Section 319, 104(b)(3) & 205(j) Grant Program

Invoicing 

(i.e., How do I get reimbursed?)
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Section 319 Grant Program

State Form 50067 (3-01)

Approved by State Board of Accounts, 2001

To:   IDEM / OWQ /Watershed Management Section Project ARN #:____00-000______________

From:_____________________________________

Any County SWCD 

For Period Beginning: 1/1/04

(Contractor Name)

                and Ending: 3/31/04

This report must be itemized to show: date when rendered, by whom, budget line, itemization of service or 

product with cost per item, rate per hour, rate per mile, etc., and invoice amount.

Date By Whom Rendered Budget Line Itemization Amount

1/1-3/31/2004Jane Brown Task A Salary  1,400.00 $          

1/1-3/31/2004Jane Brown Task A Fringe 475.00 $             

1/22/04Supplies Galore Task A Supplies for meetings 106.23 $             

1/22/04Super Buy Task B Digital camera   275.00 $             

3/27/04Ted Smith Task C 75% Cost Share-Buffer Strip 1,406.44 $          

1/1-3/31/2004Jane Brown Task D Salary 800.00 $             

1/1-3/31/2004Jane Brown Task D Fringe 250.00 $             

2/12/04Rooms Inc. Task D Rent Room for Workshop 100.00 $             

2/12/04Brian Duncan Task D Travel to workshop 91.84 $               

2/10/04Ace Printing Task D 500 brochures x 1.25 625

3/15/04ABC Consultant Task E Fees for QAPP & sampling 1,091.00 $          

TOTAL: 6,620.51 $          

I hereby certify that the foregoing account is just and correct, that the items and amounts reported were used

specifically for the above described project (ARN#) and that no part of same was used or claimed for any other

project.

__________________________________________________ _____________

(Signature and Title) (Date)


4/04

Paperwork associated with grant programs can be cumbersome and confusing!  This document is intended to make getting reimbursed for expenses related to your Section 319, 104(b)(3) or 205(j) grant project faster and easier!  Remember, payment of grant funds is made in arrears for actual costs incurred as work is completed, and upon receipt of required documentation.  First, we’ll introduce the forms or documents you may need to submit, then we’ll discuss each one in more detail.

Invoice

This is the document that tells us who you are, what project you’re requesting reimbursement for, and how much you want to be reimbursed (by Task).  This document must be submitted to receive reimbursement.  An invoice may be submitted as often as desired, however, we recommend submitting an invoice at least quarterly.
Itemization of Invoice Expenditures

This form describes the expenses you are requesting reimbursement for.  It must be submitted with the invoice to receive reimbursement.

In-kind/Cash Match  

This form describes the in-kind or cash match that you are providing for the project.  It does not need to be submitted with each invoice, but match must be documented in a comparable amount to grant reimbursement.  For example, if you’ve spent 40% of the grant funds, you should have documented about 40% of the required match.

Progress Report

This report describes the work accomplished for which you are requesting reimbursement.  The form must be submitted with each invoice.  The percent complete of the task should be in line with the percent of grant funds spent.

Cost-Share

There are two cost-share forms – 319A for agricultural cost-share projects and 319U for non-agricultural cost-share projects.  This form details the best management practices installed and the costs involved.  The form (and accompanying required information) must be submitted with the invoice to receive reimbursement for cost-share projects.

Invoice

· The invoice should be on the letterhead of the Contractor showing the Contractor’s name and address 

· The invoice must show the project’s ARN number (obtained from the contract)

· Expenses must be requested by Task

· Total expenses claimed for the task must be in relative proportion to the percent of work completed for that task (shown on the progress report)

· The invoice must show the time period when the expenses were incurred and for which you are requesting reimbursement (i.e., 4/1/04 - 6/30/04).  Work must have been completed within the contract term. 

· Expenses invoiced must not cause a deficit in the Task budget

· It is a good idea to have an invoice number generated by the Contractor for identification purposes

· The invoice must be signed
· Check your math!
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Itemization of Invoice Expenditures

· A complete Itemization of Invoice Expenditures Form describing the expenses you are requesting reimbursement for must be submitted with the invoice (see example on page 5) 

· The itemization of expenditures must document the date when services were rendered, by whom, the type of expenditure, and the amount
· A receipt must be submitted for equipment purchases over $100
· For subcontracted services, a copy of the subcontractor’s invoice must be submitted 
· The Itemization of Invoice Expenditures form must be signed

· Check your math!
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In-kind/Cash Match

· The In-kind/Cash Match Form (see example on page 7) must be submitted to document match for the project
· Match must come from non-federal sources and cannot include IDNR/Division of Soil Conservation Resource Specialists, Stormwater Specialists or Agricultural Conservation Specialists

· Match must be directly associated with fulfilling the tasks of the project 

· Match for someone’s time should be calculated as the money it would cost in the current market to hire the job/activity done 

· Match cannot be counted for peoples’ time at education/outreach activities – i.e., people at a field day or children/adults at an education or outreach event 

· Activities not eligible for grant funds are also not eligible for match, including food, sales tax, permit fees

· The match information must be itemized to show date service was rendered, by whom, and itemization of service 

· The match form must be signed
· Check your math!
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Section 319 Grant Program

(Non-Federal Funds Only)

State Form 50066 (3-01)

Approved by State Board of Accounts, 2001

To:   IDEM / OWQ / Watershed Management Section Project ARN #  _________   00-000

From:_____________________________________

Indiana County SWCD

For Period Beginning:   ________      1/1/04

                (Contractor Name)

                 and Ending:    _________   3/31/04

This report must be itemized to show: date service was rendered, by whom, itemization of service including rate per

hour, rate per mile, price per foot, etc., and amount of contribution. 

Date By Whom Rendered             Kind of Service and Itemization Amount

SWCD Board Meeting

1/21/04Joe Smith 0.5 hour x 18.50/hour 9.25

1/21/04John Brown 0.5 hour x 18.50/hour 9.25

1/21/04Jane Miller 0.5 hour x 18.50/hour 9.25

1/21/04Matt Johnson 0.5 hour x 18.50/hour 9.25

1/21/04Mike Jones 0.5 hour x 18.50/hour 9.25

1/1-3/31/04Jane Brown Mileage for site visits/meetings 334.07

1/1-3/31/04Any County SWCD telephone, copies 191.53

3/2/04Any County SWCD Mailing 350 brochures 129.5

Contractual Cost-Share

3/27/04Ted Smith Buffer Strip (25% landowner match) 468.81

1/1-3/31/04Stacy Jones Administrative help - 26 hrs. x 10.50/hr. 273

2/12/04Brian Duncan Workshop/training - 9 hrs. x 20/hr. 180

3/16/04Local WWTP Sample analysis for 5 sites x 5 parameters 500

TOTAL: 2,123.16 $          

I hereby certify that the foregoing account is just and correct, that the items and amounts reported were used

specifically for the above described project (ARN#) and that no part of same was used or reported as in-kind or cash 

matching contributions to any other project.

__________________________________________________ _____________

(Signature and Title) (Date)


PROGRESS REPORT FORM
A progress report must be submitted with each invoice.  The progress report must detail the work completed for each task for which expenses are being invoiced.  The approximate percent complete for the task must be included in the report.

The Agency Review Number (ARN) is permanently assigned to each contract.  In order to insure the proper processing of this report to the related project, the ARN should be noted.  (The ARN is generally found in the upper right-hand corner of the contract).

The Project Name lists the name given to the project by its sponsor.

The Project Sponsor is the name of the sponsoring organization.

The Date Report Prepared line should reflect the date the report is prepared for submission.

The Report Period should reflect the dates that apply to the period of time during which the work described in this report was completed (i.e., October – December 2003).

The Report Completed By line should contain the name and phone number of the person preparing this report.

The Report Narrative should include as much information as possible linking the work performed during the quarter to each of the specific tasks detailed in your agency's contract with the IDEM (Section 1). 

· Please type the entire task as stated in your contract in the TASK section. 

· Complete the ACTIVITIES section detailing activities completed this to fulfill the task for which you are requesting reimbursement.  Attach supporting documentation including, but not limited to, newspaper articles, brochures, flyers, meeting notices, and any information that would support or authenticate the progress of performance relating to the terms of the contract.  

· Provide an estimate of the percentage of completion for each task.

· Use as much space as necessary to complete the narrative report.

· Submit an electronic copy of the Progress Report Form (with your invoice) to the Watershed Management Section

SECTION 319, 104(b)(3), 205(j) GRANT PROGRAM

PROGRESS REPORT FORM

ARN:
_________________________________________________________________
Project Name: ___________________________________________________________

Project Sponsor: _________________________________________________________


Date Report Prepared:
 ____________________________________________________

Report Period:
___________________________________________________________


Report Completed by:
_____________________________________________________

TASK A

ACTIVITIES

APPROXIMATE PERCENT COMPLETE  - 

TASK B

ACTIVITIES
APPROXIMATE PERCENT COMPLETE  - 

TASK C

ACTIVITIES
APPROXIMATE PERCENT COMPLETE  - 

TASK D

ACTIVITIES

APPROXIMATE PERCENT COMPLETE  - 

SAMPLE PROGRESS REPORT NARRATIVE
TASK A
The Contractor shall hold at least two (2) workshops and two (2) field day tours to highlight BMPs so farmers, media, community officials and the general public can learn about effective BMPs associated with livestock waste management.

ACTIVITIES

A field day on liquid manure injection in various tillage and residue systems was conducted on September 25th.  Featured speakers were John Doe with Doe Equipment, pork producer and avid manure injector-David Deer, Jim Brown with the County Extension Service, and Lee Jones, County Animal Waste Management Specialist.  The features and benefits of the liquid manure wagon and injection system were explained.  Mr. Deer discussed his experience as a swine producer utilizing manure in an injection system.  Mr. Doe spoke about capitalizing on the nutrient value of liquid swine manure in relation to nitrogen incorporation into the soil.  Injection Demonstration Plots showing different application amounts in various tillage and residue systems were reviewed and discussed.  A total of 15 individuals including livestock producers, equipment representatives, and agency personal, attended the field day. 

APPROXIMATE PERCENT COMPLETED  - 25%

TASK B
The Contractor shall collect water samples weekly from April through September from at least twenty (20) sites in the Clear Creek watershed.

ACTIVITIES:

Water sampling began on April 1 and was completed in late September.  This season we sampled at 22 locations. One site in mud creek had bridge reconstruction and had to be abandoned for several weeks. This site (129) was replaced by another sampling site (144) for the duration of the road closure. Upon completion of the construction we returned to the original bridge site.  All 2003 data has been entered into the computer system.  Plans for the winter season include analysis and production of reports based upon the 2003 data.

APPROXIMATE PERCENTAGE COMPLETED  - 100%

TASK C
The Contractor shall establish a watershed group and conduct stakeholder meetings at least quarterly to get input on the development of the watershed management plan.

ACTIVITIES
Meetings of the Clear Creek Watershed Planning Group were held on July 16, August 13, and September 4.  The July meeting included a presentation of the outline of the plan, as well as an explanation of the use of the plan in guiding further activities in and around the watershed.  Those present at this and the following meetings became the core of the steering committee.  The attendees wished to begin by working directly as a group on the “problem” section of the watershed plan, i.e. defining problems, critical areas and stressors to the creek.  Meetings in Aug. and Sept. were used to continue this work. 

APPROXIMATE PERCENTAGE COMPLETED  - 10%

TASK D
The Contractor shall submit articles to the local media and send mailings to stakeholders no less than quarterly.

ACTIVITIES:   

1 newsletter and 1 Press were issued this quarter (attached).  The Newsletter went to 446 recipients in Clear Creek Watershed. The Press Release went to 46 media contacts.   Total:  5 newsletters and 5 press releases

APPROXIMATE PERCENT COMPLETE - 75%

Cost-Share 

· Cost-share documentation must include a complete 319A or 319U Cost-Share Form (this includes all required information and signatures).  See Instructions for Completing Form 319A or 319U for help in completing this form

· The cost-share form requires that the following additional information accompany the form: Nutrient and Pesticide Management Plan checklists (319A only), a map of the area showing locations for all practices, copies of bills or receipts for each practice, and pollutant load reduction estimations, if applicable.  It is recommended that the IDEM/Region V Pollutant Load Reduction Model be used and the worksheets from this model submitted with the cost-share form.  See your Project Manager for more information.    

· The Total Section 319 Cost-Share Amount shown in Section D of the form is the amount that you may invoice.  The remaining amount, up to the total eligible cost, may be documented as match

· Cost-share funds may not be used for the following:

· Incentive payments

· Land payments

· Agricultural equipment for individuals (modification of existing equipment is allowed).

· Yield losses

· Projects focused on water quantity rather than quality

· Wetland mitigation sites

· Practices not sanctioned by IDEM or a partner agency of IDEM

· Practices not installed in accordance with standards and specifications developed by NRCS, IDNR or other recognized standards

· Sales tax

· Practices which fulfill permit requirements 

Other Things You Need to Know:

(
If the invoice or backup documentation is not complete, it will delay the processing of your invoice.  

· There must be an approved subcontract on file before subcontracted services will be reimbursed

· There must be an approved QAPP on file before monitoring activities will be reimbursed

· Ten percent of the grant funds or $10,000, whichever is less, will be withheld until a complete final report is submitted

· Section 319 funds may not be used for the following:

· Dredging, drainage or flood control activities

· Work required by regulations or permits such as NPDES permits

· Permit fees

· Food at meetings or other events

· Sales Tax

· Office furniture 

Invoice Processing Procedures

Invoices should be sent to your Project Manager.  They will review the invoice and accompanying documentation to be sure the information is complete and accurate, including whether expenditures are appropriate for the project and work was completed within the contract term.  If there are problems or questions about your invoice or documentation, your Project Manager will contact you.  Once the invoice is determined to be acceptable, the Project Manager signs it and forwards it through the process.

Several other people review and sign the invoice before it is finally/officially approved, including the Project Management Team Leader, several people in the Operations Section of the Office of Water Quality, and the IDEM Accounting Dept.

You should receive a check 4-6 weeks after submitting your (complete) invoice.  
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