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REIMBURSEMENT GUIDELINES
All Category C-I grant funds are disbursed on a reimbursement basis. You will not be able to receive your grant funds until you have submitted a request for reimbursement. The following guidelines provide direction for which expenses you may file for and when. Please review the guidelines and make sure anyone in the organization responsible for paying expenses related to grant program activities is aware of and follows these guidelines. 
REVIEW CONTRACT
Please review Exhibit B (budget) and Exhibit C (Allowable and Disallowable Expenses) in your grant contract prior to filing a reimbursement. 
Do not file for items that are not part of the allocated expenses for Category C-I and/or are disallowable. Adhere to your budget. If you find that your current expenses have changed from the estimates in the original contracted budget, call the Cultural Council’s grants department to discuss submitting a program budget amendment before submitting a request. 
PROGRAM/BUDGET CHANGE
Please review the Program/Festival section of your contract (Exhibit A) and Budget (Exhibit B). If your program and/or budget has changed since the signing of your contract and you have not sent in a PROGRAM/BUDGET CHANGE REQUEST for prior approval, you cannot request reimbursement of expenditures for the new program. These forms are available on the website at www.palmbeachculture.com. Please read Article II-Conditions-Section 2.2 -Program Description of your contract outlining the process for program change approval. 
THE REIMBURSEMENT PROCESS
Each reimbursement request is reviewed by Cultural Council staff, the Deputy Administrator of Palm Beach County, and finally by the County Finance Department. If your reimbursement request submission does not have correct, complete, or legible documentation, it will be placed in the pending file until correct information is received (for minor incidents) or returned to you for corrections (for major incidents). Reimbursement checks are usually available within six weeks of reimbursement submission. However incorrect submission may delay payment even longer. Emergency requests to expedite reimbursement checks are denied and are not even possible due to the auditing process.  
Once an organization receives its check, endorse the check using your organization’s official endorsement stamp that clearly shows the organization’s name and account number to verify that the check was deposited into the correct bank account.
WHEN TO FILE

For programs that occur only once (a festival, a performance, or an artist residency), organizations should file for reimbursement no later than three months after event, but before September 30. 
For programs that occur throughout the year, it is recommended to file on a quarterly basis to keep paperwork to a minimum.  By contractual agreement, submissions can only be submitted once per month.
PLEASE NOTE:  Although this grant program runs through September 30, the deadline to turn in all paperwork including cancelled checks is September 14. Because of this deadline, September is reserved for those organizations that had programming throughout the summer only. Grantees who submit requests in September, but had programs in the fall, winter, or spring, will not receive high priority during the end-of-year rush to close out the grants.  If you have questions regarding this process, please contact the staff at the Cultural Council.
HOW TO FILE
In order to qualify for a reimbursement, you must submit two sets: one original (meaning original signature in blue ink) and one copy of the Reimbursement Request Form and Summary of Expenditures Form inclusive of two copies of all back-up documentation. Originals and copies must be legible.  If they are not legible they will be held for corrections or returned, and your reimbursement will be delayed.  Keep your copies in the same order and consistent with the original.   Be sure to make a copy to keep for your files.  Photo and electronic copies are not acceptable.
The order for the reimbursement submission should be as follows:

1.
Reimbursement Request Form (cover sheet).

2.
All Summary of Expenditures forms (numbered if more than one).

3.
All backup information in order as listed on Summary of Expenditure forms.

Backup material should be provided as follows:

1.
Copy of cancelled check (front and back on same page), credit card statement or debit statement showing all 
charges. See below for more on credit card statements.
2.
Copy of invoice, statement, and/or contract that correspond with the cancelled check.
3.
Original printed sample if expenditure is for a printed item


(programs, brochures, advertising tear sheets, etc.)

4.
Copy of video tape or cassette tape from media advertisement

· Provide a detailed explanation in the column marked "Purpose/Expense" on the Summary Form, but do not add non-pertinent information. 
· Keep expense categories together on the Summary Form. For example, if the expense category is for “Outside Professional—Artistic” but payments were made to more than one artist or for more than one event, the items should still be grouped together on the same page(s). 
· Please collate all material into two complete packets.
· CANCELLED CHECKS should appear next to the respective invoices and / or contracts to facilitate verification.  Please do not cut out the copy of the cancelled check(s).  The front and back of each cancelled check should be copied on the same sheet of paper. 
BACKUP DOCUMENTATION
If you cannot provide immediate backup documentation or correct information for an incomplete reimbursement package, the reimbursement package will be held in a pending file or returned for corrections, delaying your request.
All backup documentation should be justified.  On many occasions, it may be necessary to provide a typed statement explaining the expenditure or a hand-written explanation on the invoice to justify the expenditure.  This is particularly helpful regarding the purchase of supplies and greatly expedites processing and payment turn-around time.

Items paid by credit card must include the invoice plus the organization’s credit card statement and cancelled check showing that the organization paid the credit card bill.  Payment by personal credit cards and cash is not acceptable.
Independent Contractors: Reimbursement payments to independent contractors for services rendered (artists, outside marketing services, production or technical services, etc.), must include the following:


LESS THAN $500.00
If the service performed totals less than $500, the front and back copy of the cancelled check and an invoice should be submitted. The invoice should include:



1.   Name of Payee (artist, individual, or firm)



2.   Amount of fee and date of service



3.   Service(s) performed

4.   Show internal approval by organization (examples include “okay-to-pay” stamp with signature of approving official; check request voucher, etc.)

        $500.00 OR MORE
A contract and the front and back copy of the cancelled check should be submitted for services of $500 or more. The contract should state the following:



1.   Date of contract



2.   Service performed and date of service



3.   Contract amount



4.   Signatures of both parties (grantee and "other") and dated by both parties.

5. Terms and conditions (if applicable)

6. Internal approval by organization (examples include “okay-to-pay” stamp with signature of approving official; check request voucher, etc.)

Note regarding reimbursement for services under contract: Submit copies of contracts with each reimbursement every time you make a request even if you have previously done so for the same individual, group, or company.
ALLOWABLE EXPENSES

1.
ARTISTS FEES DIRECTLY RELATED TO PROGRAM/FESTIVAL 
Outside Professional Services: Artistic: A performance contract should state the name of the event, play, or performance, dates of performance, rehearsal dates, etc., and be signed and dated by all parties for reimbursement. In order to be reimbursed for artists travel and lodging, these conditions must be stated in a signed contract.  Food expenses will not be reimbursed. Mileage for artists is reimbursable at the prevailing rate.. See section six for details on travel expense submissions. 
Personnel: Artistic/Technical: This grant will not cover taxes or benefits if artist is a salaried employee.  There is a special Summary of Expenditure Form for Salaried Employees. Please contact the Cultural Council staff to receive a copy. The Cultural Council requests that time sheets showing direct arts or technical production hours for direct program hours only be submitted for salaried employees who are also artists. These reimbursement requests should not include hours spent by employees performing operational or administrative tasks. 
2.
MARKETING EXPENSES DIRECTLY RELATED TO THE PROGRAM, INCLUDING OUTSIDE PROFESSIONAL MARKETING SERVICES.
Reimbursement for marketing services is allowable if the service is related to the event listed in the Program (Exhibit A) section of your contract.

Outside Professional Services-Marketing and PR: Payments to firms or individuals not regularly employed by the organization for direct promotion of the funded program or festival. Firms/individuals hired to design brochures, advertisements, etc, as well as any web site design and promotion can be included here. See INDEPENDENT CONTRACTORS above for a complete description of appropriate back-up material for PR and/or marketing consultants.

County Logo: The County and the Cultural Council logos are required for reimbursement of printing and/or advertising expenses.  See your contract, Section 2.9, for detail. The logos must be legible and/or audible.  They should be at least 1" in width on all printed material. When you submit a sample (tear sheet, brochure, etc.) for reimbursement, place the County and Cultural Council logos so they can be easily seen in your reimbursement packets.  
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You can download these logos directly from our website at www.palmbeachculture.com.
Public Relations:  Professional public relations marketing fees are reimbursable at 100%, however agency operating expenses for telephone, postage, mileage, photocopies, etc., are not.

Direct Mail: If the program requires items to be mailed to the public, hire an outside contractor to do this for you. Simply submitting receipts for postage is not acceptable because what was mailed is not verifiable. Public relations firms, marketing firms, or mail houses hired for mailing services must provide you with an itemized invoice of what was actually mailed. Include this invoice plus a sample of the items mailed with your submission. Items mailed for programs not included in your contract will not be reimbursed.

Photography: Professional photography expenses for promotional purposes should be verified with a submittal of a typed invoice and explanation of how, when, and what (exhibit, event, program, etc.) photographs were used. 

Website:  Expenses related to creating a website for the organization are reimbursable as long as the website promotes the funded program activity and carries the County and Cultural Council logos. However, do not submit monthly invoices from your internet provider (Bellsouth, AOL, Earthlink, etc). 
3.
PRODUCTION AND TECHNICAL EXPENSES DIRECTLY RELATED TO EXHIBITIONS, PERFORMANCES,


LECTURES, OR SPECIAL EVENTS.

Outside Professional Services-Other: Payments to firm or individuals for non artistic services that are specifically and exclusively incurred for the funded program or festival such as technical, production costs, security, exhibition rental fees, shipping, framing, etc. Food service will not be funded through the grant.

Production/Technical Independent Contractors: Reimbursement payments to independent contractors for services rendered must include the following in a contract:

1.   Date of contract 

2.   Service performed and date of service

3.   Contract amount

4.   Signatures of both parties (grantee and "other") and dated by both parties.

       
5.   Terms and conditions (if applicable)
4.
SPACE RENTAL DIRECTLY RELATED TO THE PROGRAM.

This expense is not meant to cover the rent or mortgage at the organization’s place of business, but to cover the cost of renting out a theatre for a performance, classroom and rehearsal space, or a park for a festival. Contact the grant office if you have a question about space rental prior to booking. 
5.
ADVERTISING AND PRINTING COSTS.

Marketing/advertising: Research and analysis, program development, or program promotion, including newspaper, radio, web site, and television advertising, printing, and mailing of brochures, flyers, posters, and other forms of direct promotion and visitor solicitation at approved travel, tour, and trade shows. Do not include costs for activities strictly associated with fundraising or other private events under the grant allocation. Be advised that the grant cannot reimburse direct postage costs which can not be verified. If direct mail is preferred method of marketing your event, plan to have it out-sourced to a mail-house which can provide a detailed invoice which includes price per-piece and numbers of pieces mailed. 
 All printed items submitted for reimbursement must include the county logos (see above) and must specify the specific program/festival covered by this grant program.

Newspaper and Magazine Advertisement: To be reimbursed for newspaper advertising, the ad must be documented with at least one original "tear sheet" in the original reimbursement set and a copy of the ad in the remaining set.  Some companies are now providing ‘electronic tear sheets” as proof that an ad ran. These are acceptable. Make sure any tear sheet includes the date and name of the publication. If small enough, you may include the entire magazine.  

To be reimbursed for ads in magazines and other publications, where the date is not shown on the page of the ad, it is suggested you make a copy of the cover of the publication.  Include the original tear sheet including two copies of the cover for each set.

If an ad is paid for prior to the grant year and the ad runs during the grant year, reimbursement may be filed after the ad appears and program has taken place.

Radio and Television: To be reimbursed for radio and TV ads, the ad must be documented by sample footage or radio tape must be provided.  If radio tape or TV footage is not available a typed script of the actual ad on station letterhead is acceptable.  The County and the Cultural Council logos must be visible or audible (read as sponsors) on video or cassette. 
Billboards and Event Banners:  All advertising on billboards, signs, banners and other promotional items must be verified by submitting a photograph with the County and Cultural Council logos clearly visible.

Brochures and Other Collateral: Original playbills, brochures, rack cards, invitations (if event is open to the public), newsletters, etc. may be reimbursed if they indicate the County and Cultural Council logos.  You must include one original and one copy of each printed piece every time you request reimbursement for that material.

Flyers: Expenses for flyers printed and distributed to promote an event can be reimbursed if an original flyer is submitted so that logos and program promotion can be verified. If the flyers are printed at a copy-shop, submit receipts and cancelled checks that correlate with that expense.  In house production costs are not reimbursable.
Signs, Banners, T-shirts, etc: Banners and signs promoting the event can be expense items submitted for reimbursement with or without logos, however, please include a photograph of the sign being displayed at the event and justification for its expense. T-shirts promoting the event may also be submitted as expenses as long as the County and Cultural Council logos were included on them. Provide one sample t-shirt with the submission or a detailed photograph of a t-shirt so that program and logo credit can be verified.

6.
SUPPLIES DIRECTLY RELATED TO THE PROGRAM AND TRAVEL
Supplies: Items purchased for the program may be reimbursed as long as receipts are provided and items are paid for by check or credit card* (no cash).  For all supplies purchased, provide a written explanation of how they were used for the program.  Items that may be construed as “office supplies” may be rejected. Do not include permanent equipment items such as musical instruments, computers, printers, tools, etc. 


*See above for credit card items.
Travel: In order to be reimbursed for artists travel, lodging, and expenses, these conditions must be stated in a signed contract.  Food expenses will not be reimbursed. Mileage for artists is reimbursable at $.555/mile.  Make sure the hotel and/or travel bill references the name of the guest artist.

To reimburse individuals driving program participants to and from different locations, a mileage log should be kept for each trip and that individual should submit a written request referencing the trip dates and mileage to the organization for payment at the prevailing rate.  A copy of this written request and the cancelled check to the individual is acceptable back up documentation. If the vehicle being driven is the organization’s vehicle, a mileage log should be kept indicating date, mileage, driver, purpose of trip. Copies of this log with the program-specific trips highlighted are acceptable for reimbursement at the prevailing rate without a cancelled check. Mapquest must be submitted to verify mileage.
Other: Any expenses directly related to the program that do not fit into the other categories but that would be deemed “allowable” as opposed to “disallowable” (see below). Please provide a written explanation of the purpose of each item and the required cancelled checks. 
DISALLOWABLE EXPENSES

1.
GENERAL OPERATING OR ADMINISTRATIVE EXPENSES, INCLUDING TRAVEL, SALARIES, AND 
BENEFITS NOT RELATED TO THE PROGRAM. 


These include but are not limited to:


Telephone bills and utility bills


Employee salaries and benefits

Office supplies (paper, pens, ink-jet cartridges, envelopes, etc, etc).

Gas


Organization letterhead, envelopes


Insurance premiums

Postage for individual stamps, bulk mail (that does not give clear indication of number of pieces mailed), or shipping. 


E-mail providers (AOL, Bellsouth, etc.)
2.
RENT OF BUILDING, RENOVATION, OR REMODELING OF FACILITIES.


These include but are not limited to:


Monthly rental of a facility for daily operation


Permanent additions or modifications to a facility

3.
PURCHASE OF PERMANENT EQUIPMENT, INCLUDING MUSICAL INSTRUMENTS

4.
PROGRAM PUBLICATIONS WHICH INCLUDE SOLICITED ADVERTISING

5.
ADVERTISING AND/OR PUBLIC RELATIONS ITEMS WHICH DO NOT MENTION THE SPECIFIC PROGRAM

6.
FOOD EXPENSES


This includes but is not limited to:


Beverages and food items, including snacks for students

Table and chair rental for sit down dinners

Any rental equipment related to food expenses
7.
ANY PAYMENTS TO STUDENTS FOR SERVICES RENDERED

8.
ANY AWARDS, PRIZES, OR CONTRIBUTIONS

9.
ANY EXPENSES RELATED TO GRANT WRITING, FUND-RAISING OR GRANT ADMINISTRATION. 
10.
OTHER NON-RELATED EXPENSES

Mailing lists.  (Can not be verified beyond original use.)


Checks for expenses made payable for cash.


Any expense if event is not open to the public.

Helpful Suggestions to Speed Up Your Payment
· NEVER use cash or your personal debit/credit card to pay for any item. 
· Group Expense Categories together on the Summary of Expense Form. 
· Do not make payments with personal checks. 
· Do not make payments with personal credit cards.

· Use an internal payment voucher system with an “Okay to Pay” stamp authorizing the expense.

· Keep to your contractual line-item budgeted expenses. If you find that actual expenses don’t match the ones you planned on when you prepared the contract budget, get a Program/Budget Amendment form into the Council offices quickly. 
· Do not forget to include original copies of advertising and flyers with the County and Cultural Council logos.

· Make sure the payee on the check is the same as the name on the contract or invoice.

· Do not wait until the end of the fiscal year to file reimbursement. This does not allow time for corrections and could cause you not to receive your full award. 

· Make sure to keep a copy of the reimbursement request on file and keep accurate records of reimbursement checks that you receive. Notify the staff at the Cultural Council if you notice any discrepancies.
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