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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 as part of the College 
Changes Everything initiative. 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. 
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Grant Application 

The grant application submitted and approved for funding is the basis upon which 
program activities services and all related expenses are evaluated. Each expenditure 
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. 

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. 

Supplement but not Supplant 

LCAN Grant requires that funds supplement, not supplant, existing initiatives. The LCAN Grant 
program is 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. Some examples: 

• The LCAN may not utilize the funds to begin a new initiative that does not support the 
community’s Common Agenda as described in the Shared Performance Measures. 

• For the last several years, a school in your community has taken students on a senior 
trip. This year you have been asked to use LCAN Grant funds to help fund 
transportation. This is supplanting and is not allowed. 
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• For the last two years, your community has a scholarship fund aimed to increase the 
number of seniors who have enrolled in post-secondary education. This year the funds 
have been depleted and you have been asked to use LCAN Grant funds for the 
scholarship. This is supplanting and is not allowed. 

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 should be submitted by the end of the year. The last 
payment 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. However, they must be kept on file in accordance 
with Time and Effort Requirements and your LCAN practices. 
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Travel Guidelines 

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

• The LCAN must follow the State of Iowa rules and policies regarding travel allowances 
and reimbursement requirements. 

• Iowa College Aid will reimburse only for travel expenses (of any kind) based on an 
allowed amount set by the State of Iowa. Summary of travel reimbursement guidelines 
can be found at the following links: 

In State: https://das.iowa.gov/sites/default/files/acct_sae/travelrelo/in_state_travel_ 
reimbursement_summary.pdf 

Out of State: https://das.iowa.gov/sites/default/files/acct_sae/travel-
relo/out_of_state_travel_ reimbursement_summary.pdf 

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. Follow the guidelines below to ensure that your LCAN is 
reimbursed for all LCAN Grant-related travel expenses. 

Meals 

Iowa College Aid will only reimburse for the cost of meals up to the maximum allowed amount 
set by the “state meal per diem rates.” 

• Meals will only be reimbursable if the member is in travel status. This includes 
overnight travel. 

• Travelers must be in travel status during the meal period(s) in order to qualify to 
collect meal payments for meal(s). Iowa College Aid has established the following 
agency-determined meal periods: 
 
Breakfast: Must leave before 6 a.m.  
Lunch: 12:00 p.m. - 1:00 p.m. 
Dinner: Must return after 7:00 p.m. 
 
(If you leave prior to the established meal period then you are entitled to that meal 
unless it is provided. Also, you cannot extend your travel just to qualify for a meal.) 
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Departure and return times 

Per state rules, travelers must document their departure and return times for all trips. 

• Departure and return times are used to determine eligibility for meal reimbursement; 
without them, we cannot reimburse for meals. 

• Your departure time is recorded as the time you left either your home or place of 
business on the first day of the trip, whichever is later. If you do not go to your place 
of work on that day, then use the time you left your home. 

• Your return time is the time you arrive back at your home or place of work, on the 
final day of travel, whichever is earlier. If you do not return to your place of work on 
that day, then use the time you arrive at your home. 

• Departure and return times must be filled in on the travel documentation. 

Receipts for meals 

A receipt is required with your reimbursement request; listing the actual cost of the meal. 
Receipts can be for the cost of the meal, but will only be reimbursed at the state per diem 
rate. LCAN members will not be reimbursed for meals if the meal was provided at the event. 

• Alcoholic beverages will not be reimbursed; we will not reimburse if alcohol is on 
receipt. 

• When submitting meal receipts, if you are paying for your meal and another 
individual’s meal, you must get separate receipts showing only the cost of your meal. 
Iowa College Aid will only pay for the approved traveling staff member’s meal 
expenses, even if combined meal costs for one approved traveler plus companion(s) 
does not exceed the allowed maximum amount. 

• Iowa College Aid requires that all meal receipts be detailed – credit card receipts are 
not detailed and therefore are not an acceptable form of documentation. Receipts 
must show what was purchased. 

• It also must include City, State and Zip, can be hand written with initials and date. It 
must also include time and date on receipt. 

• The state allowed amount per meal includes taxes and up to 15% tip (of the subtotal, 
do not include tax) so travelers will not be reimbursed if these items exceed the 
allowed limit. 

• If a hotel provides breakfast as part of the stay, it is considered a provided meal and 
will not be reimbursed. 

• Incidentals, such as coffee and snacks, purchased separate from a meal are not 
reimbursable. We will only reimburse from one receipt per meal. Having more than 
one receipt is unacceptable. 
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Transportation 

Iowa College Aid can reimburse for use of a personal vehicle up to the allowed maximum 
amount set by State of Iowa which is currently $0.39/mile. 

Tolls: Iowa College Aid will reimburse for bridge and ferry tolls but will require a detailed 
receipt. High Occupancy Toll (HOT) lanes will not be reimbursed. 

Rental Car: Iowa College Aid will not reimburse for the use of rental cars except in rare cases. 
All rental cars must be pre-approved and prior to the funds being spent. 

Lodging 

Iowa College Aid can reimburse for lodging up to the maximum allowed amount set by OFM. 
For in state lodging, the maximum the State of Iowa will reimburse is $55 a night plus 
appropriate taxes. 

• Taxes and fees associated are not included in the OFM lodging rates, and therefore are 
reimbursed in addition to the room rate. 

• If required lodging exceeds the State Rate amount, then pre-approval must first be 
obtained from Iowa College Aid. For example: 

• If a conference is being held at a hotel that charges over per diem, the costs will be 
reimbursed to the LCAN only if pre-approval is given. This may be allowed when the 
cost of staying at a separate venue requires additional transportation expenses that 
would result in higher costs than staying at the conference venue. 

• Under no circumstances will approval be given for lodging that exceeds 150% of per 
diem. 

• If approval is given, the traveler must select the most economical room available 
under the circumstances. 

• A detailed invoice is required for all lodging expenses (It must show the cost of room, 
fees and taxes, etc.). 

Parking 

If parking at a hotel event, parking included on the lodging receipt will be reimbursed. Iowa 
College Aid will reimburse for other parking, but a detailed parking receipt is required. 

• Iowa College Aid will not reimburse for valet parking. If you opt to use valet parking, 
only the standard rate will be reimbursed. 

• If an Iowa College Aid rate is available, parking will only be reimbursed up to that 
amount. 
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Airfare 

Staff may travel by air (economy class); a detailed receipt showing all costs is required for 
reimbursement from Iowa College Aid. Use caution when making online reservations. Iowa 
College Aid recommends booking directly with the airline rather than using a travel service. If 
you do book online, be sure to print out the actual receipt and not the confirmation. 

• Baggage: Iowa College Aid will reimburse for up to one checked bag. A detailed 
receipt showing the expense is required. 

• Change Fees: Charges for changing a flight arrangement is not reimbursable. 
• Flight Insurance: Flight insurance is not an allowable expense. 

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. 

• Only completed travel expense vouchers with proper backup will be reimbursed. 
• Travel Expense Voucher 
• Iowa College Aid accepts travel vouchers with receipts as backup. 
• Staff members must complete the travel expense voucher and provide as much detail 

as the expense voucher requests. This includes the purpose of the trip, the location 
and the dates of travel. Departure and return times must also be filled in on the 
expense voucher. 

The following items must also be included: 

• 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. 
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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. 

Out-of-State Travel 

If approved, you will be reimbursed using state requirements. State of Iowa out-of-state meal 
limits can be found at https://das.iowa.gov/state-accounting/travel- relocation/out-state-
travel/out-state-city-levels 

Review the LCAN Expenditure/Match Documentation Guidelines on page 10 for budget 
categories and acceptable items for each category, plus required documentation. 

 

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. 
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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 LCAN’s 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. 

Steering Committee Time 

Steering Committee members, 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. 
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LCAN Expenditure/Match 
Documentation Guidelines  

 

Iowa College Aid grant funds may only be used to pay for activities that support LCAN goals and objectives, 
as outlined in the approved Planning/Launch/Implementation/ Continuous Improvement grant(s). 
Expenditures must be allowable, allocable and reasonable to ensure the purchase is perceived as a good use 
of taxpayer dollars.  

Iowa College Aid is required to follow State of Iowa Procurement Guidelines. If there are any questions or 
concerns please ask the Community Engagement Coordinator for clarification.  

Reimbursement and match claims are due on a quarterly basis and must be submitted through Iowa Grants 
by the last weekday of the following month. Claims submitted after this deadline will not be reimbursed. The 
submitting party is expected to provide support for all expenses claimed. All claims documents must be self-
explanatory. Please note the following considerations: 

• LCANs will follow the established travel policies of their fiscal agent, not to exceed federal policy 
limitations (whichever is more restrictive). 
 Iowa College Aid may request copies of policies and contract agreements if warranted. 

• Iowa College Aid reserves the right to deny any claim deemed unallowable, unallocable and 
unreasonable. 

The following table lists the budget categories outlined in Iowa Grants. Included are acceptable line items 
listed under each category and the required claim documentation to be submitted on claims for 
reimbursement and for match.  

Local College Access Network Grant Expenditures/Match Items 

Budget Category Line Item Required Claim Documentation 

Salaries & Wages  
All Staff Paid by the Grant (or Used as 
Match) 

• Time & Effort Report 
• Payroll Report 

 

Employee Benefits  All Staff Paid by the Grant (or Used as 
Match) 

• Time & Effort Report 
• Payroll Report 

o The percentage claimed cannot 
exceed the salary percentage claimed.  

 

Travel – Includes Student Events, 
Professional Development & Required 
Meetings & Events 

Airfare • Flight Itinerary 
• Proof of Payment 

Airport Shuttle / Cab Fare / Car Rental  
• Receipt 
• Proof of Payment 

Parking 
• Receipt 
• Proof of Payment 

Baggage Check Fees 
• Receipt 
• Proof of Payment 

Charter Bus 
• Bill or Invoice 
• Proof of Payment 
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District Bus 
• Bill or Invoice 
• Proof of Payment 

 

Food & Non-alcoholic Beverages • Receipt or Bill  
• Proof of Payment 

Hotel 
• Hotel Receipt or Bill 
• Proof of Payment 

Registration 
• Agenda, Schedule or Equivalent 
• Registration Confirmation or Invoice 

 

Staff Mileage 
• CCE approved travel log  
• Proof of Payment 

Materials & Supplies 
 
 

Educational Materials (Computers, 
Tablets, Calculators, Projectors, Non-
textbook Books, etc.) 

• Receipt, Invoice or Catering Order 
(Internal Food Purchase) 

• Proof of Payment 
 

Event Materials & Supplies 
• Receipt or Invoice  
• Proof of Payment 

 

Office Supplies 
• Receipt or Invoice  
• Proof of Payment 

Outreach Materials 
• Receipt or Invoice  
• Proof of Payment 
 

Postage 
• Receipt or Documentation of Meter  
• Proof of Payment 
 

Printing 
• Receipt or Copy Log Details  
• Proof of Payment 
 

Consultants & Contracts 

Charter Bus Service (ongoing) 
• Receipt or Invoice  
• Proof of Payment 
 

Consultant/Speaker 

• Invoice or Bill  
• Proof of Payment 

 
 

Facility Space or 100% Devoted Office 
Space 

• Invoice or Bill 
• Proof of Payment 

Food Service/Event Catering 
• Receipt or Invoice  
• Proof of Payment 

 

Volunteers (Match only) • Time & Effort Report 
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This table details the specific pieces of information needed on items required for claims documentation.  

Local College Access Network Grant Expenditure Documentation Detail 

Required Documentation Document Must Include 

Agenda or Schedule 
• Event Begin & End Dates & Times 
• Location (City/State) 
• Event Title 

Bill or Invoice 

• Vendor Information (Name, City/State) 
• Invoice Number 
• Date of Purchase 
• Itemized List of Charges 

o Item Quantity, Description & Unit Price 
• Order Date 
• Final Total 

Flight Itinerary 

• Traveler First Name & Last Name 
• Destination 
• Travel Dates 
• Flight Cost (If not listed on itinerary, include separate invoice.) 

Payroll Report 

• Employee First & Last Name 
• Pay Period Covered 
• Total Amount Paid  
• Itemization of Benefits 
• Total Salary & Benefit Amount  

o Please provide a breakout of the salary and benefit amounts covered by the 
grant. 

• This documentation can be a check stub, a payroll report or a journal entry report.  

Proof of Payment 

• Date Paid 
• Total Paid 
• Who was Paid 
• Payment Method  

This documentation can be a copy of a check, a journal report, or a credit card receipt. 
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Receipt 

• Vendor Information (Name, City/State)  
• Date of Purchase 
• Itemized List of Charges 

o Item Quantity, Description & Unit Price 
o For transportation receipts, include starting point, destination & rate per mile (if 

applicable.) 
• Final Total 
• Method & Amount of Payment 

Registration Confirmation  
• Event Name 
• First & Last Name of Attendee(s) 
• Total Registration Amount 

Time & Effort Report 

• First & Last Name 
• Position 
• Month & Year Services Provided 
• Hours of Service by Date 
• Description of Services Provided 
• Total Hours 
• Rate of Hourly Pay 
• Total Pay for Service 
• Signed by Employee or Supervisor 

o Handwritten Signature or Verified Electronic Signature; Typed Names Not 
Accepted.  

o Signature must be dated on or after the last day services were provided. 
Complete the LCAN Time & Effort Report. (Equivalent documents are allowed but must be 
approved by the LCAN Community Engagement Consultant prior to use.)  

Travel Log 

• Date 
• Total Miles 
• Purpose of Travel 
• Starting Point & Destination 
• First Name & Last Name of Travelers 
• Rate per Mile 
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