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College prepares 50/50 

reimbursement form and 

local match request form 

for previous month 

 

Not approved 
Forms to be sent to OTC 

include: student roster, all T & E 

if applicable, local match 

confirmation form,  invoices if 

applicable 

OTC Reviews 

for accuracy 

and 

completeness

s 

Are colleges 

funding their 

own F&A or 

tuition? 

OTC adds to FSD 

invoice request to be 

submitted by 20th via 

email 

Yes 

Cut check to college for 

local funding amount 

within 3 days of receipt 

of funds 

No 

OTC requests 

additional 

information 

Funds received 

from FSD 

Via check 

Cut check to college for 

50% match from Feds 

within 3 days of receipt 

Return 50% 

match from feds 

back to account 

for reinvestment 

College sends to 

OTC by 10th of 

month 

Approved 

College must 

reinvest funds for 

future use in 

program 

OTC must complete reinvestment 

document and keep for 

audit/monitoring review 

 

College must complete 

reinvestment document and 

keep for monitoring review 

 

OTC receives 

additional 

information 

Monthly Reimbursement Request Flow Chart 


