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IOWAccess Reimbursement Process

The Department of Administrative Services Information Technology Enterprise (ITE) is responsible for the disbursement of the IOWAccess funds.  IOWAccess funding is provided to agencies with the following conditions:

· Reimbursement is for actual cost recovery.

· Reimbursement is for allowable costs consistent with the stated purpose of the IOWAccess project description,
· Reimbursement will not exceed the limit of the funding approved by the Director, DAS.
In accepting the IOWAccess funds, state agencies agree to the fundamental premises that:

· State agencies are responsible for the efficient and effective administration of an IOWAccess project through the application of sound management practices. 

· State agencies assume responsibility for using IOWAccess funds in a manner consistent with all laws, rules, program objectives, and policies governing their agency and the use of the funds.  

· Each state agency, in recognition of its own unique combination of staff, facilities, and experience, will have the primary responsibility for employing whatever form of organization and management necessary to insure proper and efficient administration of any IOWAccess funding received.
· The agency responsible for managing the IOWAccess project must retain the proper documentation to support the expenditure of the IOWAccess funds.  DAS will refer the Auditor of State to your agency should they have any questions about the costs associated with your project.  The State Auditor or DAS-ITE’s IOWAccess manager may, at any time, ask to review the supporting financial information and evaluate it against the original request.
IOWAccess Reimbursement Process
DAS-ITE and DAS-Finance handle all reimbursements for the IOWAccess projects.  Compliance with the following process will facilitate a timely reimbursement of your IOWAccess funds.
· All IOWAccess funds are disbursed only as a reimbursement.  Therefore, all costs must initially be billed to the receiving agency, who will then request reimbursement from IOWAccess.  This includes costs incurred from DAS.
· Submit all reimbursement requests to Wes Hunsberger ( Wes.Hunsberger@iowa.gov ) via email or local mail.

· The request should be in the form of a memo identifying:

· The IOWAccess project.
· An affirmative statement indicating that agency has adhered to all applicable laws and rules pertaining to the expenditure of the funds and the results or outcomes achieved with the expenditure are consistent with the stated purpose of the project.

· The amount of reimbursement requested.
· The I/3 coding for your agency (Please see Finance Note below about accounting codes).
· Period of time covered by request.
· The request should be initiated from the agency’s chief information officer, business manager, financial manager, or department head.
· The following documentation must be included with the reimbursement request:
· For eDAS billed services:
· Copies of the eDAS bills

· If the requesting agency has not authorized Automated Funds Transfer for eDAS billings, copies of the I/3 documents showing the document number of the bill payment

· If the requesting agency has authorized Automated Funds Transfer for eDAS billings no additional documentation is needed

· For non-eDAS, invoiced services:
· Copies of the invoices

· Copies of the I/3 documents showing the document number of the invoice payment

· Copy of the warrant registry

Finance Notes

· DAS-Finance will ensure the IOWAccess reimbursement request has been properly approved and all necessary documents are attached.
· Once received from DAS ITE, DAS Finance will process all properly documented and approved IOWAccess reimbursement requests within 10 business days.
· Regarding accounting codes for your agency’s reimbursement request:

· Effective July 1, 2011, there is a change in reimbursement accounting codes.  In the past, some agencies seeking reimbursement have requested certain accounting streams be used.  SAE now requires that our reimbursement process use the IET financial document and the object code 3904 is the “transfer” expenditure code.  This information is to alert you that when a reimbursement request for a project is sent to DAS, the revenue source must be 0304 in revenue class 234.
· DAS will no longer be able to transfer to a revenue source of 0301 (204) as a reimbursement to other state agencies but will transfer to a revenue source of 0304 (class 234) as a transfer.  Many state agencies do not have this revenue class, 234 set up on their chart of accounts, but will need to do so before they can be reimbursed.
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