American Reinvestment and Recovery Act
State Fiscal Stabilization Fund

Certification Form Instructions
 A Certification Form must be submitted in conjunction with the Certification Workbook (excel file) for each request for reimbursement. The Certification Form must be sent through the postal service along with two (2) packets containing the copies of invoices and checks.  The Certification Workbook must be sent electronically.  Instructions for completing the Workbook can be found on the first tab of the excel file.     
1.  Enter the date on the space provided.  
2.  Check the appropriate box indicating whether the reimbursement will be paid from Education Stabilization Funds (ESF) or Government Services Funds (GSF).  A separate form must be submitted for each GSF project. 
3.  A Vendor number has been created for each institution to receive ARRA reimbursements.  This information will be provided by ADHE.
4.  Each institution/entity will be assigned a WBS Element for their ESF allocation.  A WBS Element has also been assigned for each GSF project.  This number must be listed on the Certification Form to request reimbursement. For GSF projects, make sure to use the WBS Element that corresponds to the appropriate project. This information will be provided by ADHE.
5.  A Method of Finance (MOF) form must be submitted and approved for new construction, renovation, and critical maintenance projects.  Please list the MOF # on all invoices.  A revised form has been developed for ARRA projects and can be found at 
http://www.state.ar.us/dfa/accounting/arra_documents/method_of_finance.pdf
6.  Please ensure that all expenses are allowable; necessary and reasonable; are authorized or not prohibited under state or local laws; and, conform to the limits or exclusions in federal laws and regulations.

7.  The “Amount to be reimbursed” cannot be more than the allocation from each funding source and must correspond to the total listed in the Certification Workbook.  The ESF allocation for each institution/entity for FY2010 will be half of the total listed in Section 1.e. of the ADHE Policy and Procedures Manual with the remaining becoming available in FY2011.  The total GSF allocation is available immediately.  Institutions have until September 30, 2011 to obligate both ESF and GSF.  Please remember that these expenses should be kept separate from expenses that will be reimbursed through General Revenue and the Higher Education Bonds.  It is recommended that special cost centers be set up in your institution’s financial system to segregate these expenses.  
8.  Multiple invoices may be submitted with one (1) Certification Form.  A total of all the invoices should be entered on the Certification Form.  An invoice may be more than the total available allocation but only the available allocation may be requested for reimbursement.  Invoices to be reimbursed must not be dated before October 1, 2009.  

8.  Copies of checks must be submitted with the Certification Form.  These are needed to ensure that the expenses have been paid.  
9.  The original signatures of the institution’s President/Chancellor, Chief Fiscal Officer and Internal Auditor if applicable are required on the Certification Form.  Institutions that do not have an Internal Auditor on staff will leave that space blank.  
10.  Certification Forms must be received by the 15th of each month.  Funds will be received by the institutions by the 30th of each month via an ACH payment.
11.  Certification Forms may be rejected for the following reasons:

· If “Amount to be reimbursed” is incorrect or does not correspond with source documentation or the Certification Workbook
· If original signatures are not received

· If WBS Element is incomplete 

· If a MOF has not been approved

· If copies of checks are not submitted with documentation

· If Certification Workbook is not received or does not correspond to Certification Form

All Certification Forms and documentation will be carefully reviewed by the Arkansas Department of Higher Education.  If errors are discovered, the institutions will be advised and may be requested to submit a new Certification Form or Workbook with requested corrections.  

12.  Certification Forms and other documentation should be sent to the following address:

Department of Higher Education

Attn: Ashley Pettingill

114 East Capitol Avenue

Little Rock, Arkansas  72110

The Certification Workbook should be sent to Ashley Pettingill at ashleyp@adhe.edu.

Other important information:

· Keep a copy of everything sent to the institution regarding ARRA funds and also copies of all documentation sent to ADHE and other state agencies. 
· ARRA expenses should not be requested for reimbursement through General Revenues or the Higher Education Bonds.
· Send the Certification Workbook electronically and the Certification Form and 2 packets of the backup information via the postal service.
