Schedule for Completion and Submission of NEP FY09 Forms
	Form Number
	Form Title
	Where to Find Form

	Complete Daily

	NEP-016
	Daily Activity Summary for Direct Contacts (keep in county files)
	www.aces.edu/nep/forms.php

	NEP-015
	Daily Activity Summary for Indirect Contacts (keep in county files)
	www.aces.edu/nep/forms.php

	Complete as Needed and Maintain in County Files

	NEP-007a
	NEP Lesson Plan for School-based Education
	www.aces.edu/nep/forms.php

	NEP-007b
	NEP Lesson Plan for School-based Education Using Little D’s Nutrition Expedition
	www.aces.edu/nep/forms.php

	Complete and Submit Monthly by the 5th Day of the Upcoming Month

(Example: Submit Monthly Calendar for January by January 5th)

	
	Monthly Calendar

(Educator Itinerary)
	www.aces.edu/nep/forms.php

	Complete and Submit Monthly with Paper Copy by the 5th Day of the Following Month

	NEP-019
	Teacher Monthly Time and Effort Record (one per teacher)
	www.aces.edu/nep/forms.php

	
	Vendor Vouchers
	

	
	Travel Vouchers
	

	Complete Monthly by the 5th Day of the Following Month

	NEP-018
	Monthly Contact Report
	S: Drive

	NEP-020
	NEP Monthly School-based Education Match Report (Time and Space)
	S: Drive

	Complete Monthly and Mail on the 10th Day of the Following Month

	
	VISA Receipt Form
	www.aces.edu/nep/forms.php

	Complete at the END of a Series Program When Evaluation is Used

	NEP-009
	Nutrition Evaluation Spreadsheet
	S: Drive

	NEP-017
	All About Students (keep in county files)
	www.aces.edu/nep/forms.php

	Complete Biannually

	
	Memorandum for the Record (to certify 100% time in NEP for 6-month period)
	Paper copy is mailed to you

	Complete Annually and Submit by August 30th

	
	Superintendent Commitment Letter
	www.aces.edu/nep/GettingStartedinaSchool.php

	Complete Annually and Submit by October 30th

	
	Teacher Salary Information Form
	www.aces.edu/nep/GettingStartedinaSchool.php


*To access the S: Drive, the NEP educator must be logged in to his/her computer and complete the following steps: click on My Computer, double click on shared on ACESAG…(S:),  double click on nep, double click on nep_educators, double click on your counties file name.

