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Arizona Community Action Association

. l Advocating, Educating and Partnering to Prevent and Alleviate Poverty
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DEPARTMENT OF ECONOMIC SECURITY

Your Partner For A Stronger Arizona





United States Department of Agriculture Food and Nutrition Services 

Supplemental Nutrition Services 

Draw-Down Funding for Community Partnerships to Increase SNAP Enrollment
Community Organization Partner Application Checklist
Use the instructions and checklist below to help you as you complete your application. 
All documents, materials and forms can be found under the Nutrition Assistance Partnerships tab on the ACAA website at www.azcaa.org.
	Instructions for Applying to Become a Nutrition Assistance Community Organization Partner:

	

	1. Read the USDA documents titled About Nutrition Assistance Partnerships and USDA Manual: Outreach Plan Guidance. These documents will answer most commonly asked questions about the partnership.
2. Read the USDA Information on Allowable Activities document on the ACAA website. You must work within the scope of Allowable Activities when creating your application. 
3. Use the Partnership Agreement and Payee Form to determine what outreach, educational, and application assistance activities your organization will undertake. Check those listed on the Agreement, and add any additional Allowable Activities at the bottom of the form.
4. Complete the Scope of Work form, ensuring all activities selected on the Partnership Agreement and Payee Form are reflected and described therein. 
5. Using the Staffing Budget Worksheet, determine what your staffing costs will be for the Federal Fiscal Year spanning October 1, 2011 – September 30, 2012. Please calculate these costs according to the percentage of time each staff person will spend working on the Allowable Activities, and include your worksheet with your application.

6. Using the Program Budget document, please provide a projected budget for all activities being conducted under this program. Please remember this is a projection, so it should be reasonable and justifiable.
Please show all costs associated with this program. Your reimbursement rate will be 40 cents for each dollar expended by your organization, but DES and USDA need to budget for and be invoiced for 100% of the costs you incur in order to properly calculate the correct reimbursement. 

7. Along with your Program Budget, please include a budget justification for each line item. Your Budget Justification is a narrative that explains and justifies each cost and clearly explains how the amount for each line was determined. Be sure to provide details for what is included in the line labeled “other” on the line item budget. 
Justification Example: Line Item (o), Local travel, is calculated at 6 round trips from Tucson to Green Valley to train outreach workers. Each trip is 26 miles round trip. (6x26=156 total miles) The mileage rate is $0.445. The total cost for local travel is 156 x $0.445=$69.42.

8. Read the Memorandum of Understanding and be sure you agree to all terms and specifications prior to submitting your proposal. If the MOU is agreeable, please replace all red text with your organization’s name and have your organization’s official representative sign and date the MOU.

9. Submit all documents via email to Katie Kahle (kkahle@azcaa.org). All applications will be reviewed by ACAA and DES, and a response to your application will be received by June 15, 2011. You may be asked to clarify any item you submit, and must do so in writing. 

10. Once your application has been approved, you will receive an award notification, reporting documents, and an invoice template for reimbursement requests. 

11. Please refer to the complete list of items required to apply, below. If you have questions about an item or about the application process, please direct them via email only to Katie Kahle at kkahle@azcaa.org. 

Items Required to Apply:

( Partner Memorandum of Understanding (completed and signed by Organization’s Official Representative)
( Staffing Budget Worksheet
( Program Budget
( Budget Justification
( Partnership Agreement and Payee Form (completed and signed)
( Scope of Work
( Assurances

	( Organization’s current W-9
Any questions regarding this Program, the application process, or  items required for submission should be directed to:

Katie Kahle, Program Manager

Arizona Community Action Association

kkahle@azcaa.org
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