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[bookmark: _GoBack]Nutrition Incentive Hub
FARMERS MARKET CONTRACT YYYY


Month, Date, YYYY

«FiduciaryGrantee_Name»
«Fiduciary_Contact»
«Fiduciary_Address_1»
«Fiduciary_Address_2»
«Fiduciary_City», «Fiduciary_State» «Fiduciary_Zip»
«Fiduciary_Email»		
«Fiduciary_Phone»

Contract Reference Number: XXXX
EIN: «Fiduciary_EIN»
Farmers Market/s: «Market_Name»

Dear «Fiduciary_Contact»,

[bookmark: _heading=h.gjdgxs][ORGANIZATION NAME], a [tax exempt nonprofit], is pleased to grant in the amount of $«New_Funds_to_be_Granted» to the «FiduciaryGrantee_Name» for the [your program name].   

[bookmark: _heading=h.30j0zll]«FiduciaryGrantee_Name», hereafter called “the Grantee Organization,” will receive a grant from “[Organization Name]” for the [your program name], hereafter called “the Program” at the «Market_Name», hereafter called “the Market”.  

	Grantee Organization:
	Market Cycle:
	Contract Number:

	«FiduciaryGrantee_Name»
	«Market_Cycle»
	XXX

	Contract Period Start Date:
	Contract Period End Date:
	Funds Disbursement Method:

	[Date]
	[Date]
	«Disbursement_Timing» [Single Payment OR Scheduled Reimbursement]

	Contract Amount:
	Beginning Fund Balance: 
(funds carried over from previous program year)
	Total Funds Available:

	$«New_Funds_to_be_Granted»
	$«Funds_Carried_Over»
	$«Total_Starting_Contract_Amount»

	[your scrip] Issued in [Current Year]:
	[your scrip] on-hand from [Previous Year]: 
	Total [your scrip] Available: 

	[Number of tokens/scrip]
	[number of tokens/scrip]
	[sum of both]



Contract Terms and Conditions

I. Use and Handling of Contract Funds 

a. Funds are to be used by the Grantee Organization to reimburse participating vendors at the Market for [your program name] Incentives spent by customers at their stalls at the Market in exchange for eligible products.
b. Products eligible for [your program name] Incentive redemption are unprocessed, fruits and vegetables grown in the state where the Market is located, mushrooms, cut herbs and herb plants, and plants and seeds that grow food producing plants.  If the Market is in a county, which borders another state(s), [your program name] may also be redeemed for produce grown in the state(s) bordering that county.  
c. [your program name] [your scrip, tokens, or electronic loyalty credits] are used as currency proxy for Incentive distribution and redemption at the Market, hereafter called “the Incentive.”
d. Funds shall not qualify for the [your program name] Incentive nor may they be used to reimburse a vendor at the Market if the vendor provided a customer with ineligible product.
e. Funds may not be used to reimburse a vendor who is not participating in the [your program name] or has not signed a Vendor Agreement.  
f. Any portion of the Contract funds not used within the Contract period or not used for the purposes stated above must be returned to [Organization Name] within one month of when both the Grantee Organization and [Organization Name] have agreed upon a reconciliation statement, unless the Grantee Organization receives express written consent from [Organization Name].
g. Contract funds shall be kept separately on the Grantee Organization’s books of account as Contract funds from [Organization Name]; and accurate records of the funds received and expenses incurred under the Contract should be kept in accordance with generally accepted accounting principles.
h. Financial and program-based records related to the Contract will be retained for at least four years after the completion of the Grantee Organization’s use of the Contract funds.
i. [Organization Name], at its request, shall have reasonable access to the Grantee Organization’s and/or the Market’s files, records, personnel and premises for the purposes of making financial audits, verifications, or program evaluations as it deems necessary concerning the Contract.
j. No part of the Contract funds may be used to carry on propaganda, or otherwise attempt to influence legislation or to influence or to participate in or to intervene in (including the publishing or distribution of statements) any political campaign on behalf of (or in opposition to) any candidate for public office.
k. This agreement becomes null and void, and funds of the Contract must be returned if the terms and conditions of the Contract are not met by the Grantee Organization. 
l. The Grantee Organization should have the correct number of Incentive [tokens/scrip] at the end of the Contract period based on reporting provided.  The calculation used to determine the number of Incentive [your scrip] which the Grantee Organization should have on hand at the end of the season is: the number of [tokens/scrip] on-hand at the start of the season, minus the number of [tokens/scrip] distributed to customers, plus the number of [tokens/scrip] redeemed by vendors.  In the instance that the Grantee Organization does not have the correct number of Incentive [your scrip] at the end of the season, the records of the Grantee Organization may be under review. [Organization Name] may, at its discretion, waive any financial penalty if there is a small margin of error (a variance equal to or less than 5%) with the reconciliation of Incentive [your scrip].

a. In the event of a [token/scrip] shortage, the Grantee Organization may be penalized at a cost equal to the replacement value of the [token/scrip] shortage. 
b. In the event of a [token/scrip] overage, the Grantee Organization will be penalized at a cost equal to the cash value of the token overage. This can happen in two ways: 
i. If the Grantee Organization does not initiate a new contract with [Organization Name], funds must be returned to [Organization Name] within one month of when both the Grantee Organization and [Organization Name] have agreed upon a reconciliation statement. 
ii. If the Grantee Organization initiates a new contract with [Organization Name], funds will be subtracted from the current contract’s rollover amount. 

II. Program Guidelines and Standards

The Grantee Organization is responsible for ensuring [Organization Name] Program guidelines are followed at the Market and agrees to administer the Program as directed by [Organization Name]. The Grantee Organization will:
a) Vendor Education
· Provide Program information to all vendors at the Market, including those vendors who sell eligible products and those who do not sell eligible products.
· Distribute a [your program name] sign to each participating vendor and ensure the signs are visibly posted for customers during the Market’s hours of operation.
· Communicate a defined process and schedule for [your program name] Incentive redemption and reimbursement with participating vendors at the Market.
b) Incentive Redemption and Reimbursement to Vendors for Incentives
· Make reimbursement payments to participating vendors for the cash value of the Incentive redeemed at the Market for eligible product within one month of when the sales are properly reported by the vendor to the market.  
· [bookmark: _heading=h.1fob9te]Prior to reimbursement, the Market must have a signed [your program name] Vendor Agreement on file for each vendor for each year of this Contract. The Grantee Organization must provide a copy of this Agreement to [Organization Name] upon request.
· [bookmark: _heading=h.3znysh7]To determine the cash value of [your program name] redeemed by participating vendors, the Grantee Organization must:
a) [bookmark: _heading=h.2et92p0]If the Market accepts Supplemental Nutrition Assistance Program (“SNAP”) payments using an electronic model, monitor all electronic reports. 
b) [bookmark: _heading=h.tyjcwt]If the Market accepts SNAP via a token-based system, collect Incentive [your scrip] from participating vendors and maintain and submit to [Organization Name] written records of Incentive [your scrip] redeemed by participating vendors using a form provided by [Organization Name] or a similar form with [Organization Name]’s permission.  Records must indicate the name of the vendor who redeemed the [tokens/scrip], the date of redemption, the dollar value of [tokens/scrip] submitted and the Market name.   
· [bookmark: _heading=h.3dy6vkm]In seasonal markets, the last day for vendors to accept Incentive in exchange for eligible product is the Market’s closing day, and the last day for the Grantee Organization to reimburse vendors for redeemed Incentive is one month after the Market’s closing day.
c) Incentive Distribution to Customer 
· [bookmark: _heading=h.1t3h5sf]The Grantee Organization will oversee Incentive distribution to customers using SNAP at the Market. 
· [bookmark: _heading=h.4d34og8]A customer at the Market will receive a value of Incentive [tokens/scrip] equal to the amount of SNAP dollars spent, up to $[xx] per market day.  
a) [bookmark: _heading=h.2s8eyo1]If SNAP benefits are accepted using an electronic model by each vendor, the Grantee Organization will monitor vendors’ SNAP and Incentive transactions to ensure SNAP sales are always greater than or equal to Incentive credits awarded.
b) [bookmark: _heading=h.17dp8vu]If SNAP benefits are accepted at a central terminal and distributed via a token-based system, the Grantee Organization will maintain records of daily distribution of [your scrip] using a standardized report form provided by [Organization Name] or a similar form with [Organization Name] permission. This form must provide a record of each SNAP transaction and Incentive distribution. 
· [bookmark: _heading=h.3rdcrjn]In seasonal markets, the last day to distribute the Incentive to customers is the last day of the Market’s season 
III. Record-Keeping and Reporting [modify for your organization’s reporting requirements]
a) Online Report
[Insert your reporting requirements here]. Reported information is final upon submission and will be used to reconcile Incentive funds. Reported information includes:
· Cash value of Incentive redeemed by participating vendors and dispersed to customers
· [bookmark: _heading=h.26in1rg]Cash value of SNAP redeemed by participating vendors and dispersed to customers
· [bookmark: _heading=h.lnxbz9]Number of SNAP transactions
· [bookmark: _heading=h.35nkun2]If SNAP benefits are accepted at a central terminal and distributed via a token-based system, number of new customers as indicated by the number of SNAP customers who respond yes to the question “Is this your first time using your EBT card at this market?”
· [Organization Name] may consider requests to adjust reports made by the Grantee Organization within one month of submission
b) Record Keeping
The Grantee Organization will maintain and keep on file the following records and provide a copy to [Organization Name] upon request:  
[bookmark: _heading=h.1ksv4uv]i. Customer Transaction Records for each market day when SNAP benefits are accepted at a central terminal and distributed via a token-based system.
[bookmark: _heading=h.44sinio]ii. Verification of SNAP sales. [Organization Name] may request third party verification of monthly SNAP sales as demonstrated by either:
i. [bookmark: _heading=h.2jxsxqh]Copy of a daily batch report from the Market’s point-of-sale device for each market day
ii. [bookmark: _heading=h.z337ya]Monthly statement from EBT merchant processor 
iii. [bookmark: _heading=h.3j2qqm3]Report from a SNAP processing application
iii. Vendor Records indicating the cash value of Incentives redeemed by each vendor each market day.  Excel or spreadsheet document with required elements of Vendor Record Sheet is allowable.
c) [bookmark: _heading=h.1y810tw]Vendor Reimbursement Records
The Grantee Organization must maintain and provide records of reimbursement payments made to participating vendors for Incentives redeemed as demonstrated by either:
i. [bookmark: _heading=h.4i7ojhp]Completed payment record column on Vendor Record Sheet provided by [Organization Name] with date, check number, and total dollar value of check. [Organization Name] only requires payment record for Incentive reimbursements.  The Vendor Record sheet must indicate the portion allocated to each market currency if the Grantee Organization includes multiple market currencies (eg. SNAP, Senior Farmers Market Nutrition Program, WIC Farmers Market Nutrition Program, credit/debit) in a single reimbursement payment.
ii. Report from the Organization’s accounting software verifying each Incentive reimbursement payment made to vendors, aligned with Incentive redemption documentation.
iii. [bookmark: _heading=h.2xcytpi]If the Grantee Organization makes cash reimbursement payments for Incentive redemption by vendors, the Grantee Organization must be able to verify to [Organization Name] that these payments were made by providing a receipt to each vendor or obtaining vendor’s signature at time of reimbursement. 
iv. With [Organization Name]’s permission, alternative forms of documentation may be acceptable. 
[bookmark: _heading=h.1ci93xb]

IV. Evaluation
· [bookmark: _heading=h.3whwml4]The Grantee Organization may opt-in to distribute a questionnaire to customers at point of sale and a survey to vendors provided by [Organization Name] during the Market’s season, and return completed surveys in an envelope provided with pre-paid postage within a month of collection. 
· The Grantee Organization will complete a year-end market manager evaluation survey.
· [bookmark: _heading=h.2bn6wsx]The Grantee Organization will allow for additional evaluation methods at the Market as requested by [Organization Name], an independent evaluation firm, or the United States Department of Agriculture (USDA).

V.  Trademark
· [insert trademark material for your organization]

VI. Report Schedule
[explain your reporting schedule and methods for turning in paperwork in the table below]

	Report Name
	Due Date
	Report Format

	Weekly Report
	
	

	Vendor Reimbursement Records 
	
	

	Customer and Vendor Surveys
	
	Grantee Organization may opt-in to participating and mail completed surveys in an envelope provided by [Organization Name] with pre-paid postage.

	Market Manager Survey
	
	




[bookmark: _heading=h.qsh70q]VII. Disbursement of Funds 
[Organization Name] will disburse funds following the receipt of counter-signed contract and a W-9 or copy of tax exempt letter from IRS for tax exempt organizations from the Grantee Organization in one of the following two methods as denoted on Page 1.
a) Single Payment: Funds will be released to the Grantee Organization in a single payment made by a check; or
b) Scheduled Reimbursement: [Organization Name] will reimburse the Grantee Organization for the cash value of Incentives spent by customers at the Market after the Organization submits complete and accurate reports. [Organization Name] will process payments and disburse funds for the cash value of electronic incentive transactions redeemed by customers at the Market within [x] of receiving a completed report from the Grantee Organization. [Organization Name] will process payments and disburse funds on a quarterly schedule. Late reports will not be processed until the next scheduled opportunity.  

VIII. Violation of Agreement
[bookmark: _heading=h.3as4poj]If Grantee Organization violates any of its duties (including failing to make timely or accurate reports) then [Organization Name] could require a refund from Grantee Organization to [Organization Name] of part of the Contract that relates to or is impacted by the breach by the Grantee Organization. [Organization Name] reserves the right to discontinue, modify or withhold any payment due under the Contract, to require repayment of expended Contract funds, or a refund of unexpended Contract funds, if, in its judgment, such action is necessary to comply with the requirements of any law or regulations affecting its responsibility with respect to the Contract. If any of the conditions of the Contract are violated by Grantee Organization, in addition to requiring a refund of the amount giving rise to the violation, [Organization Name] will have no further obligation to continue to fund the Contract.

[bookmark: _heading=h.1pxezwc]The foregoing conditions comply with [Organization Name]’s obligation under U.S. law to make reasonable efforts and establish adequate procedures to see that the Contract funds are spent solely for the purposes for which they have been granted and to obtain full and complete records on how the Contract funds have been expended. Changes in the U.S. laws or regulations may require [Organization Name] to ask that more detailed reports be submitted or other steps be taken. [Organization Name] will inform the Grantee Organization of any such changes.  If the Grantee Organization accepts the above stated conditions, please have a duly authorized representative of the Grantee Organization sign below and make a copy for the Organization’s files.  Electronic signatures are acceptable.
[bookmark: _heading=h.49x2ik5]Subgrantee represents that neither it nor any of its principals has been debarred, suspended or determined ineligible to participate in federal assistance awards or contracts as defined in regulations implementing Office of Management and Budget Guidelines on Governmentwide Debarment and Suspension (Nonprocurement) in Executive Order 12549. Subgrantee further agrees that it will notify [Organization Name] immediately if it or any of its principals is placed on the list of parties excluded from federal procurement or nonprocurement programs available at www.sam.gov.

Return original or copy of the entire signed agreement by mail to [Organization Name] at the following address:
[Address]

Or scanned and emailed directly:
To: [email address] | Subject: Signed agreement for [your program name]

[bookmark: _heading=h.2p2csry]On behalf of [your organization], I want to extend our best wishes for success in your work.

Sincerely,
[bookmark: _heading=h.a6yen3e92ah9][Organization Representative Signature]







The Nutrition Incentive Program Training, Technical Assistance, Evaluation, and Information Center (NTAE) is supported by Gus Schumacher Nutrition Incentive Program grant no. 2019-70030-30415/project accession no. 1020863 from the USDA National Institute of Food and Agriculture.
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