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Types of Reimbursement

» Training

— Classroom workshops conducted by COOL
Specialists.

— Travel expenses.
» Completed Retail Reviews

— Not to exceed $600 per initial review.
— Not to exceed $800 per follow up review.

* Training reimbursement requests must be
USDA f\\ngrftiltural separate than retail review reimbursement
=—== Marketing
allll svice requests. :


Presenter
Presentation Notes
Per the cooperative agreement…
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Training Reimbursements

» Expenses related to traveling to a COOL
classroom event:

1. Airfare — (coach class)
2. Baggage expenses for 1 checked bag.

3. Hotel (GSA Govt. room rate + tax, or COOL
contracted rate.)

4. Parking

5. Ground Transportation

e Airport shuttle, taxi, metro bus/train, or car
rental when needed.
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Presentation Notes
Accommodations, for the most part, are typically arranged by the COOL Division.
We take into consideration the distance of training locations from the airport.  Car rental is usually not needed, however will be reimbursed when there is no public transportation available.  
Car rental should be for economy type cars, (opposed to SUVs, premium cars, etc.)
Contact the COOL Division should other transportation be needed.
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Training Reimbursements

5. Mileage
 Toand from the airport, or

e Toand from the training site.

—  Traveler must show justification for driving in lieu of
flying. USDA will reimburse the lesser amount.

 Maps, (such as a Google Map), must
accompany invoice, to justify mileage.
6. Meals and Incidental Expenses, per U.S.
General Services Administration (GSA)

« Rate = 75% on travel days and 100% on non-travel
days.
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Presentation Notes
If the state official departs at the end of Training Day 2, the M&IE reimbursement is still 75%. 
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Non-Reimbursable Expenses

COOL will not pay for items such as...

US DA Agricultural

//’—
e

First class airfare
Extra leg room on plane

e Auto services, (such as
oil changes), or repairs

More than 1 checked bag
* Wireless connectivity

Expenses related to
webinar training
sessions

Marketing
Service

e Parking violation or
towing fees

« Sight-seeing taxi or related
parking receipts

* Per diem above the GSA
daily approved amount.

» Business services, (such as
mailing or copying),
outside of COOL training
requirements
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Retall Review Reimbursements

» Completed Retail Reviews

e Initial Retail Reviews not to exceed $600
each.

* Follow-Up Retail Reviews not to exceed $800
each.

*All reviews must be submitted in accordance with
the retail surveillance procedures. Reviews that
are not conducted will not be paid by COOL.
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Retall Review Reimbursements

» Closed Stores

* Reviews will be reimbursed when phone calls are
made to the store location in advance of the visit
and found to be open for business, yet closed/out-
of-business by the time the Reviewer gets to the
location.

* Reviews will not be reimbursed when stores are
found to be closed/out-of-business upon initial
phone call prior to traveling to the location.

« States are encouraged to contact the COOL Division for
replacement locations.

e Reduced assignments will result in a reduced allocation.
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When to Request Reimbursement

» Training Reimbursement must be

submitted within 2 weeks after the training
event.

> Retaill Reviews must be submitted

monthly. July 2015
SUN [MON | Tl_T]: [TI'II_T'_'F‘FEJ'E'EAT”:
2 3 |4

5 6 7 |8 9 10 (11 |

12 13 14 15 16 17 (18

19 20 21 22 23 24 25
USDA Agricuitural | 26 27 28 29 30 31
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Presentation Notes
Even though is has been more than 2 weeks since the last COOL classroom training, states who have not yet submitted training invoices need to do so as soon as possible to reduce the risk of not being paid in full for incurred training expenses.

http://agnis/AMS%20Logo/AMS%20Final%20Color%20Text%20on%20Right%2011-19-09.jpg
http://agnis/AMS%20Logo/AMS%20Final%20Color%20Text%20on%20Right%2011-19-09.jpg

Required Documentation for
Training Reimbursement

1. State Invoice on your agency’s letterhead
must Include:
v' State name and invoice number
v Cooperative agreement number

v Place and training date, number of trainees,
and amount requesting for reimbursement

2. Signed SF-270 form

3. Receipts that prove travel expenses,

except meals, for each person trained.
USDA Agricultural |
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Required Documentation for
Retall Review Reimbursement

1. State Invoice on your agency’s letterhead
must Include:
v' State name and invoice number
v Cooperative agreement number

v Total number of reviews and amount
requested for reimbursement

2. Signed SF-270 form

3. List of Retall Review numbers for which

you're requesting reimbursement.
USDA Agricultural |
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US

Sample Invoice

ABC DEPARTMEMT OF AGRICULTURE
FOOD AND COMSUMER DIVISION

111 COOL MAIM ST

POPULAR, USA 22722 0000
(22I)TIR-I233F

March 19, Z015%

M= Julie Henderson, CO0OL Dhivision Director
1400 Independence Avernue, 5W.

Room 2620-5, STOPF 0216

Washington, DC 20250-021&

Dear M=, Henderson:

In compliance with Cooperative Agresment MHumber 12-25-A-5555%, the ABC Department of Agriculture is
requesting reimbursement for the Ffollowing:

- Trawvel expenses for attending CO0L training in San Antonio, TE on May 2-6, 2015 in the amowunt
of %3, 00,

Emclosed is the reguired 5F- 270 form, receipts, amd map guest averages for the travel reimbursement.
Flease contact me if you hawve anmny guestions regarding ABC"s reimbursemeant.

Sincerely,

John Do
State Manager
oy Do (ED A BN aigphe ricy . @ o

(555) 555-5555

Emclosures
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IS AP WAL G

| SAGES

0348-0004
REQUEST FOR ADVANCE [ o e e eme P —p—
OR REIMBURSEMENT ] ADVANCE g REMBURSE
MENT Fl CASH
b AT A i e e
(Sas instrocions an hack) O FanaL 7] PARTIAL O accrRuAL
3 FELERAL S PON SOM NG & GEN G AND OROGAN W ATIONAL ELENENT 10 4 FEDERAL GRANT OR GTHER 3. FAR TUAL & RECUEST
WHCH THS REFORT = SEMTED TING NUNVEER ASSIGNED MUNEER FOR THIS RECLUEST

USDAJAMSILSPICOOL Division

12-25-A-5555 Must have agrle‘ement Number!
aE JYER DIENT FICATION T RECHENTS ACOOUNT NUMEER T v 4
M VEER, O DENTIFFING NUVEER - 10 romai ¥ —
TAXID & —— 10012012 |1mm]( Must have covered dates!
2 FEEGE ENT (G PG AR ATICH 10 RRYEE ¢ MWihorechook & o be. stv.-!.'."d?'i.vu.-! thaniom V

Neme: ABC Department of Agriculture

MNumbsrs
and Slras

+ 555 Cool Lane

Cily, Slale

and 3F Code SOmewhere, US 55555

Wams: SELF EXPLANATORY

Cily, Slale
a0d ZIF Codle

COMPUTATION OF AMOUNT OF REIMEURSEMENT SMA DVANCES REQUESTED

Sample
SF-270
(Page 1)

Must have totals.

el L] el
PROGRAMSFUNCTIONSAGTVTIES pme
TOTAL

e A | 5 § 14,400.00|3 14,400.00

outizys b date o - o -
b Less Cumulalive program ncome 0.00
o Ned prospam culags [Line s minus

e ol ' 0.00 0.00 14,400.00 14,400.00
d Estimated net comh outlys o acha nce

pedod 0.00
= Tokal (Sum ofdnesc &4 G-m 0.00 14,4!]0.["] 14,4‘]0_["]
I Non Federal sheve of amourton lne e 0.00 0.00 14,4‘]0[1] 1"'1'1'1'“--“][:":J
g Federsl sipwe of amount online = 0.00
M Fesdenal poy s ribs ooy resqu esbed U.CHJ

Fedesl shane now requested [Line g

minu s fne h) u.m D.Uﬂ E]_EHJ G.m
| Amvances required b

momh, mnﬂp_‘ ! 1=t monkn u-m

Fedeal  gramior
gwm,m N making 2nd month 0.00
escheduied advances

o Jrd month 0.00
12 ALTERNATE COMPUTATION FOR ADVANCES ONLY
@ Estmated Fedenl cash oullays Bt vl be mads dwing period covered by the sdwence l’
b Less Esfmmbed belance of Federal cazh on fend = of beginning of advance period
o Amourt rsquestsd [Line 8 minus fins bl H 0.00
AUTHORZED FOR LOCAL REPRODUCTION iLontnued on Re varse) STANARD PO 2 e

Prescribed by OMB Cirouas KT = L
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i3 CERTIFICATION

= Gl ATLIEE: CF AL THO FLEC) Gl

G GG AL

cerfily izl o B best o my
nowledge and belef the dats on e
rewrme are correct and el & ouflags

Jow & FEGLEST
S NTTED

May 21, 2012

were miads in sccodance with e e e

gat condior o odiher agreement
sl Bl el ks chus and hes pol John Doe, State Manager

e e ioumly requested

12 LEFHOMNE (AFEA
MIVEER,
ENEG

555-555-5555

This space for age noy use

Reducton Project (345 0004) VWashington DC 20503

Public repoing burden for this collecton of niematon iz exfmated o avemage 50 minutes par
re=ponse, ncludng fme for reviewing instructons, smaching exmting deta mowces gathesing and
mantning fie dafa needed, and completing and mdewing Bie colleclion of nformation. Send
comments regardng e buden estmate o any ofier ampect of this collection of infommation
includng suggestions for reducing s burden to e Office of Management and Budget, Paperwosk

PLEASE DO MOT RETURN YOUR COMPLETED FORM TO THE OFFICE OF MANAGEMENT
AMND BUDGET. SEMD IT TO THE ADDRESS PROVIDED BY THE SPONSORING AGENCY.

INSTRUCTIONS
Please type of printleginy Mems 1.3 5 @ 10 11e 111 11g. 111 12 and 13 are sef-explanatery; speche

netructions for other dems are as follows

Mam Enbry Nam Enlry

k3

Indicate whether request = prepared on cash or aserued
aipenddure basis Al requests tor advances shall be
prepared on 4 ¢ash bass

&

Emter the Federal grant number, ar other dentiying
number assgned by the Federal sponscring agency If
the advance of rembursement 8 for mere than cne grant
of other agreement, nser WA then show the aggregate
amounis ©On @ separale sheel 18t each grant or
agreement number and the Federal share of cutiays
made agamst the grant or agreement

@

Enter the employer (dentthicatien number assigned by the
U5 Internal Revenue Service, of the FICE {matiutien)
eode if requested by the Federal agency

g

This space = reserved for an account number or oiher
denttying number that may be assigned by the resipent

Enter the month, day, and year for the begnning and
ending of the pencd covered m 1hs request If the request
s for an advance or for both an advance sand
reimbursement. show the perd that the advance w
cover It the request = for rembursement, show the
periad for which the remburasement is requested

Mete: The Federal sponserng sgences have the option of
requiring recipents fo complete dems 11 of 12, but not
beth. ltem 12 should be used when only a8 minmum
amaunt of infermation is needed fc make an advance and
oullay nformaten contained in dem 11 can be obiained in
atimely manner from other repors

11 The purpose of the verbeal columns (&), {b), and {c) is o
provide space for separate oost breakdewns when a
project has been planned and budgeted by program
function, or

11

11

actvly It additignal eolumns are needed. use as many
addtianal farms as needed and indicate page number in
space prowded in upper nght. howewer, the summary
todals of all pregrams, funetiens, of adtwibes should be
shown n the “tefa® eolumn on the firat page

Enter in "as of date" the month, day, and year of the
anding af the acesunting pencd fo which ths amount
apples Enter program cutays io date {net of refunds
retates, and dseounts), in the approprate columns For
requests prepared on 8 cash basis cutlays are the sum
of actual cash disbursements fer geods and senvices
the ameunt of indrect expenses charged the value of in-
kind centributicns appled. and the amount of cash
advances and payments made to subcontracters and
subrecipients. Fer requests prepared en an acerued
expendiure basis cullays are the sum of the actus
cash disbursements, the amount of indirect expenses
ncurred. and ihe net increase |or decrease) n ihe
amounts owed by the recpient for goods and ofher
property recesved and for servces performed by
eMployees, CONracts, subgrantess and oiher payess

=

requests are prepared on & cash bass For requests
prepared on an accrued expenddure basis, enter the
cumulatve mcome earned 1o date Under edher bass
anter onty the amount applcable to program income that
was required to be used for the project or program by
the terms of the grant or sther agreement

11d Only when making requests for advance payments

anter the total estimated amount of cash cutlays thatw
be made during the pericd covered by the advance

13 Complete the cenfication before submming ihis request

STAMDASD FOM M2 (w7 Bak

Enter the cumulatnve cash mncome recened 1o date, If

Sample
SF-270
(Page 2)

g-Day 2 13
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Submitting Invoices

Email: coolaudit@ams.usda.gov
or
Fax: (202) 354-5062

US DA Agricultural |
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COOL Payments

* The “prompt payment rule” ensures vendors,
such as state cooperators, are paid on time by
federal agencies.

 Invoice submissions must be valid and
complete.

— Refer to slides #9 and #10

 Payment will be made (electronically) to the
bank we have on file within 30 days after
receipt of a valid, complete invoice.

US DA Agricultural
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Presentation Notes
The COOL Division has changed our internal processing procedures with regard to requests for reimbursement.  In the past, we would hold your invoices for completed retail reviews until one of the COOL Specialists had a chance to look over the data to ensure the review was completed correctly.  Now we will completely trust that state managers are reviewing the data prior to submission and in doing so, we will simply process invoices upon submission into our Cloud Vault application.

Also, I want to add that my COOL Division staff are not responsible for making the payments through our financial management system.  Our Resource Management Officer has oversight of all accounts payable transactions.  COOL staff simply verifies the invoices are for completed activities and then moves them to our Resource Management Office for making the proper payments.
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Reimbursement Questions

» Carol Payne

¢ (202) 720-3528
Carol.Payne@ams.usda.gov

» Maribel Reyna
e (202) 253-8870
 Maribel.Reyna@ams.usda.gov

»Vickie Felder
e (202) 260-8341
 Vickie.Felder@ams.usda.gov

US DA Agricultural |
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