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Agenda
Claim Submission Due Dates for Academic Year 2023- 2024

1. Perkins Claim Resources 
2. Claim Submission Sequence and Process – Documentation Requirements
3. Perkins Claim  Template
4. Allowable and Unallowable Costs
5. Memos & Checklists 

a. CTSO Memberships - Memo 
b. Middle School Requirements

Upcoming Webinars 
● Wednesday, November 8, 2023: 10:00 a.m. – 10:55 a.m. Federal and State Inventory Requirements

Quarter Dates of Purchase/Service/Activity Claims Due Warrant/Paid Date

1 July 1 - September 30 October 16, 2023 November 2, 2023

2 October 1 - December 31 January 15, 2024 February 1, 2024

3 January 1 - March 31 April 12, 2024 May 2, 2024

4 April 1 - June 30 July 12, 2024 August 1, 2024

https://educateiowa.gov/adult-career-comm-college/career-and-technical-education/perkins-v#Perkins_V_Claim_Resources
https://educateiowa.gov/documents/perkins-claim-template-fy24
https://educateiowa.gov/documents/perkins-v-allowable-and-unallowable-expenditures-academic-year-2023-24


Perkins Claim Resources 

Templates and Resources
a. Perkins Claim Template FY 24

■ Complete and upload into Iowa 
Grants

b. Inventory Template
c. Checkout Template
d. Allowable and Unallowable Costs

https://educateiowa.gov/adult-career-comm-college/career-and-technical-education/perkins-v#Perkins_V_Claim_Resources
https://educateiowa.gov/documents/perkins-claim-template-fy24
https://educateiowa.gov/documents/perkins-v-equipment-inventory-template
https://educateiowa.gov/documents/perkins-v-equipment-inventory-template
https://educateiowa.gov/documents/perkins-v-allowable-and-unallowable-expenditures-academic-year-2023-24


Perkins Claim Resources 

Prior Approval and Memos
a. Special Populations (Advertising only)
b. Middle School Expenses

Memos
a. CTSO Memberships
b. Career Information Systems (ineligible)
c. CTSO Use of Funds - Competitions
d. Supplanting and Reimbursement

https://educateiowa.gov/adult-career-comm-college/career-and-technical-education/perkins-v#Perkins_V_Claim_Resources
https://educateiowa.gov/documents/advertising-special-populations-prior-approval-form
https://docs.google.com/forms/d/e/1FAIpQLSf0OcpFI8dFc3rLNt-dTd9Nv3aEaeun_O4RTqVQSI0g90X4tQ/viewform
https://educateiowa.gov/documents/perkins-v/2021/05/memo-ctso-memberships
https://educateiowa.gov/documents/cis-platform-perkins-eligibility
https://educateiowa.gov/documents/career-and-technical-student-organizations-ctso-student-competition-funding
https://educateiowa.gov/documents/supplanting-and-reimbursement-memo-10-25-2017


Claim Documentation Requirements

Invoices or Receipts only (GL for Salaries)
Sufficient Documentation Includes the following:

1. Date of Purchase ( - Period of Performance is July 1 through June 30).

2. Item (eligibility)

3. Cost

Insufficient Documentation (excludes one or more of the requirements listed above)

● Purchase orders

● Requisitions

● Credit card or bank statements

● General ledgers (salaries only) 

● Never claim items that haven’t been received - see notes at end of presentation.



Claim Submission Sequence

1. Create the Perkins Claim Template

○ Scan CTSO affiliate/institutional memberships invoices to file

■ Embed or copy and paste the invoice next to the cell with the amount into the template.

○ Enter all purchases into the claim template 

■ Travel, Salaries, Purchases, Assurances

2. Create a claim in Iowa Grants (Use any claims in Editing or Correcting prior to creating a new claim)

○ Enter amounts by Perkins Activity 

■ Enter into the correct Perkins Activity, not the activity in projected budget.

○ Upload the Perkins Claim Template

3. Submit the claim for review and approval.

Mac/Apple Users - PDF Files (Salaries, Travel, Sec. 135, Assurances, CTSO Affiliate Memberships. Scan to File, Name by Quarter, Upload PDF into Iowa Grants and Submit.

https://educateiowa.gov/documents/perkins-claim-template-fy24
https://educateiowa.gov/documents/perkins-v/2021/06/embed-ctso-invoice-instructions
https://www.iowagrants.gov/index.do


Activity References

Perkins Claim Template
Perkins Activities One through Six and Admin Costs



Travel     In-State and Out of State

• Complete travel totals by attendee/staff member.
• Create additional lines when necessary.

○ e.g. “Parking”
• Subtotals auto populate the claim summary.



Salaries and Substitute Pay

• Complete permanent staff and substitute teacher information.
• Create additional lines when necessary.
• Track Percentages for supplanting accountability.



Claim Purchase Summary

Secondary, Consortium, or Community College

• Enough detail and rationale to avoid negotiation.
○ “Off-contract”
○ Vendor Training is PD”
○ “Student skill training”

• Delete rows and worksheets when necessary..



Claim Purchase Summary

• Activity Three - Rarely if ever. Salares go into other categories
○ Salaries only (Statute is silent)

• Activity Four - Limited to Integrated Academic ELA and Math
• Activity Five - Everything else
• Activity Six - CLNA and Evaluation of Programs



CTSO Expenditures

• Enough detail and rationale to avoid negotiation.
○ Attach affiliation invoices.
○ Descriptive of “competitor” costs
○ “Endorsed” CTE instructors and advisors.
○ Items that stay with the program.
○ Admin costs as a safety Net.



CTSO Affiliation Invoices

• Enough detail and rationale to avoid negotiation.
○ Attach affiliation invoices.
○ Descriptive of “competitor” costs
○ “Endorsed” CTE instructors and advisors.
○ Items that stay with the program.
○ Admin costs as a safety Net.



Insert CTSO Institutional Membership Invoice (FFA)

Copy and Paste FFA Invoice
Or

Embed CTSO Icon

1. Select Destination Cell (F20)

2. Open Invoice PDF and click once to highlight

3. Right mouse click to “Copy Image”.

4. Return to Destination Cell (F20).

5. Right mouse click to “paste”.

https://educateiowa.gov/documents/perkins-v/2021/06/embed-ctso-invoice-instructions


Assurances and Certifications (1 of 4)

Cells highlighted in blue - Responses are dependent upon the institution's practices or circumstances



Assurances and Certifications (2 of 4)

Cells highlighted in blue - Responses are dependent upon the institution's circumstances or practices.



Assurances and Certifications (3 of 4)



Assurances and Certifications (4 of 4)

Cells highlighted in blue - Responses are dependent upon the institution's status or practices.



Create the claim in Iowa Grants
New Users need to 
Register.

iowagrants.gov

Any person in the 
organization 
submitting claims 
needs to be assigned 
to the grant.

The first step is getting you an 
account in IowaGrants.
www.iowagrants.gov

Please follow these instructions 
closely to register:
https://dom.iowa.gov/resource
/grant-management-
instructions/how-log-
iowagrantsgov-all-users

The following grants 
management website has a 
wealth of guides for internal 
and external users: 
https://dom.iowa.gov/grants

Contact:
Jeffrey.fletcher@iowa.gov

https://dom.iowa.gov/resource/grant-management-instructions/how-log-iowagrantsgov-all-users
http://www.iowagrants.gov/
https://dom.iowa.gov/resource/grant-management-instructions/how-log-iowagrantsgov-all-users
https://dom.iowa.gov/grants
mailto:Jeffrey.fletcher@iowa.gov


Log in to Iowa Grants



Log in to Iowa Grants

Select 
“Grants”



Select the 
application



Claims



Do not withdraw claims.
Complete every claim before adding a new claim.

Complete a claim 
in Editing before 
adding a new claim



Edit Claim



Complete Three Claim Components

Select General Information



Edit Form Enter the Reporting Period, 
Final Request = No

Save Form



Select Reimbursement



Edit Reimbursement



Enter Amounts From Claim Template into the open fields.
Save Reimbursement and Select “Next”

Ensure that the Iowa Grants Total and the Template Total 
Match



Supporting Documents - Upload Claim Template.
1. Select - Edit Form 
2. Select File - Find the Claim Template
3. Save Form



Submit Claim



Clean Up Iowa Grants
2nd Quarter - Revise the claim in Editing mode before creating a new claim
Do NOT withdraw claims - amy.vybiral@iowa.gov or jeffrey.fletcher@iowa.gov

mailto:amy.vybiral@iowa.gov
mailto:jeffrey.fletcher@iowa.gov


Additional Notes

● Never claim items that haven’t been received

○ School districts cannot complete the end of year Certified Annual Report if Perkins items are claimed but not received.

○ If you find an error - contact CTE Bureau immediately.

○ Required to reimburse the state.

○ School District must refund Perkins carry forward

○ Consortium  - Complexity increases

mailto:amy.vybiral@iowa.gov


Iowa Department of Education
Grimes State Office Building

400 E 14th St
Des Moines, IA 50319-0146

Amy Vybiral M.S. Ed.
Consultant

amy.vybiral@iowa.gov
515-339-4520

Division of Higher Education
Bureau of Community Colleges and Postsecondary Readiness.
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