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Congratulations on becoming a new awardee of Iowa College Aid’s Local College Access 
Network (LCAN) Grant program! Iowa College Aid works with communities across the state to 
address workforce needs and increase education attainment in Iowa. Through guidance and 
grant funding provided by Iowa College Aid, select Iowa communities utilize the Collective 
Impact framework to support the development of Local College Access Networks (LCANs) to 
do the following: 

1. Make the Case with Influential Champions 
2. Establish an Initial Backbone Support Infrastructure and Continuous Improvement 

Process 
3. Conduct a Landscape Scan and Create an Asset Map 
4. Gather Baseline Data 
5. Establish a Common Agenda and Dashboard 
6. Formalize Backbone Support Infrastructure 
7. Alight Existing Organizations to the Network 
8. Analyze Data to Select Priority Areas 
9. Activate the Network 
10. Utilize Continuous Improvement Across the Network 

This manual provides specific guidance around expenditure and reimbursement procedures as 
a grantee of this program, including match documentation, to assist in compliance with state 
regulations. Please contact Julie Spicer, Program Coordinator at Iowa College Aid at 515-725-
3436 for any programmatic issues in implementing your grant. We also recommend reviewing 
“Charting the Course: A Community’s Guide to Increasing Educational Attainment through the 
Lens of Collective Impact” at http://www.micollegeaccess.org/lcan/guidebook.  

Local College Access Networks 

The LCAN Grant program is centered on the premise that sustained change is only possible 
through cross-sector coordination. Relationships based on shared responsibility and trust, 
development of a common agenda, shared measurement of goals, effective communication 
and mutual reinforcement of activities among all participants are key to successfully increase 
college attainment at the community level. Building upon the existing initiatives and 
resources currently available in our communities, LCANs leverage the strengths and long-term 
plans of each participating organization. Ground-level legwork of AmeriCorps members, 
access to data and training and strategic assistance for community leaders provided by Iowa 
College Aid and other state and national experts fuel the movement to meet the community’s 
higher education goals and raise educational attainment statewide. 

Regulations 

Iowa College Aid is a state agency, and as such, we are required to comply with the State of 
Iowa rates and procurement guidelines. We strongly encourage you to contact Iowa College 
Aid when the state regulations on an issue are not clear. 

 

http://www.micollegeaccess.org/lcan/guidebook
http://www.micollegeaccess.org/lcan/guidebook


Grant Application 

The grant application submitted and approved for funding is the basis upon which program 
activities services and all related expenses are evaluated. Expenditures must comply with 
state regulations, and be in alignment with the plan and budget submitted. Should you 
require a modification to the original plan and/or budget, please contact Iowa College Aid for 
assistance. 

The LCAN Grants are intended to conduct a strategic planning process to organize and initiate 
a community-based local college access network (LCAN). The purpose of LCANs is to increase 
the college attainment of particular communities in Iowa as part of Iowa College Aid’s 
mission. Therefore, LCAN Grant funding may be used to assist with the establishment of 
LCANs and grant deliverables. LCAN Grant funds cannot be used to replace federal, state or 
local funding. 

Additional Regulation Information 

State of Iowa - Policy and Procedures Manual https://das.iowa.gov/state-accounting/sae-
policies-procedures-manual 

State of Iowa – Procurement Handbook 
https://das.iowa.gov/sites/default/files/procurement/pdf/011014mb%20DAS%20Procurement
%20Manual.pdf 

*Note page 68 list Purchase Thresholds for goods/service 

Expenditure and Reimbursement Procedures 
Time and Effort 

Develop a process for collecting time and effort sheets regularly and accurately. When you 
use in-kind personnel contributions as match, they have to fulfill the same reporting 
obligations as if they were grant funds. Also, all staff requesting reimbursement or match 
must complete a monthly time and effort form. 

Expenditure Guidelines 

LCAN Grant funds may be used to pay for activities that support LCAN goals and objectives, as 
outlined in your community’s approved grant application. 

To help you decide if costs are allowable or not, ask these questions: 

• Is the expense allowable and necessary to implement the LCAN? 
• Is the expense reasonable? 
• Is the expense allocable to program objectives? 
• Is the expense compliant with the program’s administrative regulations? 



We are required to follow State of Iowa Procurement Guidelines. A copy of the procurement 
handbook, which lists out the requirements we must follow on all procurement for service and 
goods, can be found at: https://das.iowa.gov/sites/default/files/ 
procurement/pdf/011014mb%20DAS%20Procurement%20Manual.pdf 

Property of LCAN Grant 

All supplies, materials and equipment purchased with LCAN Grant funds are the property of 
the LCAN Grant program. They must be used exclusively to serve the LCAN objectives and 
remain with the program through the end of the grant. 

Expenditure Submittal Requirements 

The claim and documentation of expenses are due monthly on the last day of the following 
month that expenses occurred, i.e. February expenses are due March 31st and are considered 
past due on the 1st of the following month, i.e. May. Even if you have nothing to submit, you 
must submit a zero reimbursement claim. You will not be reimbursed for expenditures from a 
prior month. (You cannot claim December expenses in April.) You must retain all records for 
LCAN Grant expenditures and match for 3 years after the Final Performance Report is 
approved at the end of the grant. The records may be subject to program review or audit. All 
claims must be submitted through IowaGrants.gov for consideration. 

LCAN IMPORTANT: Match documentation must be submitted monthly. Payments will be 
withheld if match documentation has not been submitted. Significant progress on match must 
be determined or funds can be suspended or reduced. 

You do not need to submit time sheets in addition to Time and Effort Reports. However, they 
must be kept on file in accordance with Time and Effort Requirements and your LCAN 
practices. 

Travel Guidelines 

To ensure smooth processing and reimbursement of LCAN Grant-related travel expenses, 
there are two important considerations: 

• The LCAN Preauthorization from must be submitted prior to incurring any expenses to 
your ICA Consultant before out-of-state Travel can be authorized. This form can be 
found at: https://www.iowacollegeaid.gov/content/local-community-access-
networks-lcans  

• Iowa College Aid will reimburse travel expenses based on the fiscal agent’s policy. In 
the event there is no policy the LCAN will follow an allowed amount set by the State 
of Iowa. All LCAN members must claim travel expenses in the manner that the State 
requires while still providing Iowa College Aid with the necessary travel expense 
documentation required by the program for reimbursement. Members will submit a 
travel voucher and documentation to Iowa College Aid to be reimbursed for travel 
expenses. The LCAN then submits for reimbursement of these expenses.  
 



The following items must also be included with the travel voucher for reimbursement: 

• Mileage: How many total miles are being claimed from destination to destination? 
Please include a MapQuest or Google map for support. 

• Meals: How much is claimed for breakfast, lunch and dinner on each travel day(s)? 
• Lodging: How much for each night is claimed for lodging? 
• A detailed invoice of lodging expenses is always required for reimbursement from Iowa 

College Aid. 
• Miscellaneous Expenses (tolls, parking, baggage, etc.) Detailed receipts must be 

provided. 

The Best Way to Show What/Who Was Paid 

• Provide copies of all detailed receipts/invoices for travel expenses being requested for 
reimbursement. 

• Copies of credit card receipts or bank statements are never accepted as backup. 
• Provide copies of completed travel expense vouchers. 
• Provide a copy of the transportation recap report showing who/what was paid with 

LCAN Grant funds. 

Advance Travel 

• Iowa College Aid cannot reimburse for advance travel. Because travel advances are 
estimates of travel expenses, Iowa College Aid cannot accept these forms for 
reimbursement. 

Traveling for Iowa College Aid Events 

Prior to each Iowa College Aid sponsored event, Iowa College Aid staff will send the 
information you need related to travel arrangements, including lodging reservation 
information, meals and any other guidance to ensure that you are prepared for your trip. 
Watch for these emails. 

 

Match Requirements 
LCAN Grant funds require a specific percentage match depending on grant type: Planning 
Grant – 25%; Launch Grant – 25%; Implementation Grant – 50%; 1st Continuous Improvement 
Grant – 100%; 2nd Continuous Improvement – 200%; 3rd Continuous Improvement – 300%. It is 
our responsibility to collect and document this match with the same care and attention to 
accuracy, accountability and timeliness as documenting the use of LCAN Grant funds.  

Qualifying match contributions are verifiable and necessary to accomplish program activities, 
and will only be allowed according to LCAN Grant guidelines. 



Match will be reported through the budget submitted on IowaGrants.gov. Documentation must 
be submitted monthly with claim reimbursements. Match must be accumulated in full each 
year, with the option to be fulfilled in advance for future LCAN grants. 

Definition of Match 

“Match” is a general term that refers to good, services or staff time donated to the project. If 
your organization purchased the goods or services but did not request reimbursement from 
the grant, then the generic term “match” applies. If another person or organization donated 
the goods or services, then both the generic term “match” and the more specific term “in-
kind” applies. Allowable match contributions may be paid for by state or local funds or 
donated. 

Definition of In-Kind 

“In-Kind” refers to non-cash contributions of goods or services made by third party individuals 
or organizations to the LCAN. Examples of in-kind include work done by unpaid volunteers in 
support of LCANs, fee waivers and donations of supplies, facilities or equipment. 

How to meet the required match 

Collecting and documenting match on an ongoing basis is wise, efficient and much less 
stressful than attempting to catch up or go back and document it. When collected as part of 
the day-to-day program, it is easier to record accurately and monitor regularly. Grantees may 
choose to assign a staff person or team to coordinate the match. Some LCANs have found it 
helpful to create match binders or folders for staff to keep with them as they do their LCAN 
Grant work with information on match documentation. When considering whether or not 
goods or services qualify as allowed match, if it is an allowable expenditure, it is also an 
allowable match item. Remember: If a cost is not allowable, then it is not allowable as 
match. 

Match can only be counted once 

If you have one or more grants, you can only count a match contribution once. Additionally, if 
you partner with another program and provide goods or services jointly, and both programs 
are collecting match, you must determine which program gets the match. You may split it out 
and share it or one program may use it. If you have more than one grant that requires match, 
you cannot move match from one project to another. Each must be documented separately 
and the match must be used for the grant to which it was contributed. 

Discounts may be counted as match 

Discounts can be counted towards match, if the discount is not available to the general 
public. If the discount is given specifically for the LCAN Grant purchase, then you may apply 
the discount as match. For example, if you order pizza for a parent meeting and the 
restaurant has a special of two pizzas for the price of one, you may not apply it as match. If a 
restaurant is willing to give you two pizzas for the price of one, and is not offering the same 



deal to the general public, you may apply it as match. This must be documented by the 
donor, just like any other match. 

Volunteer services 

When members of the community, families or students volunteer to support the LCAN and 
activities, use the standard volunteer value set by www.independentsector.org. 

College campus staff 

College campus staff, when working with the LCAN, should document their actual salary with 
benefits for match purposes. They are assisting you in accordance with their regular job 
duties, so their normal rate applies. 

Leadership Team 

Leadership Team members who are using their expertise on an LCAN can use this time for 
match purposes. Using expertise is different than Leadership Team members who are 
volunteering their time and attending meetings. For example, a Leadership Team member 
who is designing marketing materials for the LCAN is perfect for match purposes. 

Guest speakers and presenters who are providing information to the LCAN may document 
their actual salary and benefits for match purposes. If a donor does not provide their actual 
rate of pay, you must use the volunteer rate. 

 
 

 




