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What is Furniture, Fixture and Equipment.

Furniture, Fixtures and Equipment (FFE) is defined as the moveable items for a building that
have no permanent connection to the structure or utilities. In other words, if you remove an item
of FFE it won’t damage the structure of the building. The items may not be consumable materials
like art supplies or paper goods and must have a lifespan of three years at a minimum.

Grantees should review the below checklist to ensure that all required documents
are submitted to have their FFE Disbursement request processed as quickly as
possible.

Only purchase items that are eligible for reimbursement. NJEDA will review all receipts to
confirm eligibility.

NOTE: Ineligible items, including corresponding sales tax, are excluded from the transfer
amount listed on the requisition form.

If you are buying items online, orders must be shipped to the Child Care facility that has
been approved for the grant.

HOW TO QUICKLY GET YOUR FFE
SUBMITTED AND APPROVED

Save each receipt and label:
PROD#, Name of Company and
date of purchase.
Example: PROD-1111111 Amazon
102524
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Receipts must clearly show the
following:

Vendor Name

Delivery Address (must match the Child
Care facility address listed on grant.)
Date of purchase

Itemized list of all items purchased and
quantity of each item.

Unit Price

Total Amount Paid (balance should be zero
or show no balance).

If there is an unpaid balance on the
invoice, proof of payment method must be
provided (e.g., credit card, bank
statement).

If you received a “Line of Credit” from a
store or bank, they MUST submit the
following: Finance/Loan Agreement or
Contract.

For Permits (not included in the
contractor’s quote) or Approved

Installation of FFE, you must provide proof of payment to approved non-Public Works contractor, totaling
less than $2000, in the form of: Electronic Purchase Confirmation, Cancelled Check, Bank Statement,
Credit Card Receipt or Statement or Paid Invoice.

SUBMIT YOUR
PHOTO

e Take a group photo of all eligible items that are listed on the receipt.
e For example, if Amazon Receipt #1 has 10 items, unbox all items and take a clear

photo of ALL 10 items.

e NOTE: Pictures must show the FFE items outside of the boxes and installed/placed in

the facility

e Save group/individual photos and label: PROD#, Name of Company Photos and date

of purchase.

e Example: PROD-1111111 Amazon Photos 102524

e See photo examples below







NOW IT'S TIME TO SUBMIT FOR PAYMENT

FFE Requisition Form - only the Grantee can sign the form under “Completed by”.

e Upload your FFE Requisition Form, each FFE receipt with accompanying photos and a

voided check (only for your 15t FFE request) to your secure Document Submission
Link.

e You can find this link on your “Project Introductory Email”.

e Email your GPS Specialist and let them know that you have uploaded a FFE
Disbursement Request

e FFE Disbursement requests may take up to 14 business days for processing.

Grantee Resources

These resources are all available in direct communication from the EDA Childcare team.
To help you work smarter, not harder, we have included the most used documents below.


https://www.njeda.gov/wp-content/uploads/2024/09/FFE-Requisition-Form_8-22-2024.pdf

Click the links below for more information.

FFE Cheat Sheet

What to expect in
December

e Project Changes
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