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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. 
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* Training reimbursement requests must be 
separate than retail review reimbursement 
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 

• Airport shuttle, taxi, metro bus/train, or car 
rental when needed. 
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Presenter
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 

• To and from the airport, or  
• To and 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… 

• First class airfare 
• Extra leg room on plane 
• Auto services, (such as 

oil changes), or repairs 
• More than 1 checked bag 
• Wireless connectivity  
• Expenses related to 

webinar training 
sessions 
 

 

• 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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Retail Review Reimbursements 

Completed Retail Reviews  
• 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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Retail 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. 

• 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. 
Retail Reviews  must be submitted 

monthly. 
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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.
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Required Documentation for 
Training Reimbursement 

1. State Invoice on your agency’s letterhead 
must include: 
 State name and invoice number  
 Cooperative agreement number 
 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.  
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Required Documentation for  
Retail Review Reimbursement 

1. State Invoice on your agency’s letterhead 
must include: 
 State name and invoice number 
 Cooperative agreement number 
 Total number of reviews and amount 

requested for reimbursement 
2. Signed SF-270 form 
3. List of Retail Review numbers for which 

you’re requesting reimbursement. 
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Sample Invoice 

11 2015 COOL New Reviewer Training-Day 2 
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Sample  
SF-270 
(Page 1) 
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Must have agreement Number! 

Must have covered dates! 

Must have totals. 

Must 
have 

address 
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Sample  
SF-270 

(Page 2) 
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Must be 
signed! 
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Submitting Invoices 
 
 

Email: coolaudit@ams.usda.gov 
or 

Fax:  (202) 354-5062 
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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. 
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Presenter
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 
• (202) 253-8870 
• Maribel.Reyna@ams.usda.gov 

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