Request Process

Step 1: Request Approval (before Purchasing)

Email your state’s Regional Trail Coordinator (RTC) with the tools or supplies you'd like
to purchase from the reimbursable items list below, including item, vendor and
estimated cost including shipping. Note the special processes outlined for some items.

Step 2: Wait for written approval from your RTC before placing any orders.
Purchases made without prior approval will not be eligible for reimbursement.

Step 3: Purchase Tools or Supplies
Once you’ve received approval, you may move forward with the purchase. Be sure to
check with the vendor about tax exempt purchasing.

Step 4: Submit for Reimbursement
After the purchase is complete, email your RTC with:
e A completed NCTA Expense Report Form, including Chapter or Affiliate name.
Under funding source list "149.9 NPS Tools & Supplies"
e A scanned copy or clear photo of the itemized receipt(s)

Your RTC will review the request and forward it to the Finance and Operations Manager
for processing and reimbursement.

Reimbursable Items

e Flagging tape or pin flags
e Clinometers
e Hand tools including: pulaski, cutter mattock, pick mattock, pruning saw, bow
saw, pole saw, shovel, hazel hoe, axe, McLeod, sledge hammer, peavey, digging
bar, rock bar, bark scraper, loppers.
e Paint
To Purchase Paint
1. Call Nelson Paint Company at 906-774-5566
2. Give account # NORS8O for the North Country Trail Association (zip code:
49331)
3. Request “boundary blue brush type paint”
4. Provide contact info, shipping address, and credit card number

If you do not order paint from Nelson Paint Company, ensure the color is
Pantone 306 for consistency across the trail.

e Carsonite Posts and Drivers
To Purchase Carsonites and Drivers
1. Complete the and email it to CarsoniteOrders@valmont.com


https://northcountrytrail.org/files/trail-management/NCTA-Carsonite-Form-2026.pdf

Page 1: Only need to complete the following fields: date, order placed
by, Chapter/Affiliate name, shipping address, quantity of each item. All
pricing includes shipping.

Page 2: Complete all fields.

2. If you do not have access to email, please call 803-947-9421 and
reference customer number 28440. Reference the order form for item
numbers and pricing.

3. Credit card information must be provided at time of purchasing. Electronic
signatures are acceptable on the form.

Contact your RTC if your needs are different than the above. Signage, brochures and
Personal Protective Equipment (PPE) are available through the National Park
Service form, available here and also located in the Volunteer Resource Center. For
mowers, trailers and other large purchases; please consider NCTAs quarterly field
grants program. Also note that chainsaws are not reimbursable by the NCTA or NPS.


https://forms.office.com/pages/responsepage.aspx?id=urWTBhhLe02TQfMvQApUlMq-5Fs0k_JOkxgstsPrz5pUNEY0T0tWOFMwVU5ISU9PNjlQTFpFN0lJSi4u&route=shorturl

