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                       Billing Information and 
           Plans for 2010 4-H Gateway Academies

Below are the procedures that can be used for ordering and billing for the 2009 4-H Gateway Academies.  To avoid late payments and teachers not being paid promptly, submit all bills within two weeks of the completion your 4-H Gateway Academy(ies).

Contact Information:

Deb Ivey






Lori Murphy
222 N. Iowa St





436 Lowell Center

Dodgeville, WI  53533





610 Langdon St
608-935-0391 or 608-574-0568



Madison, WI  53703

debra.ivey@ces.uwex.edu




608-262-9605








lori.murphy@ces.uwex.edu
1) Designate a 4-H or Extension person as a contact for billing questions.
2) Teacher Reimbursement:  

A.  Each county should send the names, addresses and social security numbers 
     of Gateway Academy teachers to Lori Murphy no later than May 1, 2010.  Use the
     chart on the website.

B.  Following the completion of your 4-H Gateway Academy, send an email to Lori

     stating:  Gateway Academy has been completed, dates of academy, instructor names 
     and the amount of stipend to be paid each instructor. 
3) Ordering and Billing Information Options
A.  School can pay all bills and send an invoice to the State 4-H Office


1. Invoice must include itemized detail on how the funds were spent.



2. Send the invoice to Lori for payment.  The original receipts should be attached


    or retained at the school in the event of a future audit.

B. Send supply and material orders to Lori – Utilize this method when possible!

1.  Call or email with materials, supplies, etc. that should be ordered.

2.  Materials will be ordered by Lori and delivered to the designated school.

3.  Costs will be charged directly to the State 4-H Office.
C.  School staff or Extension Staff orders and pays bills

1.  Pay with a county funds and submit itemized county invoice to Lori.  The      

     original receipts should be attached or retained at the county office in the event   

     of a future audit.
2.  Instructors submit original receipts for out-of-pocket expenses for supplies.       
3.  Extension staff submit their expenses on a TER.  


4.  Reimbursement of meals or snacks require the original receipt, agenda and 
                           list of participants.

4) Additional Information needed to process payments

a. Food must not be prepared by the staff and brought to the Academy for liability reasons. 
b. Invoices for food served on site by restaurant/catering staff must include their Certificate of Insurance.
c. Food purchased and/or delivered from a restaurant or caterer but not served by them does not require a Certificate of Insurance.

d. The 4-H Gateway Academy agenda or schedule and list of participants must be attached to invoices for food. 
e. Invoices for transportation not provided by the school district must include the

vendor’s Certificate of Insurance.

f. Budget dollars cannot be used for ‘prizes’, ‘gift cards’ or ‘incentives’.
