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Implementation Plan | Project Approval and Reimbursement Process


Step 1:

The Equipment Purchase Plan is used to identify your equipment requests by project name and project number (if an existing program). Use a separate form for each project, and prioritize them in order of need. Transfer this total to the Budget Summary by Project form listing the Item Description as “From Equipment Purchase Plan”and categorize as “equipment” in the expense type column. This form is created in Microsoft Excel and should automatically total. If your project does not include equipment, skip this form.
Step 2:
The Budget Summary by Project form estimates all project items for which you will request reimbursement, in order of priority, itemized by expense type and includes the total project budget request amount.  Transfer this total to the Implementation Plan|Project Approval form in the Total Budget Request box. This is your project budget and only items approved in this budget will be reimbursed. This form is created in Microsoft Excel and should automatically total.
Step 3:

The Implementation Plan|Project Approval form is the cover page of the request and combines the former Implementation Plan and Project Budget Approval forms.  This form is valuable to the ALI Cabinet in the decision-making process. This approval authorizes ALI to encumber funds for the project and serves as the authorization for the school to make approved expenditures. The form is created in Microsoft Word in table format. Click in the boxes and record the information requested – boxes will expand as necessary as you type. 

· Please complete all boxes as requested. Complete Institution Name, Date, Team, Requestor, Phone, Email, Business Manager/CFFO, Phone, Email
· Program Name: i.e., Welding
· ALI Program of Emphasis/Career Pathway: i.e., Industrial Technology

· Semester/Year: i.e., fall 2009

· Model of Delivery (Staffing): i.e.,  Concurrent Enrollment or Model  3

· Number of Credits: 2 college credits, 0 high school credits

· Explain the need for funds: Here you may type in the table box and take as much room as you need, or you may attach a separate paper with your explanation.  If attaching a separate paper, please indicate “see attached” in this box. Please be as detailed as possible in your explanation.

· Total Budget Request: this number will come from the total on the Budget Summary by Project form.

· In-Kind Contributions: Indicate funds or services contributed in-kind for this project.

· Fee to District: Indicate the estimated cost to district for this project, i.e., Concurrent Enrollment = $ current rate, PSEO=current rate x number of students
· Number of students impacted: List the number of students who have enrolled in this course

· Location of course: i.e., Your High School, Your College, or Your High School AND Your College

· Collaborative Partners: List the high schools and colleges participating in this program, i.e., Virginia HS, Mt.-Iron Buhl HS, Mesabi East HS, Babbit HS, and Mesabi- Range CTC. 
· Business and Industry Partners:  List those business and industry partners who are working on the project with you. i.e., Barr Engineering, Cliffs Natural Resources, etc. Actively seek their involvement! 

· Sustainability Plan: You may record this information in the table, or attach a separate sheet. If attaching a separate sheet, please indicate “see attached” in this box. Here you will list your school’s plan to sustain this program. Please be as detailed as possible.
· New Program or Existing Program: Check appropriate box

· The remainder of the form is for office use. Submit the forms to Mary Witte. 
Signatures are required on these forms. Forms may be emailed to Mary Witte if you have the ability to scan the documents with signatures, or email, then US mail the hard copies.  Attachments: Agreement with college partner, copies of equipment/supply quotes, Need for Funds or Sustainability Plan documents if not using the form.
Team leaders or designated representative(s) will be invited to present the project(s) to the Cabinet. Once the Implentation Plan|Project Approval has been reviewed and approved by the ALI Cabinet, a signed copy will be returned to you with an assigned project number for your records.
Step 4:
The Request for Expenditure Reimbursement form is completed by the school district business manager or the college CFFO after expenditures have been made and paid by the school. ALI does not pay the vendor directly. The reimbursement request should be accompanied by a copy of the vendor’s invoice, a copy of the receiving documents or other supporting documents, and evidence of payment by the district. Please reference the project number from the Implementation Plan|Project Approval form on the reimbursement form. Only those items approved on the Budget Summary by Project form will be reimbursed. Submit the forms to Mary Witte for approval and payment.
Other Information:

 Annual Allocation
Colleges and schools receive a “supplies/materials” allocation of $1,000 annually to purchase incidental supplies or materials for ALI activities. These funds are distributed at the beginning of each fiscal year (July 1) and colleges and schools will utilize their individual accounting/finance procedures to expend and track the use of these funds. 
Beginning the 2010-11 academic year, each member school district and college will be eligible for reimbursement up to 2.5 times their membership fee to be used towards instruction costs.  An instruction allocation budget will be required to be submitted for Cabinet approval (submitted once/year at the same time as Implementation Plans). Budget items will only include instruction overload, sub teacher costs, and summer extra duty pay for summer instruction (i.e, Habitat summer project). Once approved, the school will then submit for reimbursement as is done for equipment, etc.
Reporting

Just as the team leader presented the project to the Cabinet for approval, a report of the project’s success will be presented to the Cabinet at the end of the year.
Payment
Reimbursement will be made by the ALI fiscal agent to your school via EFT deposit directly to the school’s bank account.  You may contact Mary Witte or Sally Thompson with questions about payments.
Submission of Forms

Submit all Implementation Plan|Project Approval and Reimbursement forms to:

Mary Witte

Applied Learning Institute

1851 East Hwy. 169

Grand Rapids, MN 55744

mary.witte@itascacc.edu 

or, fax to 218-322-2335 (be sure to include both Mary’s first and last name on the fax cover sheet)
June  2009, (revision 2, March 2010)

