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Equipment Purchase Pre-Approval Request Form
[bookmark: Text1]School Food Authority (SFA) or Community Sponsor Name: Click or tap to enter SFA or community sponsor name
Agreement Number: Click or tap to enter agreement number
[bookmark: Text2]Address: Click or tap to enter address
[bookmark: Text5]SFA Administrator or Sponsor Representative Name: Click or tap to enter SFA administrator or sponsor representative name
[bookmark: Text3]Telephone Number: Click or tap to enter telephone number
School Food Authorities (SFAs) participating in the National School Lunch Program (NSLP) must observe both federal and state limitations on the use of cafeteria funds (7 CFR § 210.9 [b][1]); expend nonprofit food service revenues in accordance with 2 CFR Parts 225 and 230; follow generally accepted accounting principles (7 CFR §210.14[a]; and adhere to procurement procedures defined in 7 CFR §210.21 and 2 CFR 200.
Description of the anticipated capital expenditure: Click or tap to enter description of the anticipated capital expenditure
Acquisition cost*: Click or tap to enter acquisition cost
Percentage of child nutrition funds to be used: Click or tap to enter percentage of child nutrition funds to be used
Certification
The SFA or community sponsor designated in this application hereby certifies that the above referenced expenditure is necessary and reasonable for proper and efficient performance and administration of the Child Nutrition Programs. I certify that the above referenced expenditure is allocable to one or more of the Child Nutrition Programs (NSLP, SBP, SSO, CACFP, SFSP) and is accorded consistent treatment. I further certify that the above referenced expenditure is not included as a cost or used to meet cost sharing or matching requirements of any other federal award. I certify that if approved, I will provide the VDOE, Office of School and Community Nutrition Programs (VDOE-SCNP) with a copy of the paid invoice(s), delivery receipt, canceled check and equipment number(s) upon request and will maintain this record on file. I understand that any funds received through this application must comply with all applicable federal, state, and local procurement laws and regulations. 
Authorization and Signatures
The undersigned hereby certifies that the information in this application is complete and accurate.
[bookmark: Text6]SFA Administrator or Sponsor Representative Name: Click or tap to enter SFA Administrator or sponsor representative name
[bookmark: Text9]Date: Click or tap to enter date

Signature of SFA Administrator or Sponsor Representative
APPROVED BY:
Virginia Department of Education
Dr. Sandra Curwood, 
Director, School and Community Nutrition Programs
Date: Click or tap to enter date

Signature of VDOE-SCNP Director
Please submit this form to SNPPolicy@doe.virginia.gov. 



Instructions for Completing Equipment Purchase Pre-Approval Request Form
Pre-approval is required for any equipment not listed on the Virginia School and Community Nutrition Programs Approved Equipment List, which has an acquisition cost that exceeds the federal per-unit capitalization threshold of $10,000 or more.
Construction costs are unallowable as a direct cost. Approval may be considered in extraordinary instances such as loss due to a natural disaster. 2 CFR 200.439(b)(3) Capital expenditures for improvements to land, buildings, or equipment which materially increase their value or useful life are unallowable as a direct cost except with the prior written approval of the federal awarding agency or pass through entity (SP60-2016a Indirect Costs (pg. 16-17)). Historically, FNS has not approved the cost of building purchases because program funds are made available to help support the costs of nutritional benefits for children in school settings and not to construct school related facilities. The goal is to ensure that an SFA maintains the necessary funds to operate the program as required by the School Meal Programs’ (SMPs)s’ authorizing legislation and regulations, and that the nonprofit school food service account (NSFSA) is not used to cover major expenses that should be borne by the school district’s general funds (i.e., capital infrastructure costs). FNS has allowed limited renovations within the inside perimeter of a kitchen/cafeteria space with the required prior state agency approval. For example, renovating a kitchen by cutting away a portion of the wall to allow room for a walk-in refrigerator and related electrical wiring would be an allowable expense if the renovation is necessary to accommodate increased participation of students in the SMP. 
SFAs and community sponsors must follow proper federal, state, and/or local procurement procedures. Approval of a request does not supplant the requirement for documentation of the equipment procurement.
Completing the request form
· School Food Authority (SFA) or Community Sponsor Name: enter the name of the SFA or community sponsor as it appears in the Child Nutrition Programs (CNP) application such as Bristol City Public Schools
· Agreement Number: enter the numerical agreement number as it appears in the CNP application such as 102.
· Address: enter the mailing address as it appears in the CNP application
· SFA Administrator or Community Sponsor Representative: enter the name of the SFA administrator or community sponsor representative who can respond to questions regarding the request.
· Telephone number: enter the office telephone number, with area code, of the SNP administrator or community sponsor representative
· Description of the anticipated capital expenditure: provide a detailed description of the equipment requested, include written specifications; price quotes/estimates from the required number of sources; justification that the equipment cost is reasonable, necessary, and allocable; confirmation of sufficient funds in the SNP or CNP account for the expenditure; description of the process for selecting the type of equipment; identify whether the equipment will be used solely by the SNP or CNP, or shared with other LEA departments
· Acquisition cost: enter the cost of the equipment based on the pricing received from interested vendors. *Acquisition cost means the cost of the asset, including the cost of any modifications, attachments, accessories or auxiliary apparatus necessary to make it useable for the purpose for which it is required.
· Percentage of Child Nutrition funds to be used: enter the percentage of the total cost paid with SNP or CNP funds, 100% if paid entirely with SNP or CNP funds, pro-rated if the cost will be shared with other LEA funds. 2 CFR 200.405(d) If a cost benefits two or more projects or activities in proportions that can be determined without undue effort or cost, the cost must be allocated to the projects based on the proportional benefit.
· Please read the entire certification statement
· SFA Administrator or Sponsor Representative Name: enter the name of the SFA administrator or community sponsor representative responsible for the request
· Date: enter the date of the signature
· Signature of SFA Administrator or Sponsor Representative: signature of the SFA administrator or community sponsor representative responsible for the request
Submit the completed request via email to SNPpolicy@doe.virginia.gov.


Please e-mail completed form to SNPpolicy@doe.virginia.gov
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