
Office of ESEA Federal Programs 
October Office Hours 

Reimbursement Requests



Today's Topics 

- Introductions 
- Who to contact
- The Grant and Reimbursement 

Process
- What documentation is needed when 

making a request
- Aligning requests with grants 
- Common Mistakes 
- Q&A Time 



Introductions 



Questions on ANY Grant or 
NDE Program? 





Top Reasons RR’s get Returned 
● A required amendment has not been final approved
● The RR doesn’t have the proper supporting 

documentation attached
● The expenditure wasn’t coded to the right grant number 

and/or the right object code
● Staff on the RR were not listed on the Staff Pages
● Equipment wasn’t listed on the Operational Equipment 

Page and Capital Assets Page
● The amount listed on the Budget Page is not "close 

enough" to the RR
● The requested amount is not close enough to the final 

approved amount 



The Reimbursement Process 
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How to make or see your payments



To see Requests and Payments, 
click here 



To see requests, payments or 
status of requests 



Reimbursement Page 
This page allows you to

- Create a new request
- Delete a request (if needed)
- Open/edit a current request

- If a request was sent back, you can make edits once you open the 
request 



Reimbursement Page (RR page)



Creating a Request 





Be sure to 
click the 
recalculate 
closeout 
prior to 
submitting 



Updated tab at the bottom of the RR

Needed on ESSER’s- take the report from your accounting  records and 
mark the allowable use (AU) items fall under. 

Example: an invoice for laptops, mark AU #10 - technology 



Documents needed 

• Year To Date detailed Expenditure 
Reports.
– For ESSER - mark which allowable use 

each item falls under 
• Year to Date Payroll Records (if paying 

staff)
• Fund Audit Report/Account Inquiry 



Budget Codes 
•100 – Salaries     
•200 – Employee Benefits (Includes ALL benefits: 
Insurance, SS, Retirement, State Taxes, etc.)
•300 – Purchased Professional & Technical 
Services (Workshop & Registration Fees, 
Mileage, Tuition for a Staff Member, ESU 
Services using Federal Funds)
•400 – Purchased Property Services (Leases, 
Project Manager, Contractors, etc.)



Codes 
•500 – Other Purchased Services (Purchased from 
another District, Travel, Communications & Printing)
•600 – Supplies (Equipment less than $5,000 per item, 
Web Cloud Software, Computers, etc.)
•700 – Property/Capital (Equipment or Existing 
Infrastructure Assets greater than $5,000) USED for 

ESSER Construction Projects – ALWAYS NEEDS 
PRE-APPROVAL

•https://www.education.ne.gov/FOS/users-manual/

https://www.education.ne.gov/FOS/users-manual/


● 22-23 ESSA Funds - submit all Reimbursement 
Requests to NDE by 11-15-2023

● ESSER II - All RR’s must be submitted by 
11-15-2023

● ESSER III– All reimbursement requests must be 
submitted by 11-15-2024 

● Spend your allocations - We don’t want to return 
the money to the Federal Government!

● Please pay attention to the automated emails that come that indicate 
deadlines and what is missing!  These are critical for reimbursement 
purposes.



Need Reminders? 
There is a Reimbursement Requests section 
on the ESSA Canvas Hub 



Not sure how much you have spent? 
On the budget page, there is a table that displays 
any amounts/ payments you have already claimed



This table can help when making amendments



Allowable Variance by Budget code

The Secret is, the greater of :
- 25% or $2,500 whatever is most beneficial 

to the District
- Example: a van was purchased, budgeted amount was $60,000. Actual 

cost was $64,542….that’s ok! 

- The RR will give you a red error if not close 
enough (on RR side)

Budgeted amount and amount requested on 
the RR do not have to match exactly



Digital Subscriptions Update
The finance team released a memo 
laying out new guidelines for digital 
subscriptions with ESSER funds





Questions? 



Thanks for Attending! 

Feel free to reach out when and if you 
have any questions. 


