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The Food and Nutrition Service (FNS) of USDA (the funders of Food Stamp/SNAP Nutrition Education) requires that every hour of time or dollar of supplies that is contributed to SNAP-Ed and is claimed as costshare, must be documented and certified.

Time/Effort of Agency Partners

Staff at publicly-funded agencies who work for and with WNEP staff on SNAP-Ed efforts (teaching, meetings, etc.) must document their time contributions with the following:

· Date the work took place

· Number(s) of hours of work for SNAP-Ed/WNEP on each date

· Their signature

Any of the following forms can be used to obtain the proper signatures and documentation:

· Teaching event datasheets with place for hours contributed and signature

· Quarterly Time & Effort documentation forms

· Monthly Time/Effort documentation forms

· Other forms that have been reviewed and approved by the state WNEP office

All agency time/effort costshare contribution must be certified at least 2 times each year by a person in administrative/fiscal authority at the Agency. This is accomplished by generating Individual Agency Costshare Reports at mid-year (end of 2nd quarter) and year-end which are then signed and certified by an agency representative and returned to the state WNEP office.

Supplies/Materials from Agency Partners
Some Agency partners are able to contribute some supplies and materials to WNEP for use in SNAP-Ed programming. If the supplies contribution is used as costshare for SNAP-Ed, the following conditions apply:  

· The actual value of all supplies that are donated and used as costshare for SNAP-Ed must be documented by either a receipt (or invoice) or a signature of the agency partner.

· The source of funding for the donated supplies must be non-federal public dollars.

Agency partners sometimes are able to give some supplies and other materials for use in SNAP-Ed programming. Any supplies that are donated to WNEP and used as costshare must be paid for with public non-federal funds. The actual value of the supplies used by WNEP must be documented either with receipts/invoices or verified with a signature from the agency partner.
