

All records regarding the purchase of any equipment funded by the grant must be retained until the asset is removed from use by the SFA or 3 years whichever is longer. 
GENERAL INFORMATION:

It is the responsibility of the SFA to ensure that all expenditures claimed for equipment purchase reimbursement are accurate and that adequate documentation exists to verify the expense.  Lack of proper documentation could result (upon review) in the disallowance of the expense and the return of funds to the Colorado Department of Education.

The National Food Service Management Institute (NFSMI) has recently developed a resource for SFAs entitled “Equipment Purchasing and Facility Design for School Nutrition Programs,” which includes information on decision making for purchase of school foodservice equipment.  This resource is available on NFSMI’s website at http://nfsmi.org.

Once the equipment has been placed in use by the SFA, charges for use of the equipment (depreciation) must be supported by adequate records. Physical inventories must be taken at least once every two years to ensure that assets exist and are in use. Units should manage equipment in accordance with state laws and procedures.  Records indicating the amount of depreciation taken each period must also be maintained. 

CONTACT(S):


If you have any questions regarding the ARRA equipment assistance grant or the reimbursement procedures, please contact Lynn Warner or Jennifer Otey at (303) 866-6661 or (888) 245-6092.
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