REIMBURSEMENT PROCESSING CHECKLIST
NOTE:  This is the reimbursement processing checklist NDDES uses to process reimbursement requests received for the SHSP, OPSG, and EMPG grants.  Failure to complete the request form properly and/or failure to provide the required documentation will result is a delay in processing the reimbursement and/or denial of the request.  Please note this checklist is not all encompassing and additional documents may be required and requested. 
Subrecipient:         
DES Grant Code:       
Contact Name:           
Contact Phone Number:         
Date Application Received:          
Reviewed by/Date:  
     
County/Tribal Jurisdiction:         
EM:       
EM Phone Number:       
Review to ensure the following forms are included.

1. SFN 54169 (5-2009) Financial Reimbursement Request Detail:
Available the NDDES web site: http://www.nd.gov/eforms/Doc/sfn54169.pdf
 FORMCHECKBOX 
 Grant/Project Title (Title of grant from award document)     

 FORMCHECKBOX 
 Fiscal Year (Fiscal Year of the Grant)

 FORMCHECKBOX 
 Name of Subgrantee (Actual recipient of the grant)

 FORMCHECKBOX 
 Address Information (Full address information)

 FORMCHECKBOX 
 Name of Contact (Name of responsible party of Subrecipient)

 FORMCHECKBOX 
 DES Grant Code (Code assigned to the grant from Notice of Grant Award document)

 FORMCHECKBOX 
 Telephone Number (Contact number for the Name of Contact above)

 FORMCHECKBOX 
 Request Number (Sequential request)

 FORMCHECKBOX 
 Date of Request (Reimbursement request date)

 FORMCHECKBOX 
 Grant Number (Number in the upper left hand corner of the Notice of Grant Award)

 FORMCHECKBOX 
 Category Information Column (Must match the approved budget line items)
 FORMCHECKBOX 
 Total Column (Total amount to be reimbursed for the line item it is associated with)

 FORMCHECKBOX 
 Check Number Column (Check numbers or other proof of payments made to be reimbursed)

 FORMCHECKBOX 
 Total Amount Expended Line (Total of all spending from the Total Column)

 FORMCHECKBOX 
 Percent of Total Amount Expended Being Claimed

 FORMCHECKBOX 
 Total Federal Funds Requested This Claim (Total funds requested for reimbursement)

 FORMCHECKBOX 
 Signature of Authorized Individual (If not the contact identified above, include title

 FORMCHECKBOX 
 Date (Date signed by Authorized Individual)

Remarks:       
2. Support Documentation (Equipment, Services or Construction):   

Note: All reimbursement requests will require verification of purchase of product or service (cancelled checks, copy of bank statement, or completed warrant).  Purchase orders will not be accepted as proof of purchase.

 FORMCHECKBOX 
 Invoice (Invoices, receipts, construction contracts)


 FORMCHECKBOX 
 Not Applicable
 FORMCHECKBOX 
 Other backup documentation as necessary (plans, operating instructions, attendance rosters, instructor certification, etc.)
 FORMCHECKBOX 
 Not Applicable
 FORMCHECKBOX 
 Written report on out-of-state meeting results and or lessons learned
 FORMCHECKBOX 
 Not Applicable
 FORMCHECKBOX 
 AAR/IP Included for Exercise reimbursements
 FORMCHECKBOX 
 Not Applicable
 FORMCHECKBOX 
 Personnel Costs (EMPG/OPSG Grants only): 
 FORMCHECKBOX 
 Copy of signed employee time and attendance (EMPG) detailing hours claimed based on Work Plan.

 FORMCHECKBOX 
 Less than 100%, with other job duties (required)


 FORMCHECKBOX 
 Less than 100%, with no other job duties (not required)


 FORMCHECKBOX 
 100%, no other job duties (not required)

 FORMCHECKBOX 
 Copy of daily activity report (OPSG)
 
 FORMCHECKBOX 
 Not Applicable

Remarks:       
3. Procurement Standards Documentation:
When procuring property and services under a Federal award, subrecipients must follow 2 CFR sections 200.318 through 200.326 for EMPG, SHSP, or HMEP issued after December 26, 2014 (i.e., FY 2015 grants forward).  For EMPG, SHSP, or HMEP awards issued before December 26, 2014 (i.e., FY 2013 and FY 2014 grants), subrecipeints must follow 44 CFR part 13.36.  The following documentation must be provided with the reimbursement request to show compliance with local, state, and federal procurement requirements. (Note: local means government entity other than state or federal)

Note: The most stringent local, state, or federal procurement requirements, procedures, laws, and/or regulations must be used.
 FORMCHECKBOX 
 Copy of entities own documented procurement procedures which reflect applicable State and local laws and regulations.  Procurement procedures must conform to applicable Federal law and the standards identified in 44 CFR part 13.36 (b) or 2 CFR section 200.318.


 FORMCHECKBOX 
 Not Applicable, Entity has adopted State and/or Federal procurement procedures
 FORMCHECKBOX 
 Proof that procurement transaction was conducted in a manner providing full and open competition consistent with the standards of 44 CFR part 13.36 (c) or 2 CFR section 200.319.

 FORMCHECKBOX 
 Proof of Procurement method followed (See 44 CFR part 13.36 (d) or 2 CFR section 200.320):

 FORMCHECKBOX 
 Procurement by micro-purchases method: (The acquisition of goods or services whereby the aggregate dollar amount does not exceed $3,000 for purchases made prior to October 1, 2015 or $3,500 for purchases made on or after October 1, 2015 (FAR 2.101.) If this method is used solicitation of competitive quotations is not required as long as price is reasonable.
 FORMCHECKBOX 
 Procurement by small purchase procedures method: (The acquisition of goods or services where by the aggregate dollar amount does not exceed $100,000 (44 CFR part 13.36 (d)) or $150,000 (2 CFR section 200.320).  If this method is used, price or rate quotations shall be obtained from an adequate number of qualified sources.  Adequate number means no less than three (3) sources.
 FORMCHECKBOX 
 Procurement by sealed bids (formal advertising) method: (Aggregate dollar amount is expected to be more than $100,000 (44 CFR part 13.36 (d)) or $150,000 (2 CFR section 200.320). This method is usually used only for construction projects.
 FORMCHECKBOX 
 Procurement by competitive proposals (RFP) method: (Aggregate dollar amount is expected to be more than $100,000 (44 CFR part 13.36 (d)) or $150,000 (2 CFR section 200.320). This method is usually used for non-construction procurements.
 FORMCHECKBOX 
 Procurement by non-competitive proposals method: This method may only be used when one or more of the following circumstances apply.  Prior to purchasing by non-competitive method, subrecipient must contact NDDES for approval.  Subrecipient must explain why full and open competition is not possible.  Factual evidence, such as written documents, reports, supporting data, affidavits, patent or copyright information, research or other information, must be provided, sufficient for NDDES to independently determine that the justification is true and accurate.  
 FORMCHECKBOX 
 The item is available only from a single source.  Specifying a brand name is not sufficient reason for using single source.

 FORMCHECKBOX 
 After solicitation of a number of sources, competition is determined inadequate.  Must be able to show that solicitation from an adequate number of sources occurred.
Note: For micro-purchases and small purchases, many state contracts are made available to other public schools (NDCC § 15.1-09-34) and political subdivisions, tribal entities, and public transit authorities.  Check the State Contract listing (https://apps.nd.gov/csd/spo/services/bidder/listCurrentContracts.htm) to find cooperative purchase contracts.
 FORMCHECKBOX 
 Proof of compliance with 44 CFR part 13.36 (e) or 2 CFR section 200.321 Contracting with small and minority businesses, women’s business enterprises, and labor surplus area firms.

 FORMCHECKBOX 
 Proof of compliance with 44 CFR part 13.36 (f) or 2 CFR section 200.323 Contract cost and price.  Note: Cost plus a percentage of cost and percentage of construction cost methods of contracting must not be used.  Note: Required only for Procurement by sealed bids, Procurement by competitive proposals, and Procurement by non-competitive proposals.

 FORMCHECKBOX 
 Proof of compliance with 44 CFR part 13.36 (h) or 2 CFR section 200.325 Bonding requirements.  Note: Required only for construction or facility improvement contracts or subcontracts.
 FORMCHECKBOX 
 Proof of compliance with 44 CFR part 13.36 (i) or 2 CFR section 200.326 Contract provisions.
Note: If subrecipient fails to provide proper documentation showing compliance with procurement regulations and/or fails to contact NDDES prior to purchasing by non-competitive method reimbursement will be denied.
4. Proof of Payment:

 FORMCHECKBOX 
  Check (Checks must be cancelled or processed by the bank prior to submission for reimbursement - copies of checks, bank statement, accounting ledgers or completed warrant for equipment items purchased or services provided)

Remarks:       
5. Other:
 FORMCHECKBOX 
 Quarterly project status report.

 FORMCHECKBOX 
 Final project status report (required with final reimbursement request).

Remarks:       
Note:  If subrecipient has not submitted project status reports, reimbursement will not be made.
