[bookmark: _GoBack][image: ]
PROGRAM GUIDELINES
** PLEASE READ CAREFULLY AS MANY PROGRAM CHANGES HAVE BEEN MADE **
Introduction:  
                                        
The Nebraska Department of Economic Development (DED) has received a State Trade and Export (STEP) grant from the US Small Business Administration (SBA) to: 1) increase the number of small businesses in Nebraska that are exporting; and 2) increase the value of exports for those small businesses that are currently exporting.
This program will provide training opportunities; research reports; and reimburse participant companies for approved activities associated with international marketing initiatives for Eligible Small Business Concerns (ESBCs) across Nebraska.

Instructions:  

Please read the Guidelines for Funding, Eligibility Requirements, and Reimbursement Guidelines below before completing the STEP Program Application form, as there have been several changes to the program!

Guidelines for Funding:  

1. Submit an application for STEP eligibility;
2. Upon notification of STEP eligibility submit an Itemized Budget Request (IBR) for each event/activity for which funding is requested, to be submitted at least 30 days PRIOR to the proposed event/activity; (any costs incurred prior to IBR approval are not eligible for reimbursement);
3. Any expense not included on the IBR will not be eligible for reimbursement;
4. Eligible activities must be executed by direct employees of the Nebraska applicant; costs incurred by company representatives, consultants, agents or distributors within or outside the US are not eligible for reimbursement or company match;
5. After completing the approved event/activity, request reimbursement for eligible expenses based on Reimbursement Guidelines and Checklist (see below);
6. Submit an activity narrative upon completion of the event/activity to be submitted with the request for reimbursement;
7. Complete a quarterly evaluation to share additional information regarding the success of participation in the STEP Grant program;
8. Funds will be awarded on a first-come, first-serve basis to the extent funds are available;
9. Maximum reimbursement per company over the life of this grant is limited to $20,000;
10. All events/activities must be COMPLETED and PAID for PRIOR to September 29, 2016.  

Company Eligibility Requirements:  

Companies applying for STEP Grant funding must operate a business in Nebraska to process, manufacture, and/or distribute a product or provide an exportable service at the time of application. They must also meet the following criteria:

1. Be in business at least one year, operating profitably based on operations in the United States;
2. Produce exportable products that contain at least 51% U.S. content;
3. Qualify as a small business entity according to the SBA North American Industry Classification System (NAICS). All employees of affiliates, such as parent companies, subsidiaries, etc., must be included in employee and annual receipt totals; 
4. Submit a “Self-Representation as an Eligible Small Business Concern” form; 
5. Submit a copy of the company’s strategic plan for exporting; or a signed “Summary of International Trade Activities” form; and
6. Submit a “Debarment Certification” Form to certify that the applicant is not on the U.S. Excluded Parties List. 

Guidelines for Reimbursement:

In order for DED to comply with federally mandated STEP grant terms and conditions award recipients must provide the following documentation for each event/activity in which you participated in order to be reimbursed for eligible expenses from STEP Grant funding.

1. Reimbursement must be received within 45 days of completion of the event/activity to be eligible for reimbursement;  
2. Submit a separate letter or email requesting reimbursement outlining the event/activity completed;
3. Provide Summary of Expenses in U.S. dollars to include all expenses incurred (form provided by DED);
4. Provide invoices, receipts, and proof of payment in US dollars for all expenses for which you are requesting reimbursement or using for company match (follow General Reimbursement Instructions provided) ;
5. Photo of booth display;
6. Copy of the W-9 for your company;
7. Post-event/activity narrative to accompany request for reimbursement;
8. Complete checklist (provided by DED) to confirm all documents and requirements for reimbursement have been met.

Those requests not conforming to these guidelines and/or checklist will be returned to the company to correct and resubmit.

Program Details:

1. Domestic or International Trade Shows, Missions, Conferences or International Sales Trips:
Eligible activities must be executed by direct employees of the applicant company; ALL travel must be approved by SBA prior to departure.
Category 1:  STEP will provide up to $2,000 for an eligible business to attend a qualified export focused activity in the United States; eligible expenses include expenses incurred for up to 2 direct employees from the Nebraska facility; 
Category 2:  STEP will provide up to $5,000 for an eligible business to attend a qualified export focused activity outside the United States; eligible expenses include expenses incurred for up to 2 direct employees from the Nebraska facility; 
A 50% company “match” of the maximum reimbursement amount allowed for this activity is required for STEP grant recipients having previously participated in this STEP activity; Reimbursement is capped at $15,000/year per company.
2. Participation in US Department of Commerce Business Matchmaking Programs:
STEP will reimburse application fees related to the following US Department of Commerce programs:  Gold Key, International Partner Search, International Company Profile, Business Facilitation Services, or other approved USDOC programs.  Pre-approval by the US Commercial Service in Omaha is required.
A 25% company “match” of the maximum reimbursement amount allowed for this activity is required; Approval for USDOC Business Matchmaking Programs is limited to two (2) programs /year per company.
3. Cost of International Advertising:
STEP will provide up to $2,000 toward the cost of an ad placed in an advertising venue focused on international export opportunities; 
A 25% company “match” of the maximum reimbursement amount allowed for this activity is required; Reimbursement is capped at $2,000/year per company.
4. Translation Services:
STEP will provide up to $5,000 for an eligible business to translate and print company profiles, catalogs, product literature, packaging, labels or manuals for international distribution; 
Approval is limited to two (2) awards per company or a maximum reimbursement of $5,000/year per company; a 25% company “match” of the maximum reimbursement amount allowed is required to qualify.
STEP will provide up to $3,000 for an eligible business for translation and search engine optimization to accommodate international marketing needs;  
Approval is limited to one (1) award per company or a maximum reimbursement of $3,000/year per company; a 25% company “match” of the maximum reimbursement amount allowed is required to qualify.
5. 3rd Party Product Testing:
STEP will provide up to $2,000 toward the cost of product testing required to verifiy international standards, registration or certification required to enter a foreign country;
Approval is limited to two (2) awards per company or a maximum reimbursement of $2,000/year per company; a 25% company “match” of the maximum reimbursement amount allowed is required to qualify.

Eligible Expenses:  (Receipts are required for all expenses to be reimbursed or used as company match)
1. Airfare:  coach/economy class only (Note: Flights must be on a U.S. Flag Carrier, such as American, United, Delta, etc., pursuant to the Fly America Act; all travel must be approved by SBA prior to departure; 
2. Baggage fees (with receipt);
3. Ground transportation:  taxi, bus, train, subway, car rental, parking (with receipts);
4. Mileage to/from events and airports within the US;
5. Hotel:  actual cost of rooms plus applicable hotel tax and service charges;  
6. Shipping & handling fees for equipment and materials; capped at $2,000/annually per company with a 25% company match required;
7. Translation and printing of brochures and materials for international distribution; capped at $5,000/year per company with a 25% company match required;
8. Cost of translation and search engine optimization; capped at $3,000/annually per company with a 25% company match required;
9. Interpreter services;
10. Foreign transaction fees (with support of credit card statement);
11. Program registration fees for USDOC programs;
12. Trade show/booth expenses (registration fee, electricity, furniture, etc.);
13.  International Advertising;
14. 3rd Party Product Testing.

Ineligible Expenses for Reimbursement:
Under Nebraska and Federal law, the following expense categories are ineligible for public funding (others may also apply): 
1. Compensation, wages or salary of any individual; 
2. Meals, beverages and tips; (we are currently waiting for a ruling on acceptance of per diems for match)
3. Capital goods, product samples, and supplies;
4. New product research and development costs; or alteration of existing products; 
5. Alcoholic beverages; 
6. Passport or Visa fees; (may be used as match)
7. Immunizations; (may be used as match)
8. Cell phone and cell phone charges;
9. Expenses related to entertaining current or prospective clients, partners or government officials; 
10. Any expenses incurred by company representatives, consultants, agents or distributors located within or outside the United States;
11. Any travel expenses without prior travel approval from SBA;
12. Any expenses NOT included on the Itemized Budget Request (IBR) as submitted and approved;
13. Any expenses incurred prior to approval of the STEP grant application and Itemized Budget Requests (IBRs);
14. Any expenses incurred AFTER September 29, 2016. 
15. Federal regulations may prohibit funding of activities/exports in countries subject to either comprehensive embargoes or targeted sanctions, subject to changing world events.



Submission Procedures: 

Submit an application and all supporting documents to DED at least 30 days in advance of the proposed event/activities to ensure ample time for review and approval before each event.  Due to federal regulations, ALL travel requires SBA approval PRIOR to incurring travel expenses and must comply with the “Fly America Act” to be eligible for reimbursement.
In addition, an IBR (Itemized Budget Request) for each activity must be submitted 30 days prior to each event/activity and approved PRIOR to incurring any costs related to that event to be eligible for reimbursement.
Successful applicants will be funded on a first-come, first-serve basis to the extent funds are available.
Please submit documents electronically (Microsoft Word, Excel or PDF) to:
Susan Rouch, susan.rouch@nebraska.gov

If you have additional questions, contact:
Susan Rouch, Grant Administrator
Email:  susan.rouch@nebraska.gov
Tel:  402-471-4668

______________________________________________________________________________________________

The signature of a member of the STEP Grant applicant’s senior management team is required to confirm having read and understood the Instructions, Guidelines for Funding, Company Eligibility Requirements, Guidelines for Reimbursements, Program Details and Submission Procedures included herein.

			______________________________________________________________
			Signature
			
______________________________________________________________
			Printed name, Title
			
______________________________________________
			Date
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