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Breaking News! Coming soon!  
On-line LMCP Grants Database 

 Egrants system to streamline entire process    
 Applicants apply using online system 
 grantees report online 
 LMCP manages grants online 

 Currently in production 
 Hopefully available for the start of the 2015 Funding Cycle 
 Stay tuned for information regarding getting your agency/ 

organization/ town registered 
 There will be workshops to train people how to use the 

system 
 Current grants will not be put into the system 



Reminder: Apply! Apply! Apply! 

 You’re always welcome to submit as many Pre-
proposals as you have projects that fit LMCP criteria 

 Just because your Pre-proposal is approved for the 
Full Proposal round, does NOT mean you MUST 
submit a Full Proposal 

 Projects from previous funding years frequently drop 
out, and then we have to find projects to use that 
funding 

 As always, I’m happy to discuss your potential projects 
with you, and help with your proposals 



Frequent communication with 
your Grant Specialist is good! 

 Call, e-mail, or visit any time 
(maybe not every day...) 

 Ask questions if you don’t 
understand something 

 Let me know how your projects are progressing – I 
may be able to help you head off issues before they 
become problems 

 Feel free to question our processes and procedures – 
we would love to figure out ways to improve them, and 
streamline the entire process 

 Your suggestions are always welcome.   



Setting Proper Expectations 



Agenda for today’s workshop 

 Grant Agreement 
 Project management requirements 
 Managing your grant 

 Progress reports 
 Performance Indicators 

 Financial Reporting 
 Questions 
 Wrap-up 

***Read your Grants Manual*** ***Read your Grants Manual***  



Some basics 

§306A Project Categories: 

 Land Acquisition 
 Low Cost Construction 
 
These projects have extra 

requirements  

§306 Project Categories: 

 Planning/Coordination/
Management 

 Education / Outreach 
 Applied Research 
 Emerging Issues 

***Read your Grants Manual*** ***Read your Grants Manual***  

 LMCP = Lake Michigan Coastal Program 
 GS = Grant Specialist (Maggie Byrne) 
 Everything you will hear and see today is in your LMCP 

Grants Manual.  It will help you A LOT if you read it. 



Before the Grant Agreement 

 SHPO Section 106 Review and Environmental Review 
must have been completed before you receive a grant 
agreement (for 2014, these will be required as part of 
the Full Proposal) 
 

 I’m not always copied on these documents, so you must 
forward them to me for our records 
 

 Exhibits A and B must be completed by you, to be 
inserted into the Grant Agreement (should already 
have been completed in Full Proposal) 
 

For §306A Projects: 



Do everything as early as possible 

 When you receive your Grant Agreement 
 Closely read the instructions in the e-mail 
 Read the entire Grant Agreement 
 Start it through your organization’s internal processes as 

soon as possible 
 Return to Breana in Indianapolis 
 Expect to wait 4-6 weeks before it’s completely signed 

 Once your Grant Agreement receives all of the 
necessary State signatures, we’ll let you know you’re 
free to begin your project 



Read your grant agreement!!!!! 

 The grant agreement is a contract between 
you and the State of Indiana – signing it says 
that you agree to do what you say you will 
do, for the amount of money you are being 
granted.   

 If you don’t do it, you don’t get reimbursed.  
(There is a clause in the agreement that 
explicitly states this.)  

 Initial term of Grant Agreement is no more 
than 18 months – we can’t give extensions 
until our grant receives an extension 
 



Your Grant Agreement is a contract 

Exhibit A states what you will be accomplishing with the 
funding you receive from LMCP 

 



Exhibit A - Timeline 

 “Work Products” is where you describe what your 
project will produce; i.e. what you will be required  
to accomplish with the grant funds 



Exhibit B - Budget 

 Exhibit B – you must spend the funds on what you 
say you will spend the funds  

 Breana checks your Financial Reports to make sure 
you are spending the funds on the proper line items 

 Must spend adequate match before you may be 
reimbursed 
 
 



Exhibit B - Budget 

 Some minor changes may be made after the grant 
agreement is signed, if necessary, with the 
permission of the Grant Specialist; i.e. between line 
items 

 Major changes need to be approved by NOAA – 
this ALWAYS takes time 



When can you start your project? 

 Not until ALL of the State signatures are on the Grant 
Agreement 

 Depending on the time of year, this can take 4-6 
weeks 

 If you’re anxious to start your project, let us know, and 
we can try to find out where the Grant Agreement is in 
the signature process 

 But, please wait two weeks before you start calling us 



When can you start your project? 

Do not expend any of your 
budget until AFTER your 
agreement is signed!!! 
Includes federal funds AND 
match 



Why does it take so darn long?!?!?!? 



Managing your grant project 

 Make sure you build in plenty of extra time, especially 
at the beginning!!! 

 Start working as soon as possible 
 Please check out the Grants Manual 
 There are several requirements that must be fulfilled 
 Managing your grant is part of managing your project, 

so you must make sure you are following all of the rules 
 Please keep in mind that you must complete reports 

every quarter for the duration of your grant – even if 
there has been no activity during a particular quarter 



Hiring a Contractor? Consultant?  

 You need an RFP for contracts $25,000+  
 

 Must submit to Grant Specialist before 
release 
 

 Receive three bids – must submit your choice 
to GS for approval before awarding  
 

 You need a contract – must submit to 
GS for approval before signing  



§306A  Land Acquisition projects 

 Lots of requirements for acquisition of property – good 
idea to coordinate with GS early, BEFORE you apply 

 Requires that a deed restriction or Conservation 
Easement (CE) is placed on the property, and that CE 
must be held by the IDNR 

 Must be for property that   
 (1) provides or improves public access or  
 (2) provides for the preservation of a significant 

natural resource  
 



§306A  Low Cost Construction projects 

 Must follow instructions from DNR DFW Environmental 
Review 

 Apply for 
permits 

 May be 
restrictions on: --
cutting 

 --herbicide use 
 --prescribed 

fire 
 --time of year 

these activities 
are performed 



Change of Scope or Budget 

 Minor changes may be approved by the Grant 
Specialist 

 Major changes must be approved by NOAA 
 It can be done, but making requests of NOAA 

ALWAYS takes time 



Why does NOAA take forever? 

 Initial review and approval – starts in mid-March when 
Indiana LMCP submits grant proposals to NOAA 

 NOAA approval should happen July 1, but often happens 
later than that 

 306A projects require NEPA review 
 306A projects require Federal Section 106 Review 
 Has Congress passed a budget in a timely manner? 
 Did Congress allocate as much as we were expecting? 
 This is why it is a good idea to avoid mid-cycle scope and 

budget changes.  The review process has to start all over 
again. 
 



Extensions 

 This is one of the few simple, easy things about this 
Grants Program 

 Just ask! 
 Must be requested at least 60 days before expiration 

date of grant agreement 
 You will be required to sign an amendment 
 Keep in mind that the maximum possible time frame for 

a LMCP grant project is three years 
 May continue working on project while amendment 

goes through State signatures  
 



Quarterly Progress Reporting 

***Read your Grants Manual*** ***Read your Grants Manual***  

 Quarterly reports must be completed for every quarter 
for which your Grant Agreement is in effect 

 Regardless of inactivity 
 This also applies to partial quarters 

 



Quarterly Progress Reporting 

 This is also fairly simple! 





 Take pictures! 
 Low Cost Construction Project 

grantees are REQUIRED to 
take “before” and “after” 
photos for the final report 

 Extra narrative beyond what 
is on this report form is not 
necessary – but it is 
interesting – keep it separate 
from this form 

 Think about what you want 
for your own records 
 

Quarterly Progress Reporting 



Performance Indicators Checklist 

 Another simple thing – don’t over think it! 
 Please complete those forms ONLY every 

six months, for a six month period 
 Should be submitted with the January and 

July quarterly reports 
 Recipients of Small Grants should also 

complete these forms 
 We especially NEED these reports to be 

on time, because we use them to report to 
NOAA  

***Read your Grants Manual*** ***Read your Grants Manual***  









Final Reports 

 Due 30 days after expiration of Grant Agreement 
 Basically, everything related to the project should be 

included in your report 
 We need both hard copy AND electronic copy (email or 

CD) 
 Include work products, if applicable; before and after 

photos 
 Instructions found in Grants Manual 

***Read your Grants Manual*** ***Read your Grants Manual***  



Final Reports 



Small Grants 

 Reporting requirements are basically the same, with 
exceptions noted in the Grants Manual 



Acknowledgement of Support 

 Grantee must acknowledge the support of the National 
Oceanic and Atmospheric Administration and the Indiana 
Department of Natural Resources, Lake Michigan 
Coastal Program on the title page of any publication 
written or published under this grant.  

 This is important if we wish to continue to receive 
funding. 



 Correct examples of this acknowledgement of support 
are found in the Grants Manual  

 Logos available upon request 

Acknowledgement of Support 

***Read your Grants Manual*** ***Read your Grants Manual***  



Grants Manual 

 Please read it! 
 Hard copy for those here in the room today, also available 

upon request 
 Also can be found here: 

http://www.in.gov/dnr/lakemich/files/lm-Grants_Manual-
FINAL.pdf 

 Please let me know if you see discrepancies, or confusing 
language – I will correct it 

 Reminders every quarter 
 Contact me with any questions, at any time 

***Read your Grants Manual*** ***Read your Grants Manual***  
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FINANCIAL REPORTING 

Let’s Make It Easy! 



Blank Financial Report 

I Self-Populate! 



Filled In Financial Form – 1st Payment 

Your Original 
Budget Agreed 
Upon in Grant 

Agreement 

Project and Contact 
Information 

Your Current Reimbursement 
Requests – In This Instance,  it is 
the First Reimbursement Request. 

Invoiced to 
Date and 
Balance 

Remaining 



Filled In Financial Form – 2nd Payment 

Project and Contract 
Information 

The Combined 
Amount or Total of 
What Has Been 

Invoiced 

Remaining Balance 

The Amount You Have 
Previously Invoiced – Partial 

#1 

Current Reimbursement 
Request Original Budget 



BUDGET CATEGORIES 

Per Your Grant Agreement 



PERSONNEL 

This Category Includes the Wage Expenses for PAID Staff.  
Proof of Payment Options: 
Copies of Payroll Information and Time Sheets are Required for 
All Paid Personnel Expenses. Copies of Time Sheets must be 
Prepared and Signed by Each Person involved in the Project, 
excluding Contractors. The Project Supervisor Must Also 
Countersign. 



Personnel Examples – Pay Stubs 



Personnel Examples – Time Tracking Sheet 



Personnel Examples –  
Filled Time Tracking Sheet 

Don’t Forget To Have Them 
Signed!! 



FRINGE 

This Category includes FICA,  Insurance 
Premiums, etc. Copies  of Insurance Bills 
and Payroll Deductions are Required to 
Document Such Expenses. Fringes are 
Usually Calculated as a Percentage of  
Salary Costs. 



TRAVEL 

This Category Includes 
Hotel Bills, Mileage 
Charges, Etc.  
 
 
Copies of Travel Vouchers or other 
Internal Paperwork  normally used 
by the Grantee to Verify Mileage 
Costs and Other Travel Expenses,              
(Per Diem, Special Hotel Rates) 
Should Be Submitted.  
 



Travel Voucher Examples  

Simple Format –Excel Template                              
or Complex -  Usually Government Issued 

This Paperwork Should Give the Mileage Figures 
and the Date that the Mileage was Accumulated. 
 



Gas Receipts 



Hotel Bills/Receipts 



SUPPLIES 

This Category Includes Such 
Items As Office Supplies, 
Photocopies, Long Distance 
Phone Calls and Construction 
Materials. 



Supplies Receipts 

Copies of Invoices or Cash Receipts 
For All Supplies or Services 
Purchased Are Required.  If Copies 
Are Made On Work Copier or Coin 
Operated Copier, Document By 
Alternate Means. 

If the Receipt Contains 
More Items Than Are 
To Be Reimbursed, 
Circle and Denote 
Actual LMCP or Match 
Total. 



Receipts with Indicators 



CONTRACTUAL 

This Category Covers 
Contractual Expenses, i.e., 
the Cost of Professionals 
(Consultants or Contractors) 
Engaged to Work on the 
Project on a Contractual 
Basis. This Includes 
Surveying, Engineering, 
Construction, and Items Sent 
for Printing or Publications.  
A Copy of the Signed 
Contract Must Be on File 
with the LMCP. 



VOLUNTEER TIME 

This Category Includes the Hours Donated by Volunteers. Time Sheets Are 
Required for All Volunteer Personnel. Copies of Time Sheets Must Be Prepared 
and Signed by Each Person Involved in The Project. They Must Also be 
Countersigned by the Project Supervisor. Volunteer Time Used as an IN-KIND 
Match Must Be Charged at the Rate Paid For the Type of Work Being Done. 
Wage Information Can Be Found at http://www.in.gov/dwd/inews/lmi.asp 
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Volunteer Time Sheet 

Signed And 
Dated! 



IN-KIND MATCH/OVERHEAD 

Overhead Rates May Only 
Be Used As Match. If the 
Grantee Chooses to 
Include Overhead as 
Match, the Grantee Must 
Inform LMCP of What is 
Being Used and How the 
Rate is Calculated. 

Overhead is Considered 
Ongoing or Existing 
Operating Expenses – 
Those Necessary to the 
Continued Functioning of 
the Program. 



Putting It All Together 

Reimbursement Request Packets Should Include: 
1. Cover Memo 
2. Quarterly Progress Report 
3. Financial Report 
4. Copies of Invoices, Purchase Orders, Receipts, etc. 
5. Copies of Cancelled Checks 
6. Brief Press Release Detailing Any Notable Achievements 

If Applicable, Don’t Forget –  
•Time Sheets 
•Travel Logs 
•Supplies Purchase Info 
•Proof of Match Spent 
•Publications Printed 
•Drafts of Maps or Site Plans 
•Digital Photos of Project Site 
•Correspondence 
•Drafts of Final Work Products 



QUESTIONS? 

Maybe I Should 
Just Call 

Breana…. 



***Read your Grants Manual*** ***Read your Grants Manual***  

Maggie Byrne 
Grant Specialist 
Lake Michigan Coastal Program 
Dunes State Park Annex 
1600 North 25 East 
Chesterton, IN 46304 
219-983-9912 
mbyrne@dnr.in.gov 
 

Breana Sowers 
Operations Manager 
Lake Michigan Coastal Program 
402 West Washington Street RM W267 
Indianapolis, Indiana 46204 
317-234-3985 
bsowers@dnr.IN.gov 
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