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BIS INITIATIVES

(Existing Industry, Firefighter & EARN)

 FY10 REQUEST for PAYMENT CHECKLIST
( ODCTE Invoice Form:  Fully completed, signed, and attached.

http://www.okcareertech.org/bis
( Program Enrollment Form (PEF):

· Required for all instruction related payment requests.
· NEW! - Partial Payment Requests:  Partial payment requests for longer-term projects may be submitted before project completion by attaching local student accounting system (SAS) data.  Such SAS data must include all information required of an IMD PEF.  Partial project payment requests should be considered exceptions.  A project requiring such partial payments will require the tech center to submit a full IMD PEF to IMD-Stillwater reflecting the entire project data at the conclusion of the project.  Such data shall be copied to ODCTE-BIS with the final project invoice.  Partial project payments will require the following to be included and attached to all local SAS documentation forwarded to ODCTE:  
1. Local BIS Director signature confirming the partial information’s accuracy.

2. Brief statement providing a running total of how many hours / students / classes have been claimed vs. total scope of the program.

( Company Invoice to Tech Center:
· When appropriate.
( Instruction Costs Documentation:
· Tech Center Staff- <$35/hour + FICA does not require documentation. 

· Instruction Provider Contracts – When appropriate.

· Vendor Invoice – When appropriate.

( Travel Documentation:  

· Used airline ticket (minimum 21 day in advance purchases required).

· $0 balance rental car (when appropriate).

· $0 balance hotel receipt (state government rates apply).

· Mileage log.

· Fuel receipts (when rental car is appropriate).

( Training Related Equipment Documentation:

· Invoice from equipment vendor. 

· Serial numbers are required on invoices for all training equipment over $499.99/each.

· When Appropriate.

( Purchased Curriculum Documentation:

· Invoice from vendor.

· When Appropriate.










