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This Standard Operating Procedure (SOP) describes the process by which the Department of Elections responds to requests for reimbursement funding.  The basic workflow is:

[bookmark: _Toc367438411]Getting Started:
The Department of Elections has applied for and received various grants that are designed to assist localities in purchasing voting equipment. These HAVA/EAID grants may be used to purchase/upgrade Voting or Accessibility Equipment. 
[bookmark: _Toc367438412]Receive Request: 

1. Receive Request:  All localities requests must be in writing (email, etc.) to Department of Elections-EU.  Requests should include a brief narrative description of proposed use, quantity of such items, proposed total expenditure. The request can be made by the General Registrar or Electoral Board member.
2. Locality Obtain Form:  If the locality has not provided an application for grant funds, inform locality (requestor) to download form Department of Elections-15301a from the forms warehouse (https://sharepoint.sbe.virginia.gov/GR-EB/Forms%20Warehouse/Forms/Categories.aspx) or Department of Elections will email the form to the locality (requestor).
[bookmark: _Toc367438413]Receive Form for Review and Approval: 

1. Receive Form:  Department of Elections receives form Department of Elections-15301a (See description #1 below) from the locality (requestor). The form must have the Narrative Description of Proposed use, Category, Proposed Requested and Proposed Expenditure completed before Department of Elections can start the review process for Approval. 

(Description #1):
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2. Review and Evaluate Department of Elections Form-15301a:  Department of Elections reviews form Department of Elections-15301a (See description #1 above) received from the locality (requestor) for the following line items to be completed:
a. The “Narrative Description of Proposed Use” if replacing equipment, must describe; please describe what type of new equipment, total number precincts proposed to be used in;  
b. The “Category” of grant funds (ex. EAID or HAVA, or other grant fund);
c.  “Proposed Request” or total number of pieces of equipment to be purchased;
d.  “Proposed Expenditure”;
e. The “Authorized Locality Signature” and “Date” line must be completed.

3. Approval of Department of Elections-15301a: After reviewing requests, the request must be approved by the Election Uniformity (EU) Manager at Department of Elections.  Department of Elections will input yes or no in the “Department of Elections Approval Yes/No” column and the EU manager will sign and date the “Approved Authorized Department of Elections Signature” (See description #1 above).  
[bookmark: _Toc367438414]Send Approval and Copy Form on Shared Drive: 

1. Send Approval of Department of Elections Form Department of Elections-15301a: After obtaining the approval signature from the EU manager, scan the approved Department of Elections form as a .pdf copy and send (email) the approved .pdf copy to the locality (requestor). Department of Elections suggest using the following verbiage in the email when sending the locality (requestor) a copy of the approved form as follows:

a. Your application has been approved. Once you receive the equipment, you will need to complete a request for reimbursement form.  This form is what Department of Elections uses to process the payment to your locality, from our fiscal office. The grant funding for this application will be set aside/available from Department of Elections to be expended by the locality within 90 days of the approved funding application.

2. Copy Approved Department of Elections Form Department of Elections-15301a on the Shared Drive:  Department of Elections will place a copy of the .pdf form on the Shared Drive (M:\Fiscal 2013\Funding Request 2013).  Also, Department of Elections will setup a reminder in Microsoft Outlook 90 days from the date the “Approved Authorized Department of Elections Signature” was signed to assure the funds do not expire. 
[bookmark: _Toc367438415]Send, Receive, Review, Approval and Send Reimbursement Form: 

1. Send Reimbursement Form:  Once the locality purchase the equipment, the locality will download form Department of Elections- 626 (EPB_Voting Equipment) from the forms warehouse (https://sharepoint.sbe.virginia.gov/GR-EB/Forms%20Warehouse/Forms/Categories.aspx) or Department of Elections will email the form to the locality (requestor).

2. Receive and Review Department of Elections- 626 (EPB_Voting Equipment):  Department of Elections receives form “Department of Elections – 626 EPB_Voting Equipment” (See description #2 next page) from the locality (requestor) and a copy of the Vendors Purchase Order. The form must have the following completed before Department of Elections can approve form:

·  Locality 
· Date of Request
· Description of Equipment Purchased 
· Per Item Cost
· Quantity 
· Item Total 
· Total amount of reimbursement requested 
· Will the purchase of this equipment require preclearance?, 
· Authorized Locality Representative Signature 
· Total number of precincts in locality?
· The number of precincts established due to redistricting?


(Description #2):
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3. Approval of Reimbursement Form: After reviewing and evaluating the request, the form must be approved and signed by the Voting Technology Coordinator and the Election Uniformity (EU) Manager at Department of Elections.  They will sign and date the Signature boxes (see black arrows in Description #2 above). After obtaining the approval signatures, scan the approved Department of Elections form as a .pdf copy. Department of Elections will place a copy of the .pdf form on the Shared Drive (M:\Fiscal 2013\Funding Request 2013).  

4. Email Reimbursement Form : Department of Elections suggest using the following example verbiage in the email when sending the locality (requestor) a copy of the approved form as follows:

· “This email will acknowledge our receipt of and approval of your request for reimbursement of laptops for electronic pollbooks or Voting Equipment.  Your request, in the amount of $0.00, has been processed by this office and forwarded to Department of Elections’s Fiscal office for processing.  You should receive your reimbursement in 2 to 3 weeks.  The reimbursement will be processed through the Treasurer of Virginia and transferred as an electronic payment to your locality.  You should check with your local fiscal office to determine when the funds are received and to ensure proper disbursement.”

5.  Department of Elections HAVA/EAID Payment Authorization: After obtaining approval and filing a .pdf copy of the reimbursement form on the shared drive, Department of Elections will download form “Department of Elections HAVA/EAID Payment Authorization” from the forms warehouse (https://sharepoint.sbe.virginia.gov/GR-EB/Forms%20Warehouse/Forms/Categories.aspx). The form must be approved and signed by the Voting Technology Coordinator and the Election Uniformity (EU) Manager at Department of Elections. They will sign the Signature boxes (see black arrows in Description #3 next page) and fill in the “Date Requested” and the “Date Approved” lines. Next, make a hard copy of each of the following signed forms: 

· Department of Elections HAVA/EAID Payment Authorization
· Department of Elections – 626 EPB_Voting Equipment 
· Vendors Purchase Order 
· Department of Elections-15301a 

3. Copy Completed Payment Authorization Form on the Shared Drive:  After obtaining the approval signatures (see black arrows in Description #3 below) on the Department of Elections HAVA/EAID Payment Authorization form Department of Elections will place a copy of the .pdf form on the Shared Drive (M:\Fiscal 2013\Funding Request 2013).  Next, Department of Elections will take a hard copy of each approved form mention above to the Department of Elections Business Fiscal office (Ms. Cynthia Mayo) to obtain the Authorized Fiscal Officer signature (see red arrow in Description #3 below).

(Description #3)
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[bookmark: _Toc367438416]Resources and Background Information
· Reimbursement guides: (These may be helpful when researching requests and evaluating for justification/approval.) 
· The Help America Vote Act of 2002: http://www.eac.gov/assets/1/workflow_staging/Page/41.PDF
· The EAC on the Help America Vote Act: http://www.eac.gov/about_the_eac/help_america_vote_act.aspx 
· The Code of Virginia 24.2: http://leg1.state.va.us/cgi-bin/legp504.exe?000+cod+TOC2402000 
· Department of Elections Documents and Forms:  (M:\HAVA\Locality HAVA Expenditure Guidelines) 
· HAVA Expenditures Guidance Document- Department of Elections Version: (M:\HAVA\Locality HAVA Expenditure Guidelines) 
· Form—Application for HAVA Funds - Department of Elections-15301a
· Form – Reimbursement of HAVA – Department of Elections-626 EPB-Voting Equipment 

· Recording Spreadsheet:
·   S:\Grants\EAID 2013\Expenditure Funding Tracking\FY2013 EAID 
· Grant Information: 
· OMB Circular A-87, Circular A-102, Circular A-133 found at http://www.whitehouse.gov/omb/circulars/index-slg.html 
· www.grants.gov 
[bookmark: _Toc367438417]Legal Requirements:
 
Localities must certify that assets purchased solely with HAVA funds are to be used exclusively for HAVA-intended purposes.  For expenditures that only partially benefit HAVA, only that portion which is allowable under HAVA regulations may be funded with HAVA funds. 
The following laws govern HAVA/EAID Expenditures:
· The Voting Rights Act of 1965 (VRA) 
· The Office of Management and Budget (OMB) Circular A–87 for cost principles
· The Circular A–102 for grants and cooperative agreements / administrative requirements
· The Circular A-133 for audit requirements 
· Help America Vote Act of 2002 (HAVA)
· The Code of Virginia, Title 24.2 
 All costs must meet the following four general criteria: 
· Be necessary and reasonable for proper and efficient performance and administration of HAVA.  (A cost is reasonable if it is of a type generally recognized as ordinary and necessary for the performance of HAVA);
· be allocable to HAVA under federal regulations and OMB Circulars; 
· be authorized or not prohibited under Virginia or other local laws; and 
· Be adequately documented.

Receive Request


SBE receives official request from locality (requestor).  Request must include the Application SBE-15301a.  


Review and Approval


Review application (SBE-15301a) narrative description of proposed use, etc.


Send Approval and copy form on share drive


Send approval to locality (requestor).


Evaluate and get approval from Election Uniformity's Manager.


Save copy of form on shared drive. 


Send, Receive, Review, Approval, Authorization and Send Form SBE 626 (EPB_Voting Equipment


SBE Review and Approve Form.


Complete Authorization of Payment Form and give to SBE fiscal office.


Locality Purchase


Locality purchase approved assets.


Locality complete Reimbursement Form SBE- 626, attach proof of receipt and send to SBE - EU team.


Send conformation email to locality.
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Application for Grant Funds
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Request for Reimbursement of Electronic Pollbooks and Voting Equipment
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