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Reimbursement Request Instructions — State & Local/NRCS-EQIP

Expenditures incurred after a fully-executed contract has been issued that are detailed in the grant
contract budget are eligible for reimbursement. Allowable expenditures are expenditures associated
with the work performed for a specific invoicing cycle that are in accordance with the most recent
version of the DWR-approved contract scope of work and budget sheet for the project. Grantees/Co-
Grantee’s are required to track project expenses using the most recent version of our Reimbursement
Tracking Summary spreadsheet. All required reimbursement forms can be downloaded from our
website under the Reimbursement Requests heading.

Reimbursement Timeframes

Reimbursement requests can be submitted no more frequently than monthly but shall be submitted at
least quarterly, or every three months once reimbursable project expenses are incurred. DEQ will
normally reimburse the Grantee or Co-Grantee electronically or by mailed check within 30 days of
receipt of a completed reimbursement payment request, provided the expenses are in accordance with
the budget/contract information, or as amended. Processing times may take longer for the following
situations: 1.) if the information submitted by the Grantee/Co-Grantee is incomplete or
erroneous; or 2.) during DEQ fiscal-year end financial closeout activities in June. Payments for
reimbursement requests submitted after May 31 are generally not made to the Grantee/Co-
Grantee until mid-July. Per DEQ contract requirements, 10 percent of the grant award shall be
retained until a close-out site visit has been completed and any remedial or compliance actions
identified during this close out inspection have been fully addressed by the Grantee/Co-Grantee.

= Effective For Spring 2021 Application Cycle projects and subsequent: A quarterly status
update shall be emailed to the DWR Grant Administrator for any quarterly cycle, or three-month
period, in which a reimbursement request was not submitted. This requirement will become
effective once project expenses have been incurred during the grant contract period.

Administrative Costs

Reimbursable administration costs include only those reasonable costs of labor needed to comply with
the general conditions of the DEQ grant contract such as the direct labor costs associated with preparing
reimbursement requests and conducting overall project management. Additional reimbursable costs
can include professional services contracted by the Grantee/Co-Grantee or compensation to the
Grantee’s/Co-Grantee’s independent contractors (e.g., temporary office support), payable at the
Grantee’s/Co-Grantee’s actual cost rate. Costs not eligible for reimbursement include sales tax, audits,
direct phone costs, direct postage costs, grant recipient’s overhead (indirect) cost, including, rent,
utilities, insurance costs, facility costs, general office, general phone and general postage costs.

» Effective For Spring 2021 Application Cycle projects and subsequent: A completed
Administrative Statement of Time form will be required to account for all administrative time for
each reimbursement request.
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In-Kind Contributions
If the Grantee’s contributions include “In-kind” contributions listed in the most recent version of the
grant contract budget completion of the documentation listed below is required.

o For Grantee staff time: Individuals name, title, hourly rate, and number of hours
o In-kind Statement of Time

e For Grantee equipment: Hourly rate and number of hours
o In-kind Equipment/Materials

e For donated property: Appraisal, HUD Settlement Statement, copy of recorded conservation
easement, or documented tax value, plat map.
o Basis For Claimed Value of Land Transfers

Land Acquisitions and Transfers

Grant funding and reimbursements for land acquisitions are only eligible for water-based recreation
projects. The costs associated with land acquisition or donation for non-Water-Based Recreation
projects can designated as In-kind match for the project. Reimbursements associated with In-kind land
donations require copies of land valuation and transfer documentation such as: a current or recent
certified appraisal, HUD Settlement Statement, conservation easement deed and official municipal GIS
valuation showing the current property tax valuation assessed by the County Tax Assessor’s Office.
DEQ will not reimburse any portions of land purchases that exceed 10% of the appraised land value
but will reimburse up to a maximum of $20,000 beyond the appraised land value.

Appraisals are required for land transfers if the total value of any given parcel exceeds $100,000. The
appraisal shall be performed by an independent certified appraiser acceptable to, and consistent with
regulations and/or policies of the State Property Office. The value of land/easements can be used as
In-Kind match if donated for the project, not property currently owned by the local government or with
easements currently in place. Completion of DWR’s Basis For Claimed Value of Land Transfers form
is required for land transfers or donations.

Invoices and Supporting Documentation

Invoices or other supporting documentation such as Administrative/In-kind Statements of Time,

another grant contract agreement or land transfer forms must be provided that support all contributions

listed on the reimbursement tracking spreadsheet submitted for each reimbursement request. DWR

requests that a single document in Adobe PDF format be submitted for each reimbursement

request that includes a cover letter and supporting documentation. Invoices shall be provided in

the order they are listed in the tracking spreadsheet to facilitate more efficient review and

processing of reimbursement requests.

= Effective For Spring 2021 Application Cycle projects and subsequent: All project-related
invoices, receipts, and/or supporting documentation such as another grant contract agreement,
including that related to the grantee’s matching funds listed in the most recent DEQ-approved
project budget, shall be submitted and should generally reflect total project costs at project close
out. Any matching funds reported for an individual reimbursement request shall be
supported by copies of invoices and cashed checks and/or other supporting documentation.
These matching funds must be for activities necessary for the completion of the project.
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DWR understands that there may be situations where this may not be reflected, such as with larger
projects that have multiple sources of local, state and federal funding, or if invoices reflect only a
portion of materials purchased for the project. For those situations, the Grantee shall complete the
Grant Match Summary sheet that clearly lays out the different funding sources tied to each invoice.
Additionally, invoices that are tied to multiple grant funding sources, or that only have a portion
of expenses that reimbursement from DEQ is being requested for, shall be annotated to clearly
show the contribution (match) allocations.

Budget Changes

If any changes to the approved grant contract budget are necessary, the Grantee shall email a request
in writing to the DWR Grant Administrator. If the budget changes are approved by DWR, an
amendment to the existing DEQ contract will also be required. Unapproved changes may not be
eligible for reimbursement.

Submission of Reimbursement Request
A complete reimbursement request submittal shall include the following documentation:

1) A Cover Memo/Letter signed and dated on the Grantee’s official letterhead that lists:
a) DEQ Contract Number
b) total amount of the reimbursement request
c) actual cost (expenses) by approved budget categories
d) total amount spent on the project to date

2) Copies of all subcontractor invoices, WRDG Administrative/In-kind Statements of Time, or
other documentation for materials, services and other project costs. Invoices shall include a
brief description of the work performed for each budget category task.

3) A completed Reimbursement Tracking Summary spreadsheet. Please use the Nonfederal sheet
for projects that do not include any federal funding. Please use the Federal sheet if the project
involves federal funding. Please use the NRCS-EQIP sheet for stream restoration projects that
include cost-share funding through this federal funding program.

The reimbursement request and supporting documentation shall be emailed to:

NC Division of Water Resources
Attn: Amin Davis

1617 Mail Service Center
Raleigh, N.C. 27699-1617
Amin.Davis@ncdenr.gov
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