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Before you make your purchases 

Review your approved budget 

Before you go forward with your purchases, please review what is included in your approved grant budget. This 
is Exhibit A in your grant contract. Only items listed in your approved budget are eligible for reimbursement. 

 

For items purchased from an individual / private party:  

You are allowed to make purchases through this program from another individual rather than a dealer or retailer 
(for example, if you find equipment on Craigslist or Facebook Marketplace). You will need to thoroughly 
document the purchase and payment using the guidance in this document. 

Be aware, there is a restriction in this program that you may not purchase items or services from direct family 
members. Direct family in this case is defined by Internal Revenue Code, section 267(c)(4) which includes, 
spouse, sisters and brothers including step-sister and step-brothers, parents, grandparents, children and 
grandchildren. 

Please let Emily Toner (beginning.farmer.grant.mda@state.mn.us.) know if you have questions about purchasing 
your equipment from a private party.  

 

Resale Restriction 

As indicated in your grant contract, awardees of this program are prohibited from selling the equipment 
and infrastructure purchased with funds from the Beginning Farmer Equipment and Infrastructure grant for 
a period of three years, beginning at the date of purchase.  

Exceptions to this requirement may be made by the Commissioner for unforeseen circumstances, such as 
death or farm sale. MDA reserves the right to require verification that the equipment has not been sold 
throughout the three-year period. Verification could include an attestation that the equipment has not 
been sold, a dated photo of the equipment, a site visit, and/or another method determined by the MDA. 
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How to collect reimbursment 

Step 1: Make your purchases and collect the required documentation 

As you go forward with paying for the expenses approved in your grant contract, the Minnesota 
Department of Agriculture (MDA) requires two types of proof for each expense: 

1. Proof of purchase to identify what was purchased and when. Acceptable documents include: 
 
• Detailed invoices 

• Itemized receipts 

2. Proof of payment is used to identify how and when payment for items was made. Acceptable 
documents include: 
 
• Check: images of the front and back of a cleared checks, often accessible from online bank 

account 

• Credit or debit card statements (unless your receipt or invoice indicates that the total due was 
paid by card, in which case am additional statement is not required) 

• Bank or credit union statements, where applicable 

• Cash payments are discouraged. However, if you must pay in cash, please use a cashier’s check 
so it is still possible to verify the purchase. If you anticipate needing to pay cash, please let Emily 
Toner know in advance so we can avoid any issues with reimbursement. 

Some documents are considered both proof of purchase and proof of payment, including: 

• Zero-balance receipts 

• Zero-balance invoices or statements that include payment date(s) (Hand written notations are 
not acceptable) 

Bill of sale requirements (as applicable) 

If making a purchase from an individual or entity that does not regularly provide proof of purchase (such as a 
private party sale involving personal property), you will still need to provide proof of purchase and payment.  

For your proof of purchase, please provide a bill of sale that includes all of the following: 
 Date of purchase 
 Name and address of seller 
 Name and address of buyer 

 Description of equipment or items 
purchased (including the year, make, 
model, and serial number where applicable)  

 Price charged for each item 

If needed, you can use a template bill of sale, please adapt it to fit your purchase. 

https://opendocs.com/wp-content/uploads/Equipment-Bill-of-Sale-Form.pdf
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Proof of Purchase Guidelines: 

• Invoices must have an itemized list or a description of the items or services provided to you. 

• Purchase descriptions need to show what was bought (both quantity and amount). A statement with 
listed invoice numbers is insufficient documentation.  

• Purchases must occur within the dates listed on your executed grant ageement. (Note that the start 
date of the grant contract agreement is the date stated in the grant contract agreement OR the last 
signature date – whichever is later.) 

• Purchases that are not related to the grant project should be circled or somehow identified on the 
invoice or receipt. Keep ineligible expenditures off of submitted receipts if at all possible. (See Example 
#3)  

 

Proof of Payment Guidelines: 

• If paying with a check, checks must be cleared by your bank or credit union (carbon copies of checks 
will not be sufficient proof). Images of BOTH sides of the cleared check must be provided.  

• Cover or remove any sensitive information before making copies of your documents (we do not need 
to know your account or routing numbers). If you do not redact sensitive information before sending 
your reimbursement materials to the MDA, we make every reasonable effort to do so.  

• Hand-written receipts or invoices need to be accompanied by proof of cleared check(s), bank or credit 
union statement(s) or card statement(s). 
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Step 2: Fill out the “reimbursement worksheet” 

The reimbursement worksheet is a spreadsheet where you enter the following information for each 
expense for which you are requesting reimbursement from the grant program: 

• Column A: Description of expense as listed on receipt, invoice, ect. 
• Column B: Explain which item this matches on your approved budget (included in your contract) 
• Column C: Business/Vendor whom you paid for this expense 
• Column D: Date of purchase  
• Column E: Dollar amount of expense 
• Column F: Type of proof of purchase included in reimbursement submission for this item 
• Column G: Type of proof of payment included in reimbursement submission for this item 

 

Example of how to fill out the worksheet:  

  

 

 

 

 

 

The worksheet template was provided to you along with this reimbursement guide as an .xlsx file. If you need 
the worksheet in a different format, please email beginning.farmer.grant.mda@state.mn.us. 
  

mailto:beginning.farmer.grant.mda@state.mn.us
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Step 3: Submit your reimbursement request by email 

Once you have collected the necessary documentation (proofs of purchase and payment) and filled out the 
worksheet,  it’s time to submit your reimbursement request. 

If you have any hard copy (non-digtial) proofs of purchase and/or payment, please convert them to a digital 
format (a file that can be attached to an email). For example, if you have printed receipts, paper invoices or 
other documentation that is not digital, please take a photo of them and attach the image file to your 
email. Make sure all writing is legible in the photo. 

Submit your reimbursement by email to Emily Toner at beginning.farmer.grant.mda@state.mn.us with: 

• Completed reimbursement worksheet 
• Proofs of purchase and payment for all expenses attached as files 

Please plan to submit a single reimbursement request that encompasses the full amount of your grant 
award. If you need to request multiple payments of smaller amounts, please contact Emily Toner to discuss. 

 

 

  

mailto:beginning.farmer.grant.mda@state.mn.us
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Examples of Documentation for Reimbursement 

Example #1: One document fulfills proof of purchase and proof of payment  

Below are examples where one document show both proof of purchase and payment. The invoice (left) or the 
receipt (right) would meet all requirements because they show: 

• Detailed description of items purchased 

• Date of purchase and payment 

• Form of payment 

• Amount paid 

• Zero balance due or payment in full 

 

Zero-balance invoice:                  Zero-balance receipt: 
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Example #2: Two documents needed for proof of purchase and proof of 
payment 

In the example below, two documents are needed because while an invoice provides a description of the items 
purchased, “proof of purchase”, it does not show that payment was complete so does not provide “proof of 
payment.”   

In this case, payment was made by check after the invoice was provided to the purchaser, so the “proof of 
payment” is the front and back image of the cleared check made out to the supplier with the amount paid in full.  

Private personal information on the check was blacked out prior to submitting to the MDA which is a good 
practice to protect private information. 
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Example #3: Something to avoid: including non-eligible items on your 
receipts 

In this example, the receipt does provide both proof of purchase and proof of payment, but there were ineligible 
items on the receipt submitted. The grantee needed to identify the ineligible items on the receipt, re-calculate 
total eligible costs and include the appropriate tax.  

This receipt could have been improved by not including the ineligible items in the purchase. We strongly 
encourage grantees to only make eligilble purchases to simplify reimbursements. 

 

 

Calculating Total Eligible Cost 
 
Cost of ineligible items 
$ 2.78 + $ 0.98 = $ 3.76 
 
Tax paid on ineglible items 
$ 3.76 x 0.07125 = $ 0.27 
 
Total amount paid 
$ 17.46 
 
Total eligible cost  
$ 17.46 - $ 3.76 - $ 0.27 = $ 13.43 
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