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Step by Step Process: Please follow these steps to access, view and submit vouchers. 
 
1) After your Perkins Local Plan is approved and after October 1st, you will receive a 

notification that your Award Packet has been posted to your CTE Online Account. 
Once your Award Packet has been submitted and approved, you will receive 
notification that your Award Packet has been approved and that your educational 
institution’s Voucher 1 has been posted to the CTE Online Account (see Screen 
Shot # 1.) Voucher 1 must be processed immediately.  It is required and it must 
be received by December 31st of the current fiscal year.  

 
2) After accessing your Account by following the Account Log On process, you will be 

taken to the Perkins Local Plan - Work Areas page of your Account. Select the 
appropriate Local Plan from the drop down window under the Your Existing Local 
Plan section and click on the Return to Local Plan button (see Screen Shot # 2.) 

 
3) After clicking on the Return to Local Plan button, you will be taken to the Main 

Perkins Local Plan Page. Review the note at the top of the page advising you that 
the Voucher has been posted and click on the Voucher link and its View button (see 
Screen Shot # 3.) 

 
4) At the Voucher Main Page (see Screen Shot # 4), read the instructions listed at the 

top of the page and then click on the Voucher 1 Edit button.  Note: Voucher 1 is 
used to request Quarter 1 (first installment maximum limit applies) obligations 
paid.  If you did not have any Quarter 1 costs, you must still submit a Voucher 
1, print it, sign it and mail it, requesting $0. 

 
5) At the Voucher 1 page (see Screen Shot # 5), read the instructions listed at the top 

of the page and then take these steps to submit your educational institution’s 
Voucher 1:  

 
a. Enter the reimbursement amount you would like to request on Voucher 1 

for your educational institution’s Nonreserved grant. Entering a request 
amount that exceeds the grant allocation amount will result in an error 
message.   

b. Enter the reimbursement amount you would like to request on Voucher 1 
for your educational institution’s Reserved grant. Entering a request 
amount that exceeds the grant allocation amount will result in an error 
message. 

c. Review the total requested reimbursement amount. Entering a total 
requested amount on Voucher 1 that exceeds the First Installment will 
result in an error message. (Click on the “?" link next to “Voucher 1 must 
not exceed” to learn more about First Installment.) 

d. Select an option to claim or not claim Equipment in your reimbursement 
request. 

i. If you included Equipment in your approved Local Plan and you 
wish to claim reimbursement for it on Voucher 1, click the radio 
button for “Yes, we are claiming reimbursement for equipment in 
this Voucher.” Detailed equipment information is included on the 
next page. 
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1. Before claiming Equipment reimbursement, please note the 

following:  
a. If approved equipment ends up actually costing less 

than $5,000, you must revise the Local Plan before 
submitting the voucher to request reimbursement. 
(Specifically, for the appropriate Action Step, you will 
need to change the Spending Category from 
Equipment to Other.)  

b. If one piece of equipment incurs more than one 
payment transaction, and if those multiple 
transactions occur in different quarters or will be 
requested for reimbursement on different vouchers, 
revise the local plan prior to submitting the voucher 
requesting reimbursements for these transactions 
as follows:  

i. First completely delete the original action step.  
Do not simply rewrite the original action step 
because the system database sees this as two 
different pieces of equipment and at the end of 
the fiscal year, the database will incorrectly 
compare your actual equipment expense 
amount to “what it thinks should be your 
equipment expense amount.”  This will cause 
errors to your Budget to Actual Year End 
Analysis and prevent you from submitting a 
final voucher. 

ii. Second enter one new action step for each 
transaction – (i.e., one for the Quarter 1 
voucher, the other for the Quarter 2 voucher, 
etc.)  Each action step needs to be unique or 
discernable from the other action step by 
having different descriptions for each one. 

iii. Equipment purchases can only be reimbursed 
when there is a unique action step for each 
payment transaction.  More than one payment 
requires more than one action step. 

iv. Once a voucher is submitted that requests 
reimbursement for equipment, that equipment 
will not be available again for any subsequent 
vouchers. 

2. At the Voucher 1 Equipment Information page (see Screen 
Shot # 6),  read the instructions listed at the top of the page 
and then take these steps: 

a. Review the Equipment Information presented. This is 
the information submitted in your most recently 
approved Local Plan.  

b. Enter the Manufacturer’s Name. 
c. Enter the Specific Location where the Equipment will 

be located, including the room number. 
d. Enter the Serial Number. 
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e. Enter the Invoice Number. 
f. Enter the Invoice Date.  Note that the Invoice Date for 

Voucher 1 Equipment must be between July 1st and 
September 30th. 

g. Enter the Actual Cost.  
h. When you are done, click the Next button.  

ii. If you do not wish to claim reimbursement for any Equipment on 
Voucher 1, click the radio button for “No, we are not claiming 
reimbursement for equipment in this Voucher.” 

e. Click the Next button.  
 

6) At the Voucher 1 Signature Page, certify that “all expenditures reported are for 
appropriate purposes and in accordance with the provisions of our CCCS approved 
Perkins Local Plan, EDGAR, applicable OMB Circulars and the Grant Recipient 
Award documents”, by clicking the certification check box. Then enter your first and 
last name and your title and click on the Submit button.  

 
7) The Online System will present you with a summary of the information you just 

entered. Follow the instructions listed at the top of the page to complete the rest of 
the process to submit your Voucher 1.  

a. Please print, sign and physically mail this page along with supporting 
documentation to CCCS. Remember to attach invoices for any single 
transaction equal to or greater than $5,000.  

b. Attach account transaction details that provide enough detail to determine 
allowability of costs and that clearly agree to requested expenditure 
amount. Due to so many variations in GL formats, aggregated totals 
should have detail to determine allowability of specific expenditures. (For 
indirect cost reimbursement claims, the Local Plan Funded Project List 
Page must be completed per the directions in the “C10-Funded Projects 
Information” technical guide, item 6.b., located at 
http://www.coloradostateplan.com/admin_handbook.htm.) 

c. This checklist can be used to ensure all support documentation has been 
included in your voucher packet, as appropriate, before it is mailed: 
 

i. Signed Voucher (Original) 
ii. General Ledger – Year to date representing all Perkins 

expenditures 
iii. Equipment – requisition, purchase order, packing slip and invoice 
iv. Payroll Reports – Copies of payroll distribution reports or 

timesheets indicating employee name 
v. Expenses for any/all advertising or marketing – copies of the actual 

ad and invoice must be included with voucher 
vi. Items posted to General Ledger greater than $5000 (other than 

payroll):  Include requisition and invoice. 
 

Fiscal personnel may ask for other documentation upon review of the 
voucher. 
 

8) You will be notified that your electronically submitted voucher has been received via 
email (see Screen Shot # 7.) You will also be notified via email when the supporting 
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documents and your printed/signed voucher have been received and the review 
process has begun (see Screen Shot # 8.) 

 
9) Each voucher is reviewed by the Perkins Grant Accountant and by the Chief 

Accountant.  If either reviewer has questions, you will be contacted directly. 
Otherwise, you will receive an email when the voucher is approved. This e-mail also 
advises that the next voucher is posted to your CTE Online Account (see Screen 
Shot # 9.) 

 
10)  Follow this same process to submit any additional interim vouchers. You may 

submit as many as four (4) vouchers but you are only required to submit two (2) 
vouchers: Voucher 1 and a Final Voucher.  However, if your award amount is large, 
it is strongly recommended and definitely preferred that four vouchers be submitted 
(one per quarter) because: 

a. Quarterly submittals allows for better cash flow. 
b. Quarterly submittals facilitate better grant management and support more 

timely Perkins Local Plan revisions as needed. 
c. Quarterly submittals allow faster processing of your vouchers. 

 
11)  To submit your Final Voucher the process is the same with a few exceptions as 

noted below. 
 

a. Indicate that the voucher is your Final Voucher either by i) claiming 
reimbursement for the full remaining balance, or ii) selecting the “Yes, this 
is the final voucher” option at the bottom of the voucher (see Screen Shot 
# 10.) 

b. Complete the Budget to Actual Variance Report by first reading the 
instructions listed at the top of the page and then taking the following 
steps (see Screen Shot # 11.) 

i. Review the Budgeted Costs section. Budgeted Costs are taken 
directly from the Funded Projects Information pages of the Local 
Plan submitted by your educational institution at the beginning of 
the year. 

ii. Enter Actual Costs by grant and by direct spending category 
(Personnel, Equipment, Travel and Other.) 

iii. Review the resulting Variance. If your Actual Costs have exceeded 
your Budgeted Costs by more than the variance threshold the 
variance numbers will be highlighted in red. (Click on the “?" link 
next to “variance threshold” to learn more about how the threshold 
is calculated.) 

iv. If you have exceeded the variance threshold, provide an 
explanation for why you were unable to request budget revision 
approval for the variance by the May 1 Perkins Local Plan Revision 
deadline.  

c. Complete the Final Voucher Information section on the Signature Page by 
providing two assurances (click on the check boxes) and providing the first 
name, last name and title of two reviewers (see Screen Shot # 12.) 
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Screen Shots 

 
Screen Shot # 1: Voucher Posting Notification Email 

 
 
 
 
Screen Shot # 2: Perkins Local Plan - Work Areas: Your Existing Perkins Local Plan 

 
 



Vouchers 
 

  Created: Fall 2008; Last Modified: 6/16/2010 
Screen Shot # 3: Main Perkins Local Plan Page: Voucher 

 
 
 
 
 
 
Screen Shot # 4: Voucher Main Page 
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Screen Shot # 5: Voucher 1 Page  

 
 
 
Screen Shot # 6: Voucher 1 Equipment Information Page  
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Screen Shot # 7: Electronically Submitted Voucher 1 Received Email  
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Screen Shot # 8: Voucher 1 Received & Under Review Email 
 

 
 
Screen Shot # 9: Voucher 1 Approved & Voucher 2 Posted Email 

 
 
Screen Shot # 10: Final Voucher:  Indication 
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Screen Shot # 11: Final Voucher:  Budget to Actual Variance Report 
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Screen Shot # 12: Final Voucher Information 

 


