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Instructions for Completing the Capital Expenditure Request
Pre-approval is required for any equipment not listed on the Virginia School and Community Nutrition Programs Approved Equipment List and has an acquisition cost that exceeds the federal per-unit capitalization threshold of $10,000 or more. SFAs must submit a Capital Expenditure Request through SNPWeb to receive VDOE-SCNP pre-approval.
SFAs 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.
Steps to Completing the Request
Step 1: Log into SNPWeb and click on the blue SNP tile.
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Step 2: Click on “Application” in the top left corner.
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Step 3: Click on “Capital Expenditure Request”.
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Step 4: Click on “Create New Request.”
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Step 5: Items 1-4 will automatically prefill in the request form. 
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Step 6: For item 5, type in the equipment name, indicate whether it is new or a replacement, the quantity, the cost of the item (must be the lowest price quote ), the total cost, and what percentage of the cost will be paid with Program funds.
The cost of the equipment is based on the pricing received from interested vendors, which includes the cost of the asset, any modifications, attachments, accessories, or auxiliary apparatus necessary to make it useable for the purpose for which it is required.
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For item 6, provide a description of the equipment requested and a justification that the equipment cost is reasonable, necessary, and allocable. If the cost of the equipment is being shared, indicate the percentage and the other LEA departments that will be sharing the equipment.
Step 7: Check each box under the “Certifications” section.
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At least two quotes from different vendors, for the same piece of equipment, must be attached to each request. To attach the quotes (and any other supporting documentation), the sponsor must hit “Save” first
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An error message will pop up prompting the sponsor to add the attachments.
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Scroll to the “Attachments” section and attach the quotes.
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Step 8: Hit save and submit.
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Information on Construction Costs
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) authorizing legislation and regulations, and that the nonprofit food service account (NFSA) 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.
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SNPWeb claims will be locked at 1:00 p.m. on Tuesday and will be unlocked at 12:00 p.m.
on Wednesday. This revised schedule will provide staff with adequate claims processing time to ensure
accuracy for state and federal payments.

Please note: Claims cannot be accepted and will not be processed if submitted before the end of the
current month. Do not submit claims until the first day of the following month and within 30 days of
the end of the month. Perpetual non-compliance will result in a corrective action plan.

IMPORTANT ANNOUNCEMENTS FOR SCHOOL YEAR 2025-2026

The school year (SY) 2025-2026 claims for reimbursement cannot be paid until the annual application is
approved by the Virginia Department of Education, Office of School and Community Nutrition Programs

(VDOE-SCNP).

The SCNP User Manual containing a detailed set of instructions for completing the annual application
packet for SY 2025-2026 is available in the Download Forms section of SNPWeb.
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Capital Expenditure Items

5. By Federal law, Virginia must approve, in advance, any capital expenditures greater than or equal to $10,000 that is
not identified on the State's Pre-Approved Equipment List. Complete the fields below to submit your capital
expenditure request to Virginia.

Acquisition cost means the cost of the asset, including the cost of any modifications, attachments, accessories or
auxiliary apparatus necessary to make it usable for the purpose for which it is required. Ancillary charges, such as
freight and installation, may be included in the acquisition cost.

New or % Paid by

Replacement Program

Type of Equipment ) o Quantity )| Cost per Item ) Total Cost ()| Funds )

1. |( | [New vl o] [ $0.00] $0.00
2. || ] [New v of | $0.00] $0.00
3. || ] [New v o] [ $0.00] $0.00
a || ] [New v of | $0.00] $0.00
s. || ] [New v o] [ $0.00] $0.00

$0.00

6. Justification of the capital expenditure:

Justification of the capital expenditure to include a detailed description of the equipment requested, 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; and if used solely by the
SNP or shared with other LEA departments.
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Certifications

' 1 certify that the above referenced expenditure is necessary and reasonable for proper and efficient performance
and administration of the National School Lunch Program (NSLP).

([ 1 certify that the above referenced expenditure is allocable to the NSLP.

@]

I certify that the above referenced expenditure is accorded consistent treatment.

(J 1 certify that the above referenced expenditure is not included as a cost for used to meet cost sharing or
matching requirements of any other federal award.

Attachments

Add at least two quotes and written specifications for each equipment item being requested. Attach quotes below.

Attachments may only be added after form is saved.
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Attachments

Add at least two quotes and written specifications for each equipment item being requested. Attach quotes below.

Attachments may only be added after form is saved.
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