Instructions for Developing Matching Funds Documentation
I.
Cost Share/Matching Requirement (1:1)

The Agricultural Research Initiative (ARI) requires a one-to-one (1:1) dollar match for each ARI program dollar supporting the project. The matching requirement dictates that the faculty identify additional funding to support the project. Although the objective is to secure as much of the match as possible in cash, it is possible to use in-kind contributions to meet a portion of the match.  For the campus-based proposals, no more than 75% of the match can be in-kind. In order to receive ARI funds, matching fund (cash or in-kind) agreements must be secured within 90 days after notification of funding has been approved.  ARI funds cannot be released or work begin until cash match and in-kind agreements has been received and all executed (all parties have signed) and on file at RESP.

II.
ARI Application

There are two sections in the ARI proposal where detailed information about the matching funds is required: the application/Checklist and the Budget Forms.  

A.
Application/Checklist 

The first section is Cost share/Match, where matching detail from the Budget Forms is summarized.  The grand total of the matching dollars listed in the external support section must be equal to the ARI funds requested. Twenty-five percent (25%) of the ARI requested amount must be in the form of cash match.

B.
Budget Forms
If there is only one Funding Source to be used for match, you only need to enter information into the ARI Budget Template.  If there is more than one source for match, complete the ARI Match Detail spreadsheet, which is sheet #2 of the ARI Budget Template.  Formulas are embedded in the spreadsheet; therefore, the ARI Match template will automatically calculate the match columns of all match sources for you.  RESP is available to assist in budget development appropriate to your project.

III.
Cash Match and In-Kind Contribution Forms

Agreements for either cash match or in-kind contributions need to be executed (signed by a person authorized to commit the funding or resources).  The standard information required for these agreements is the Company/Contributor’s name, address, and phone number.  The agreement must include a detailed description of what is to be provided (i.e., services, products, equipment), the amount (or price per unit of contribution) and when the funding/contribution will take place. RESP will prepare agreements for Project Director with input. Sample agreements and in-kind contribution instructions follow this page as well as the form which will be used to verify the contribution once the project is underway/completed.  These agreements can be entered into at any time; however, funding cannot be made available until the signed agreements are obtained by the Office of Research and Sponsored Programs.
ARI Cash Match Agreement

Office of Research and Sponsored Programs

The CSU, Chico Research Foundation
Agricultural Research Initiative

Cash Match Commitment Agreement

Contributor’s name:       


A. Contributor’s address:       


Contact person:       
Phone number:       



Fax number:           



E-mail address:      


The following cash matching support is being provided to The CSU, Chico Research Foundation for the Agriculture Research Initiative project titled:  

A.      


(ARI Project Title)

     


(ARI Project Director)

This is a Fixed-Price Agreement in the amount of       between       and The CSU, Chico Research Foundation.       will contribute       to support the above referenced ARI project, according to the following payment schedule:


Quarterly payments of                will be paid to the Research Foundation upon receipt of invoice on or about September   , 200 , December   , 200 , March   , 200  and June   , 200 .

OR

First payment in the amount of               will be paid to the Research Foundation upon receipt of invoice after the agreement is signed by both parties.  Final payment will be paid upon receipt of invoice on or about                             .

Please make checks payable to The CSU, Chico Research Foundation and remit payment to address stated on invoice.
Project Period (Estimated):       
Name and signature of authorized individual:


Research Foundation – Authorized Signature
date
Contributor – Authorized Signature 

date

Research Foundation – Print Name of Authorized Signatory
Contributor – Print Name of Authorized Signatory 


Please return both copies of signed agreement to: 

A. Attention: Alicia Warren, RESP/ARI Analyst
Office of Research and Sponsored Programs

Building 25
California State University, Chico

Chico, CA  95929-0870

After this agreement is signed by the Office of Research and Sponsored Programs, a fully executed agreement will be returned to you for your records.


Office of Research and Sponsored Programs

The CSU, Chico Research Foundation

Agricultural Research Initiative

In-Kind Match Commitment Agreement

Contributor’s name:      


Contributor’s address:      


Contact person:     
Phone number:       


                                 (Name)                                         (Title)
Fax Number:          


E-mail address:      


The following services, equipment or products are being provided in support of The CSU, Chico Research Foundation for the Agriculture Research Initiative project titled:  

ARI Project Title:      



ARI Project Director:      


Project Period (Estimated):      


Please provide a detailed description and dollar value of services, equipment or products being contributed in support of the project indicated above.  


· Services Description and $ Value:       
· Equipment Description and $ Value:       
· Supplies or Product Description and $ Value:       
(Please attach a separate sheet if additional space is needed to fully detail this matching.)

Include the estimated date of delivery of product or equipment or time in which services will be provided. Please refer to The CSU, Chico Research Foundation guidelines for requirements concerning documentation of contributions such as those listed below:

· Estimated Date of Delivery for each of the items listed above:       
· Total Value of In-Kind:       
Name and signature of authorized individual providing the In-kind Contribution and Research Foundation/RESP Approval:

Research Foundation – Authorized Signature
date
Contributor – Authorized Signature 
date

Research Foundation – Print Name of Authorized Signatory
Contributor – Print Name of Authorized Signatory

Office of Research and Sponsored Programs

The CSU, Chico Research Foundation

Guidelines for In-Kind Match

The following information is required by State and Federal regulations governing the management of In-kind Match Contributions related to funded projects awarded and administered through The CSU, Chico Research Foundation (Foundation).  The Project Director is responsible for securing all documents to satisfy the in-kind match requirements of the project from the contributor

.

When securing a commitment for in-kind match you need the following information

· Name and address of the Contributor

· Name, phone number and/or e-mail address of the contact person and their title

· Title of the project the in-kind match is supporting

· Detailed description of services or products being contributed

· Detailed description of contribution dollar value (including how value was obtained)

· Delivery date of contribution or period of time in which service will be provided

· An authorized signature from Contributor or the Contributor’s designee

Information needed to document in-kind match contribution

Verification Requirements for services rendered:

· Title of project

· Individual’s name and job title

· Type of work performed within scope of project

· Number of hours worked

· Rate of pay per hour for work performed and justification of rate (e.g., based on actual pay rate or individual or market rate).  A copy of individual’s timesheet with hours indicated or marked as hours contributed to project and name of employer can be used.  If employer pays fringe benefits on employee, that figure can also be used as match.  The fringe benefit percentage rate should be included or written on timesheet for calculation purposes.

If individual contributing time is not paid by an employer, such as volunteer time, the individual needs to complete the Verification of Hours Worked form attached to this packet or provide the information listed on the form.

· A signature of the individual must be included on the timesheets or verification of time worked document. 

Verification Requirements for equipment, products or other:

· Verification of contribution by listing the detail of the item(s) contributed, the dollar value and the delivery date on the Verification Form provided by the Foundation. 

· Or attach an invoice detailing the item(s) contributed, dollar value of each item, and delivery date to the Verification Form.

· Signature of Contributor-Authorized signatory or designee on the Verification Form.

· Signature of Project Director or designee verifying the receipt of item(s) on the Verification Form.

Contributor’s Retention Requirements

The CSU, Chico Research Foundation projects are subject to audits for three years after the final payment or last expenditures are posted.  If the project is a multiple year project, files for each year must be retained until after the final payment of last expenditures are made to the final year of the project. We would appreciate it if you, as the In-Kind Contributor, keep your records for this same time period.
Office of Research and Sponsored Programs


The CSU, Chico Research Foundation

Verification of Services, Equipment, Products

Or Other Contributions Provided

CSU, Chico Research Foundation Project: 




Co-Project Directors:  



Contribution for Project Titled:  
 


Contributor/Business Name:   



Please review in-kind match verification guidelines and contributor’s record retention requirements on back 

prior to completing detailed information requested  below.  Thank you.
Services Contributed: Please complete all sections listed below.
Name of individual performing work:  
      Job Title:  


Type of work performed:



Total number of hours worked:


Dates of work performed:


Hourly rate or daily rate of pay:




Actual Fringe Benefit Rate:



Total Amount of Contribution:



Signature of individual performing work
 





Date

Equipment, products, or other contributions provided: Please complete all sections listed below.
Description of Contribution:  Hauling Costs 

	No.
	Description
	Quantity/Tons
	Per per Ton
	Total Value
	Dates Contributed

	1.
	Hauling Costs
	
	
	
	


Signature of Authorized Contributor 


Title



Date
Signature of Project Director or Designee
Date

Revised: 5/8/03

Information Needed to Document In-kind Match Contribution

Verification requirements for services rendered:

· Title of project

· Individual’s name and job title

· Type of work performed within scope of project

· Number of hours worked

· Actual rate of pay per hour or daily rate for work performed

· Rate must be based upon actual pay rate, i.e., employed rate, self-employed rate or market value rate (established during development of in-kind agreement)

· A copy of individual’s timesheet with hours indicated or marked as hours contributed to project and name of employer can be used. 

· If employer pays fringe benefits on employee, that figure can also be used as match.  The actual fringe benefit percentage rate should be included on form or written on timesheet for calculation purposes.

· A signature of the individual must be included on the timesheets or verification form.

· If the individual is not the owner of the company or manager, their supervisor must sign form to verify rates and time donation.

Verification requirements for equipment, products or other contributions:
· List the detail of the item(s) contributed including description, quantity, dollar value of each item and the delivery date on the front of this form. 

· Or attach an invoice to this form detailing the item(s) contributed including quantity, dollar value of each item, and delivery date.

· Signature of Contributor-authorized signatory or designee

· Signature of Project Director or designee verifying the receipt of item(s)

Contributor’s Retention Requirements

The CSU, Chico Research Foundation projects are subject to audits for three years after the final payment or last expenditures are posted.  If the project is a multiple year project, files for each year must be retained until after the final payment of last expenditures are made to the final year of the project. We would appreciate it if you, as the In-Kind Contributor, keep your records for this same time period.

Information Needed to Document In-kind Match Contribution

Verification requirements for services rendered:

· Title of project

· Individual’s name and job title

· Type of work performed within scope of project

· Number of hours worked

· Actual rate of pay per hour or daily rate for work performed

· Rate must be based upon actual pay rate, i.e., employed rate, self-employed rate or market value rate (established during development of in-kind agreement)

· A copy of individual’s timesheet with hours indicated or marked as hours contributed to project and name of employer can be used. 

· If employer pays fringe benefits on employee, that figure can also be used as match.  The actual fringe benefit percentage rate should be included on form or written on timesheet for calculation purposes.

· A signature of the individual must be included on the timesheets or verification form.

· If the individual is not the owner of the company or manager, their supervisor must sign form to verify rates and time donation.

Verification requirements for equipment, products or other contributions:
· List the detail of the item(s) contributed including description, quantity, dollar value of each item and the delivery date on the front of this form. 

· Or attach an invoice to this form detailing the item(s) contributed including quantity, dollar value of each item, and delivery date.

· Signature of Contributor-authorized signatory or designee

· Signature of Project Director or designee verifying the receipt of item(s)

Contributor’s Retention Requirements

The CSU, Chico Research Foundation projects are subject to audits for three years after the final payment or last expenditures are posted.  If the project is a multiple year project, files for each year must be retained until after the final payment of last expenditures are made to the final year of the project. We would appreciate it if you, as the In-Kind Contributor, keep your records for this same time period.
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