DGLVR Webinar

CDGRS Quarterly
Report
Preparation

If you are reading this, then you are successfully seeing the webinar
video. Webinar audio should be automatic through your computer,
and options can be accessed in the “audio options” button on the
bottom left. If you are having audio issues, or are in a location
where listening via phone is preferable, audio is also available on
the CDGRS conference line at: 866-823-7699.

For technical assistance, call: 814-865-5355 @ PennState Zoom




© osa Q&A

You asked:

Can you think of an example question?

Steven Michael Bloser zn=were
Mo, | can't!

Note you can ask a

question anonymously

Send Anonymously

For audio via phone: 866-823-7699
For technical assistance: 814-865-5355




Roy will be presenting via the call-in phone line.

For those who called in, please mute your
computer and your phone so that we can avoid
any potential feedback and random office sounds.

Thank You!!!

For audio via phone: 866-823-7699

For technical assistance: 814-865-5355



CDGRS Quarterly Report
Preparation

A Mate Conservation i

Dt Grpenl, & Low-Voderse Roads Mabitenme Form

$-Year Agreemant Update:
Fioancial Statement and Quarterly Report Checklist

Tog Vcrarg Ao e b Wt ot e b 1 St et L Comaed e leter P Wadnerdoy fety 29 M1R

P b iy S P . P, i 04 bl § Sl ot Tt g T b 6, Bt B 0t

e dou by L end ‘o 13 Advamce Swvmest w208 be Dracaed Wl ¥ we gt T redont

Lacal ¢ a0 Jure 322018
Tokal of ail ancathed wyrrants made prior £ fune 30,

Ralance of &

wde price 30 Jane

g o of Jure

e s e S, s 120 0 8 G At Tt P G Ve o T3
BT T p—

Ken Corradini, CDGRS
Roy Richardson, SCC

el U A e

r Di?tr a“nd Gravel Road Stu&ieg



Quarterly Report Preparation

This is NOT a Quarterly
Report Training!!!!

Webinar Trainings to begin next Tuesday

Schedule posted at the end of this presentation



Quarterly Report Preparation P
Replenishments

* Hand written replenishments are no longer accepted

* Generated automatically within the system
* Automatically submitted for each quarter

e Separate replenishments for Dirt and Gravel and Low
Volume

e Districts responsible for reporting replenishments as
income in future quarters

— Why the #5%@ do we have to do that????

Replenishments

Potential Claim: $

Available Funds (Cur): $

Available Funds (Prev): $

Amount Requested: $




Quarterly Report Preparation

District Manager Responsibilities

e Submit Quarterly Report in the GIS Mapper

— By submitting the quarterly report, the District Manager is
SIGNING the replenishment report

* Keep track of your technician’s activities
e User-ld and Password required

— Must attend a training session to obtain user-id and password

* Will be able to track the status of replenishments via
automated email
— Submitted
— Accepted
— Replenishment Processed (i.e., document number)



Quarterly Report Preparation

District Manager Responsibilities

* Can anyone else submit the #S%@ quarterly
report????

— Yes, but not your technician

— Must be a district employed financial or office
UEREIED

— Cannot be a sub-contractor

— If a financial or office manager is delegated, be sure
to share the activity report with your manager

* Send a written request including the delegate’s
name to Roy Richardson.



Quarterly Report Preparation e
Reporting Expenses

* Projects
e Administration

e Education

Program Expenses

Administrative: $

Education: $

Projects: $




Quarterly Report Preparation P
Reporting Expenses

Projects

* Must enter all Project Payments into the GIS
Mapper via the Contract Editor

* Automatically appears in the Quarterly Report



Quarterly Report Preparation e
Reporting Expenses

Administration and Education

 Must enter sum total for each in the Quarterly
Report
* Dirt and Gravel and Low Volume are separate

 All documentation must be made available
during QAQC visits

* Expenses must be reported in the quarter they
are billed out of each Program account



Quarterly Report Preparation P
Reporting Expenses
Administration and Education

* Scenario 1 - Your District bills out ALL expenses
directly from the Program account.

* Do | report these expenses for current quarterly
report?



Quarterly Report Preparation e
Reporting Expenses
Administration and Education

e Scenario 1 - Your District bills out ALL expenses
directly from the Program account.

* Do | report these expenses for current quarterly
report?
Yes!!!

These are actual expenses withdrawn during
the quarter to be reported. They can also be
documented.



Quarterly Report Preparation P
Reporting Expenses
Administration and Education

e Scenario 2 - Your District bills out salaries from a

general account but other expenses directly from
the Program account.

* Dol report these expenses for current quarterly
report?



Quarterly Report Preparation P
Reporting Expenses
Administration and Education

e Scenario 2 - Your District bills out salaries from a

general account but other expenses directly from
the Program account.

* Dol report these expenses for current quarterly
report?

Yes, sort of...



Quarterly Report Preparation e
Reporting Expenses

Administration and Education

...50 why sort of?

The other expenses are withdrawn during the quarter to be
reported. They can also be documented.

If the salaries are reimbursed from the Program account to
the general account during that SAME quarter, then they
would be reported. Otherwise they are reported in the
Quarter that they are withdrawn from the Program
account.



Quarterly Report Preparation P
Reporting Expenses

Administration and Education

e Scenario 2 example a:

— District pays salaries from the general account for the
July 1 — September 30 Quarter.

— They reimburse from the Program account to the
general account on or before September 30.

* Do they report these salary expenses in the July
— September Quarter?



Quarterly Report Preparation P
Reporting Expenses

Administration and Education

e Scenario 2 example a:

— District pays salaries from the general account for the
July 1 — September 30 Quarter.

— They reimburse from the Program account to the
general account on or before September 30.

* Do they report these salary expenses in the July
— September Quarter?

) (=1



Quarterly Report Preparation P
Reporting Expenses

Administration and Education

e Scenario 2 example b:

— District pays salaries from the general account for the
July 1 — September 30 Quarter.

— They reimburse from the Program account to the
general account after September 30.

* Do they report these salary expenses in the July
— September Quarter?



Quarterly Report Preparation P
Reporting Expenses

Administration and Education

e Scenario 2 example b:

— District pays salaries from the general account for the
July 1 — September 30 Quarter.

— They reimburse from the Program account to the
general account after September 30.

* Do they report these salary expenses in the July
— September Quarter?

No!!



Quarterly Report Preparation P
Reporting Expenses

Administration and Education

...50 why no?

The salaries are considered spent via Program funds only
when withdrawn from Program funds.



Quarterly Report Preparation P
Reporting Expenses

Administration and Education

* Report total expenses for all quarters that were
billed in the current quarter to be reported.

— Example: July 1 — December 31 salaries are reimbursed
from the Program account to the general account on
January 7. These 6 months would be reported in the
January 1 — March 31 Quarterly Report because that is
when the expenses can be documented.

* For the Quarters that you do not have admin or
education for, leave the amount at SO in their
respective fields.



Quarterly Report Preparation e
Reporting Expenses

Take Home

A Program expense iIs NOT a
Program expense until it is
PAID for by the Program!!



Quarterly Report Preparation P
Reporting Income

e Advances

* Replenishments
* |nterest
e Other

Program Income

SCC Advance:

SCC Replenishment:

Interest Earned:

Other:




Quarterly Report Preparation P
Reporting Income

e Advances

— Report Advances in the quarter you received them
* Replenishments
* Interest
* Other



Quarterly Report Preparation R
Reporting Income

e Advances

* Replenishments

— Report Replenishments in the quarter you received
them

* |nterest
e Other



Quarterly Report Preparation

Reporting Income

e Advances

* Replenishments
* |Interest

— Report Interest on a quarterly basis if possible

— Otherwise, report interest in the quarter you receive
your statement

* For the Quarters that you do not have interest for, leave
the amount at SO

e Other



Quarterly Report Preparation R
Reporting Income

e Advances

* Replenishments
* |nterest
e Other

— Report all other income in the quarter you received
them (i.e., municipality returns an advance payment)

— You are required to list the source(s) of other income
in the Activity Report section



Quarterly Report Prep - I
Uncommitted Funds

 Uncommitted funds are calculated in each
quarter

* Represents the amount of money you currently
have available to spend on projects, admin, and
education.

Spending Status

Current Balance: $
Committed Remaining: $

Uncommitted Balance: $




Quarterly Report Prep ___________________
Tracking “Old Money” Spending

* All Districts have an “Old Money” balance that
they need to spend by June 30, 2019

— “Old Money” Balance = June 30, 2018 Starting
Balance + Money in Harrisburg not received by June
30, 2018
e Balance is reduced by the amount spent during
each quarter until balance is zeroed out.

Previous 5-Year Agreement

"Old Money” Balance: $
Currently Spent: %

Balance Remaining: $



Quarterly Report Preparation R
Annual Summary Report

* Do we still need to complete a #S%@ annual
summary report????
— Yes!!l
— Why? The ASR calculates the District’s spending for

the previous year which is used to determine
whether or not you receive a new allocation.

— Also this is where the District reports their limestone
cost estimate as required by law

* Due January 15



Quarterly Report Preparation R
Webinar Training Agenda

* 7 Trainings held during last week of September

— Each webinar limited to a max of 10 counties

— Registration available on the Webinar’s page of the
CDGRS website

osn I o
@ PennState -

Center for Dirt and Gravel Road Studies

Webinars

The Center periodically presents topic-specific webinars directed at Conservation District
personnel. Webinars begin promptly at the scheduled time and typically include 20-30 minutes




Quarterly Report Preparation e
Webinar Training Agenda

e Topics Include:

— Site Login and Password Change
— Viewing the Quarterly Report

— Overview of the Quarterly Report Tabs (Programs,
Activity Report, Managers)

— Completing the Quarterly Report (Techs)
— Submitting the Quarterly Report (Managers)

— Tracking the status of the Quarterly Report once it
has been approved

— Receiving your Replenishment



Quarterly Report Preparation e
Quarterly Report Timeline

* September 19: Four repeated Quarterly Report Sessions in
Indiana (workshop)

* September 24: Webinar — Repeat of QR Session at
Workshop

* September 25: QR Training Webinars — 10 am & 2 pm
* September 26: QR Training Webinars —10am & 2 pm
* September 27: QR Training Webinars —10am & 2 pm

* September 28: QR Training Webinar — 9 am
— Potential 11 am webinar if needed

* October 1: Quarterly report able to be submitted
* October 15: Quarterly report due in new system



Quarterly Report Preparation




Quarterly Report Preparation

Oops....We are out of time ;)



