Missouri Assistive Technology
Assistive Technology Reimbursement (ATR) Program 
2020-2021 School Year
Application Checklist and Instructions
Missouri Assistive Technology’s Assistive Technology Reimbursement (ATR) Program provides schools with assistance in procuring appropriate assistive technology required for students with disabilities for whom AT is identified in their IEP.  This program is open to students in grades K-12 attending one of the following: a Missouri public school, a Missouri charter school or a Missouri School for the Severally Disabled. 
Please note that the program instructions have changed this year. All questions about the program should be directed to Laura Hoffman at lhoffman@mo-at.org. 
Step 1: Student Eligibility Requirements
Before proceeding with the application, verify that your student meets the following requirements. 
1. Is the student in K-12 in a public school, a charter-school student, or a Missouri School for the Severally Disabled? (Early Childhood Special Education Students are not eligible for the program)
Yes	No 
2. Is the student on an Individualized Education Program (IEP)?
Yes	No 
3. Does the student have “Assistive Technology” documented in their IEP? (This can be done in the Section  Special Considerations as well as in Section 3: IEP Goals sections of the IEP
Yes	No 
4. Was either an evaluation completed or the student participated in a device trial on the requested device(s)?
Yes	No 
 
Important: In order to apply, you must have answered “Yes” to all of the questions above.
Step 2: Assistive Technology Equipment Criteria
Examples of technology eligible for reimbursement include (but are not limited) to the following:
· Electronic enlarging devices/software and Braille and tactile graphic embossers
· Reading systems which may include scanner, reading software and computer
· Personal or Sound field assistive listening systems (FM) 
· Augmentative communication devices
· Alternative keyboards, pointing devices, and speech recognition
· Electronic note takers or Braille equipment
· Tablet devices with assistive apps

The following WILL NOT be considered and are NOT eligible for reimbursement through this grant:
· Durable medical equipment
· Instructional software
· Therapeutic equipment 
Before proceeding with this application, verify that the assistive technology meets the following grant requirements.  Important: You must be able to answer “Yes” to all of the questions in the section below for your grant application to be considered.
1. Is the total price of all the adaptive devices requested less than $5,000? (Requests that total over $5,000 for a student will be approved if the school district is willing to pay the remaining balance.)
Yes	No 
	
2. Have the devices been identified as necessary for the delivery of an appropriate education program and useful to the student in helping them meet their IEP goals? 
Yes	No 

Step 3: Application Process
Important: The following four documents will be needed when filling out the application.
· Missouri Assistive Technology Assistive Technology Reimbursement (ATR) 2020-2021 Form, which can be found on the Missouri Assistive Technology website. 
· Section 1: Present Levels of Academic Achievement and Function Performance section of the student’s IEP
· Section 2: Special Considerations or Section 3: IEP Goals of the student’s IEP
· ATR 2020-2021 Itemized Price Sheet, which can be found on the Missouri Assistive Technology website. 

1. Each section of the application must be filled out, plus all the required items listed below must accompany your submitted application. Applications should be typed or completed in black or blue ink. 

2. All email correspondence must be generated from the email address of the Primary Contact listed on line 5 of the Missouri Assistive Technology Request (ATR) 2020-2021 form and sent to lhoffman@mo-at.org. The Primary Contact will also be the individual we correspond with. 

3. Student’s MOSIS number must appear on the subject line of ALL emails corresponding to this grant application.

4. Only the first and second columns of the Itemized Price Sheet should be filled out at the time of submission. Prices should be as accurate as possible and exclude non-reimbursable items such as maintenance agreements, training, taxes, shipping and handling. It is highly recommended that districts receive quotes for items included on their applications. 

Step 4: Pre-Submission Checklist
1. Have you completed the Missouri Assistive Technology Assistive Technology Reimbursement (ATR) 2020-2021 Form in its entirety including the required summarization of details of the student’s trial with the device in part 18 or attached a copy of the evaluation? 
Yes		No	

2. Have you attached the Present Levels of Academic Achievement and Functional Performance section of the student’s IEP which lists their primary disability under IDEA?
Yes		No	

3. Have you attached the Special Considerations section of the student’s IEP which clearly states that the student requires Assistive Technology device(s) and/or services?
Yes		No	
4. Have you included the ATR 2020-2021 Itemized Price Sheet? 
Yes		No	
	
If you have answered “Yes” to the above four questions, please submit your application to lhoffman@mo-at.org. 
Step 5: Application Approval Process
1. After a completed application is received, we will enter your information into the ATR database and consider it for approval.  Those applications that do not meet the above outlined specifications will not be considered and marked rejected.
2. Whether an application is approved, denied, or rejected, you will receive an e-mail from Missouri Assistive Technology. 
a) If the grant is approved, proceed to Step 6
b) If the grant is denied, reason for denial will be included within the email from Missouri Assistive Technology.
c) If the grant is rejected, all documentation can be modified and resubmitted in the form of an email meeting the following specifications:
i. Student’s MOSIS number must appear in the subject line of the email.
ii. Missouri Assistive Technology Assistive Technology Request (ATR) 2020-2021 Form which can be found on the Missouri Assistive Technology website
iii. Present Levels of Academic Achievement and Function Performance section of the student’s IEP
iv. Section 2: Special Considerations section of the student’s IEP or Section 3: IEP Goals which specify clearly the student’s need for Assistive Technology
v. ATR 2020-2021 Itemized Price Sheet which can be found on the Missouri Assistive Technology website

Step 6: Reimbursement Process 
[bookmark: _GoBack](NOTE: THIS HAS CHANGED FROM PREVIOUS GRANT SEASONS)
Once you receive an email stating that your emailed application has been accepted, districts have 90 DAYS FROM THE DATE OF APPROVAL to submit the necessary additional paperwork to receive reimbursement.  At the end of the 90 day period, the approved grant funds will be released, in order for other grants to be approved. 
Reimbursement may be requested in the following manner:
1. Email Missouri Assistive Technology at lhoffman@mo-at.org.  Email should be generated from the email of the person listed as the primary contact on the grant.
2. Attach the following documentation to the Reimbursement Request:
a. Paid invoices for every item for which reimbursement was requested.  The paid invoices must show methods of payment and a $0.00 balance due.
b. A completed Itemized Price Sheet.  This is the same document that was submitted with the original application.  The final column must be completed based on the actual prices of the devices purchased.
3. The actual amount reimbursed will be contingent on the actual amount paid, supported by paid invoices that are submitted to MoAT excluding taxes, warranties, training, shipping, and handling fees.  
Step 7: Reimbursement Approval Process
After Step 6 is completed, the person listed as primary contact on the grant will receive a second email from Missouri Assistive Technology.  This email will state whether the reimbursement is approved, denied, or rejected, you will receive an e-mail from Missouri Assistive Technology. 
a) If the reimbursement is approved, payment will be issued to the district from Missouri Assistive Technology and the grant process is complete.
b) If the reimbursement is denied, reason for denial will be included within the email from Missouri Assistive Technology.
c) If the reimbursement is rejected, all documentation can be modified and resubmitted to meet the guidelines as specified in this grant.  Purchase orders and invoices showing a balance due will automatically rejected and reimbursement will not occur until the correct documentation is submitted.
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