Financial Training
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Introduction s SCC

* Why talk about finances?

* Practicality
» Keeping track of money tells us how much we have left to spend

* Accountability
e Grant funding must be spent responsibly to continue receiving funds
* Beresponsible with tax dollars

* To help conservation districts do good work
* Funding is required to pay staff, pay bills, and fund projects

* Helping districts track and use funds appropriately helps achieve the
conservation goals we care about




Introduction

Improve local land use AND water quality




Introduction s SCC

County Conservation District Total Staff Support &
Project Pass Through Funding by Fiscal Year

(Based on PA State Agency Program Allocations and Reported Fees
Collected & Project Awards/Allocations/Approvals)
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Introduction e SCC

DGR Funds Spent
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Introduction . SCC

LVR Funds Spent
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Introduction

Need for 44
Accountability !

\ Simplicity and
* “ Local Control



https://outdoors.com/most-dangerous-tightrope-walks-in-the-world/

| (5) !n' addition to the duties and powers herein conferred upon the
commission, it shall have the following duties and powers:

(¢c) To approve and coordinate the programs of the conservation
districts or projects; to apportion among the several districts or to any
agency of the Commonwealth, the United States or cooperating
organizations any funds allotted from State, Federal or other sources; to be
responsible for the expenditures of such funds by the districts; and to
establish standards for conservation district audits; '




Introduction . SCC

§ 9106. Dirt; gravel and low volume road maintenance.

(D) State Conservation Commission. The State Conservation Commission shall:
(1) Adopt performance standards
(2) Provide for a system of audit.
(3) Annually assess the program and annually report to the Transportation Committee of the
Senate and the Transportation Committee of the House of Representatives on its acceptance
and effectiveness. The State Conservation Commission shall be entitled to withhold and
expend the costs of the audit and report preparation up to the maximum limit of 2% of the

funds administered.




Introduction s SCC

* Quality Assurance/Quality Control (QAQC)

* SCC reviews each County Conservation
District DGLVR Program once every 3 years

e Review is conducted in multiples remote
and in person sessions
* Review consists of 3 main parts:
* Projects
* Administrative / Functionality
* Finances




Introduction

* Quality Assurance/Quality Control (QAQC)

* Educational opportunity:

* Allows SCC to assess district staff understanding of Program
goals, policies, technical skills, etc.

* Districts are educated about what they are doing well and
areas for improvement

e SCC learns areas for Programmatic improvement

e Districts provide feedback to SCC on how the Program is
working




Introduction sme-. SCC

How to make sure your conservation district does
well on the financial portion of your QAQC:

Follow the guidance in this training!
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* DGLVR Program Overview

* DGLVR Policy and Tracking Funds
 Documenting DGLVR Funds

* Reconciling Accounts

* Budgeting and Spending Requirements
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* DGLVR Program Overview

* DGLVR Policy and Tracking Funds
 Documenting DGLVR Funds
* Reconciling Accounts

* Budgeting and Spending Requirements




DGLVR Program

* Provides grant funding for public roads that impact
streams

* Focuses on managing water on roads
* Prevent road material from washing into streams
* Reduces maintenance needs and costs

* Improves water quality




-

roads are paved and have

ic volume

7

Low Volume
low traff

o

icles per day)

(500 or less veh

v










Solutions u. SCC

- SLUE COvIADr VATRNY SO PEEEn
2 R A LR

BEFORE

Water Flo

Ry el




St Covne o COmmiEg




O u tI i n e Pennsylvania
o St oV Ao COeramiss

* DGLVR Program Overview
* DGLVR Policy and Tracking Funds

 Documenting DGLVR Funds
* Reconciling Accounts

* Budgeting and Spending Requirements




DGLVR Program e SCC
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DGLVR Administrative Manual b ;. ;umnd-mcmhn Cobemigi

Approved by SCC 5/10/22 G"a‘fﬂl and Low V 1“ e
Revised May 2023 (DSA spec update) ; Mamtenané'e ’mm ‘”
1)  Introduction dmlnlStme

2) SCCRole

3) Conservation District Role

4)  Quality Assurance Board Role

5) Applicant Role

6) Center for Dirt and Gravel Roads
7)  Additional Policies

8)  Permits and Other Requirements
Appendices

Available online.
Hard copies sent on request.




DGLVR Program s SCC

DGLVR Administrative Manual

Approved by SCC 5/10/22 3) District Role

Revised May 2023 (DSA spec update) Over 7 of manual

1) Introduction

2) SCCRole Receiving Funds

3) Conservation District Role Accounting for Funds

4) Quality Assurance Board Role Dispersing Funds to Grantees
5)  Applicant Role CD Educational Opportunities

6) Center for Dirt and Gravel Roads
7) Additional Policies
8) Permits and Other Requirements

Education/Training by CDs
Program Eligibility
Administering Projects

Appendices
GIS system
Available online. Quarterly Reports
Hard copies sent on request. Annual Reports




State Conservation Commission:

provides funding to county conservation districts
Establishes statewide DGLVR policy

County Conservation Districts:

Receives funds from SCC

Establishes local policy and runs local grant program
Uses funds for eligible expenses

Pays project funds to grant recipients

Local Road Owners:

Apply to conservation district for DGLVR grants
Constructs project or hires a contractor
Receive grant funds from conservation district
Buys supplies, pays contractors, etc.



. SCC Penn State Center for Dirt and Gravel Road Studies:
e — e Receives funding from SCC DGLVR Program

PENNSTATE

Center for Dirt and Gravel Road Studies

Provides education and outreach for the
DGLVR Program, including:
. * Environmentally Sensitive
St Maintenance (ESM) Training
i o e Stream Crossing Training
fRfeys * individual technical assistance for CDs




Center for Dirt and Gravel Road Studies Website . SCC

PennState
Center for Dirt and Gravel Road Studies

HOWE  PAPROGCRAM RESOURCES  GEWERAL RESOURCES  EDUCATION/TRAIMING NEWS&EVENTS BOF CEMTER O S0 B

'ESM Admlnlstratwe FlnanmaITralnmg and Stream
Crosslng Registration

The Center's ESM, Administrative, Financizl, and Stream Crossing trainings are now available for registration.

W

-" :ﬁ Annual Workshop



https://dirtandgravel.psu.edu/

Financial Course Resources . SCC

https://dirtandgravel.psu.edu/education-training/program-administration/

< G ] = https://dirtandgravel.psu.edu/education-training/program-administration/ A i |:|:| '{:2 % |

Financial Course Resources

Course Downloads

= Presentation (0 MB}): MP4 format (coming soon)
Presentation Downloads

« Adobe PDF (14.5 MB)
« M5 Powerpoint (7.09 MB)

Supporting Documents

All documents in POF format unless otherwise noted.

« CAM Spreadsheet (44.5 KB): Conservation districts must use a cost allocation method (CAM) to determine what
portion of shared expenses are eligible DGLVR administration and education expenses. This spreadsheet includes
examples of 3 different CAMs that meet DGLVR CAM policy. This can also be used as a template spreadsheet to

assist conservation districts in developing their own CAMSs. (Excel spreadsheet)



https://dirtandgravel.psu.edu/education-training/program-administration/

Geographic Information System (GIS) s, SCC

* Interactive online map
* Information input by conservation district staff

* Tracks DGLVR Program information
* Projects

* Dates
* Paperwork Layers
e Deliverables (] Potential Unpaved Sites
* Finances -
. :i Municipalitias
* Allocations = —
* Spending Requirements | Streams
* Quarterly Reports [] Wetness Index
* Income and expenses () (HESS N
. |L_ USGS ImageryTopo
* Replenishments = SR

g DEMA 701 AN



Geographic Information System (GIS)

3 GIS roles

—mm

Requires training

Access reporting tools X X X

Edit quarterly reports X X X
Submit quarterly reports X

Create and edit contracts X

Access Manager’s Tab (QR) X X
Required access type X X

Who usually has this role Technician Manager Admin Staff




Eligible Expenses s SCC

Discussion:

Do you currently have GIS access?

What role?




* DGLVR Policy and Tracking Funds
* Receiving funds from the State Conservation Commission

e Accounting for funds at conservation districts
* Eligible expenses — Admin, Edu, Cost allocation methods (CAMs)
* Paying funds to grant recipients




Funding source

* Section 9106 of the PA Vehicle Code establishes the Dirt, Gravel, and Low
Volume Road (DGLVR) Maintenance Program.

* A non-lapsing annual allocation of $28 million goes to the State
Conservation Commission (SCC).

S8 million of this funding is for low volume roads

* Defined as “sealed or paved [roads] with an average daily traffic count of
500 vehicles or less.”

* Act 89 of 2013

e DGR and LVR funds are allocated to conservation districts and tracked
separately




Five-Year Agreements

SLUE COvnepr T OO T

* Conservation Districts enter into 5-
yvear Agreements with the SCC to
administer the DGLVR Program at
the county level

* The 5-year agreement allows
districts to receive annual
allocations of DGLVR funds
without signing a new agreement
each year

DIRT, GRAVEL AND LOW-VOLUME ROAD MAINTENANCE
PROGRAM AGREEMENT

This Dirt, Gravel and Low-Volume Road Maintenance Program Agreement is between
the Commonwealth of Pennsylvania (“Commonwealth”), acting through the Department of
Agriculture (“Department”) and the State Conservation Commission (“Commission”), with their
principal offices located at 2301 N. Cameron Street, Harrisburg, PA 17110, and the
Conservation District, with its principal offices located at

(“District™).

Section 9106 of the Vehicle Code (75 Pa.C.S. § 9106) established the Dirt, Gravel and
Low-Volume Road Maintenance Program to provide a dedicated and earmarked mechanism of
funding the safe, efficient and environmentally sound maintenance and improvement of dirt,
gravel and low-volume state and municipal roads (“Program”). The State Legislature has
directed that “funds in the amount of $28,000.000.00 shall be appropriated annually to the
Commission and administered in a non-lapsing, non-transferable account restricted to
maintenance and improvement of dirt, gravel and low-volume State and municipal roads.”

As a result, the Commission annually apportions these funds to county conservation districts
based upon the apportionment criteria in subsection (c¢) of section 9106 of the Vehicle Code to
fund projects at the county level that will fulfill the purpose of the Program.

The District wishes to conduct projects for the maintenance and improvement of dirt,
gravel and low-volume roads within County.




Allocations

* Annual allocations
e State fiscal year runs July 1 —June 30
e SCC approves annual allocations at May or July meeting each year

 Allocation formulas consider miles of eligible roads and proximity to
streams

* Formulas available online at: https://dirtandgravel.psu.edu/pa-
program-resources/program-specific-resources/conservation-
district-allocations/



https://dirtandgravel.psu.edu/pa-program-resources/program-specific-resources/conservation-district-allocations/
https://dirtandgravel.psu.edu/pa-program-resources/program-specific-resources/conservation-district-allocations/
https://dirtandgravel.psu.edu/pa-program-resources/program-specific-resources/conservation-district-allocations/

Bank Partner No: BMD1 Invoice Mumber- 23M4-DG-A

ATTACHMENT D Invoice Date: 07-05-2023
SC h e d u I e D County Conservation District Document Number: 410009
EIN: Vendor ID: FY: 234

County Conservation District (CCD) Dirt and Gravel Roads
Maintenance Program (Dirt and Gravel Roads) Apportionment Allocation Worksheet.
(Low Volume Foads allocation 15 In a separate workshest)

* Form that shows important financial o CODDI G R s g et Al Tek

. . Dirt and Gravel Roads (DGE) Base Allocation.. ... § 100,000.00
I n fo r m at I O n Maximum that can be used for Administrative expenses (10%)...................§ 10,000.00
Maximum that can be used for Education and Cutreach expenses (10%0)......... § 10,000.00

Mininmm that monst be spent on projects (80%). ..o § 80,000.00

Working Capital Advanced Payment* (Total Allocation X 0.5)... ... § 50.000.00

*advance payment is at the discrefion of the State Censervation Commizsion
advances may be withheld from districts with existing account balances

1. The above apportionment data establishes the district's total allocation of funds for the Dirt, Gravel, and Low Velume
Foad Mamtenance Program wnder FY 2324 appropnations. Administrative expense linutations as established by the
Act, and the training/education expense limitations as established by the Act and the Commission for the fiscal year's
expenditures apply.

All fimds expended under this program shall be for "elimble expenses” as determuned by the Commission and will be
subject to audit.

b

3. The district shall establish a budget for the expenditure of the total FY' 2324 to the CCD Allocation consistent with
the spending authonzations cutlned above.

4. The district shall maintain a separate accounting of the FY _23/24 and each year's fiunds received under this program.

inchading an itemnized accounting of fimds expended for admimistrative and education/fraining purposes. DGE. fimds

and LVE. fimds nwst be accounted separately.

The distnict shall deposit fimds m a FDIC or equivalent mterest-beanng account. All interest earmngs from the

account shall be applhied only to Project Fumds of the distnet's DG&LV Foad Mamtenance Program.

6. All fimds budgeted shall be spent within two years of the date the state budget 15 approved for that fiscal year.

L4

COUNTY CONSERVATION DISTRICT Coding
GR#: (Doc#): 410009

SAP Fund:
Budget Period: 2003
Cost Center:

i 07-05-2023 General [edger:
Douglas M. Wolfzang Date
Executive Secretary. State Conservation Commission




ATTACHMENT D

‘nNsylvania s c c
Involce Number: -2324-DiG-A S e 4

Invoice Date: 07-05-2023

County Conservation District Document Number: 410009
EIN: Vendor ID: FY: 23/24

County Conservation District (CCD) Dirt and Gravel Roads

Maintenance Program (Dirt and Gravel Roads) Apportionment Allocation Worksheet.
{Low Volume Foads allocation 15 I a separate worksheet)

CCD Dart and Gravel Foads Mamtenance Program Apperfionment Allocation Total:

Dhrt and Gravel Foads (DGE) Base Allocation. ... ... % 100,000.00
Maxinmmm that can be used for Admimistrative expenses (10%)...................§ 10,000.00
Maximum that can be used for Education and Oufreach expenses (10%).._....__. & 10,000.00
Mininmm that nmist be spent on projects (80%). ... 5 8000000
Working Capital Advanced Payment® (Total Allocation X 0.5). ... % 5000000

*advance payment is af the discretion of the State Conservation Commission

I advances may be withheld from districts with existing account balances -




1. The above apporhonment data establishes the distmet's total allocation of funds for the Dirt, Gravel, and Low Volume
Foad Mamtenance Program wmder FY 2324 appropnations. Admimstrative expense linmtations as established by the

Act. and the training/education expense limitations as established by the Act and the Commission for the fiscal year's
expenditures apply.

2. All imds expended under this program shall be for "ehizble expenses” as determimed by the Commission and will be
subject to audit.

3. The distnict shall establish a budget for the expenditure of the total FY' 2324 tp the CCD Allocation consistent with
the spending authonzations outlmed above.

4. The distnct shall maintam a separate accounting of the FY' 23/24 and each year's funds received under this program
mchiding an itermzed accounting of funds expended for adnumistrative and education/raiming purposes. DGE. fimds
and LVE. fimds mmst be accounted separately.

The distnct shall deposit fimds m a FDIC or equivalent mterest-beanng accoumt. All interest earmings from the
accoumt shall be applied only to Project Fumds of the distnet's DG&LV Foad Mamtenance Program.

6. All imds budgeted shall be spent within twe years of the date the state budget 15 approved for that fiscal year.

LA

COUNTY CONSERVATION DISTRICT Coding
GE=: (Doc #): 410009

SAP Fund:

Budget Penod: 2023

Cost Center:

i 07-05-2023 General [ edger-
Douglas M. Welfzans Date

Executive Secretary, State Conservation Conmussion
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Type of Payments

 Advances

* 50% of each district’s annual allocation is provided as an advance
payment at the beginning of each fiscal year (after July 1).

* As districts spend the advance on eligible expenses, they report
expenses in the quarterly report and are eligible to receive a
“replenishment” of funds from the remaining 50% of the allocation
in Harrisburg.

* While replenishments are typically payments in the same amount
as reported expenses, replenishments are not meant to pay for
those expenses.




Understanding flow of DGLVR funds

The DGLVR Program does NOT reimburse
conservation districts

We do something better!

We provide funds before conservation
districts spend it




Replenishments & Advances Reimbursements

 Advances & replenishments e Reimbursements pay for past
typically pay for future expenses
expenses

L , * Funds are received after expenses
* Districts receive DGLVR funds are paid for out-of-pocket

before spending on expenses

 No out-of-pocket expenses .
P P e Reimbursements are the same

amount as the out-of-pocket
 Often, replenishments are the expense

same amount as reported
expenses, but not always




Replenishments - Example

e Conservation District’s DGR allocation is $100,000

District Harrisburg

Description income expense local balance Description payment amount Harrisburg balance
allocation S 100,000.00




Replenishments - Example s SCC

e Conservation District’s DGR allocation is $100,000

District Harrisburg
Description income expense Iocal balance Description payment amount Harrisburg balance

advance 50,000 50,000 | allocation S 100,000.00

Project advances S 40,000 | advance $ 50,000 $ 50,000.00
\




Replenishments - Example s SCC

e Conservation District’s DGR allocation is $100,000

District Harrisburg
Description income expense local balance Description payment amount Harrisburg balance
advance S 50,000 S 50,000 | allocation S 100,000.00
Project advances S 40,000 S 10,000 | advance $ 50,000 $ 50,000.00
replen 1 S 40,000

replen 1 S 40,000 S 10,000.00




Replenishments - Example s SCC

e Conservation District’s DGR allocation is $100,000

District Harrisburg
Description income expense local balance Description payment amount Harrisburg balance
advance S 50,000 S 50,000 | allocation S 100,000.00
Project advances S 40,000 S 10,000 | advance S 50,000 $ 50,000.00
replen 1 S 40,000 S 50,000 | replen 1 $ 40,000 $ 10,000.00
Final project payment S 12,000 S 38,000 | replen 2 $ 10,000 $ _
replen 2 S 10,000




Replenishments - Example

Pennsylvania s c c
wad L SLa0E CovTelr Ao Cod s

e Conservation District’s DGR allocation is $100,000

Description

District

income

expense local balance

advance S 50,000
Project advances 40,000 S 10,000
replen 1 S 50,000
Final project payment 12,000 S 38,000
replen 2 S 48,000
Total income S 100,000 Total spent Total remaining
$ 52,000 S 48,000
S 100,000

Harrisburg

Description

payment amount Harrisburg balance

allocation 100,000.00
advance 50,000.00
replen 1 10,000.00
replen 2 -

Total Payments S

100,000




DGLVR payments to Conservation Districts SCC

* One page handout summarizing DGLVR payments to conservation districts
* https://dirtandgravel.psu.edu/education-training/program-administration/

Version 1: March 2024

Dirt, Gravel, and Low Volume Road Program

Payments to Conservation Districts

Provided
in packet
of printed
handouts

This document provides guidance on how funding moves from the State Conservation
Commission (5CC) to PA County Conservation Districts. Additional information about how
conservation districts receive DGLVR funds from the 5CC is available in section 3.3 of the DGLVR
Administrative Manual, which is available online at https://dirtandagravel.psu.edu/pa-program-
resources/progrom-specific-resources/odministrative-quidonce-manual/3-conservation-

districts-role/

Allocations
» Section 9106 of the PA Vehicle Code establishes the Dirt, Gravel, and Low Volume Road (DGLVR)
Maintenance Program.
* A non-lapsing annual allocation of $28 million goes to the State Conservation Commission (SCC).
o Act 89 of 2013 specifies that a minimum of 58 million of this funding is for low volume roads,
defined as “sealed or paved [roads] with an average daily traffic count of 500 vehicles or less.”
= The 5CC allocates DGLVR funds annually to county conservation districts (districts) following allocation
formulas available online at: https://dirtandgravel.psu.edu/pa-program-resources/program-specific-
resources/conservation-district-allocations/
o Dirt and Gravel Road (DGR) funds and Low Volume Road (LVR) funds are allocated, paid, and tracked



https://dirtandgravel.psu.edu/education-training/program-administration/

Receiving DGLVR funds =S Cr

&:.II N TN SN W R

* Note that direct deposit (ACH) is required
e Cannot send a paper check

* Vendors are limited to receiving all payments in one bank account

e Recorded webinar hosted on DGLVR website:
* https://dirtandgravel.psu.edu/education-training/webinars/past-webinars/

. April 13: PA Direct Deposit of CD Funding

o The Commonwealth’s direct deposit of program funding has generated many questions and inquiries. The
SCC and DEP have been working with the PA Vendor Data Management Unit (VDMU). For this webinar, the
VDMU discussed the following topics: Classification of Vendor Numbers; Why Districts are limited to 1 bank
account; PA Supplier Portal; Self Service Payment Lookup & E-Remittance. The VDMU also addressed many
guestions from the CDs.

o Webinar Download (88.7 MB): MP4 format (~1 hour, 8 minutes)

o Presentation Downloads:

» Adobe PDF (1.75 MB)
= MS Powerpoint (3.29 MB)



https://dirtandgravel.psu.edu/education-training/webinars/past-webinars/

Eligible Expenses

Discussion:

How easy/flexible is it for you to move
DGLVR funds into and out different
local accounts?




* The Office of the Budget offers 3 ways to receive paperless remittance
(e-remittance) information:
* Email
* Electronic Addenda
 Self-Service Payment Lookup tool

* More information on e-remittance tools, including links to enroll in
each, is available online at:
https://www.budget.pa.gov/Services/ForVendors/Pages/Direct-
Deposit-and-e-Remittance.aspx



https://www.budget.pa.gov/Services/ForVendors/Pages/Direct-Deposit-and-e-Remittance.aspx
https://www.budget.pa.gov/Services/ForVendors/Pages/Direct-Deposit-and-e-Remittance.aspx

* E-remittance email example for a Low volume Road replenishment:

Invoice 12312023LVCURGY received on 01/23/2024 in the amount of $30536.39 is scheduled to be paid via ACH on 03/08/2024. Detailed remittance information is below.

Agriculture 12312023LVCURE7 01/23/2024 1905123456 $30536.29 123456 LV REPLEN 2/2/2024

Document Number is the ID number for the payment assigned by
the Commonwealth. Available in GIS — manager’s tab.




e Electronic Addenda:

 An ACH Addenda record allows additional information (vendor's invoice
number) to be sent to your financial institution along with the payment.

* This information can be viewed on your transaction history and/or statement
to allow for better reconciliation of your accounts receivable balances.

* Self-Service Payment Lookup tool: The invoice status self-service
tool displays the most recent 60 days of information pertaining to:

* Invoices In Process
* Invoice Payments




Eligible Expenses s SCC

Discussion:

Are you currently signed up for e-
remittance?

What kind?




Updating Vendor information

* Vendors update information with Vendor Services
* Online at the PA Office of the Budget

* Contact info for Vender Data Management Unit (VDMU) is in the
manager’s tab in GIS Quarterly Report

* Once you update this info, inform the DGLVR Program so we can
update our records to match:

 Vendor name
* Vendor address
* Bank partner number




* DGLVR Policy and Tracking Funds

* Receiving funds from the State Conservation Commission
* Accounting for funds at conservation districts

* Eligible expenses — Admin, Edu, Cost allocation methods (CAMs)
* Paying funds to grant recipients






https://commons.wikimedia.org/wiki/File:Cartoon_Woman_Proudly_Showing_Off_The_Money_She_Earned_Online.svg
https://commons.wikimedia.org/wiki/File:Cartoon_Woman_Giving_Away_A_Bag_Of_Money.svg
https://en.wikipedia.org/wiki/File:Happy_Man_Throwing_Money_Cartoon.svg
https://commons.wikimedia.org/wiki/File:Cartoon_Woman_Looking_Enjoying_The_Flying_Money_Around_Her.svg

Accounting for funds at the District

* DGLVR funds must be in an interest-bearing Federal Deposit
Insurance Corporation or equivalent insured account

e Districts must ensure that account balances in excess of $250,000
are also insured or otherwise collateralized




Accounting for funds at the District

* Separate Accounting

e Dirt and Gravel Road funds are not the same as Low Volume Road
Funds

* Conservation districts must keep track of each type of funding
independently

* Recommended (not required) to keep DGR funds and LVR
funds in individual bank accounts

 Similar but different policy requirements for DGR and LVR
funds




Accounting for funds at the District

* Types of income and expenses to track are required by policy/law

e Listed in quarterly report

Quarterly Report
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Dirt and Gravel
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Low Volume | Activity Report
e~

Program Income
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Other: §
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Date Submitted:
Managers

Program Expenses

Administrative: E
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Projects: E

Other: §
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Accounting for funds at the District

e Accounting methods
e Cash Basis
* Revenue is recognized when payment is received
* Expenses are recognized when paid out

* Accrual Basis
* Revenues are reported when they are earned
* Expenses are reported when they are incurred




Accounting for funds at the District

* What counts as a DGLVR expense?

* An expense is when DGLVR funds
leave your Program account

* An admin/edu expense has been
paid with Program funds

A check has been written to the
grant recipient

.
ale

(e A

* DGLVR quarterly reports are on a
cash basis of accounting



https://www.istockphoto.com/photos/paying-for-ice-cream

Accounting for funds at the District

e Accounting Software
» Several options
* QuickBooks is popular

* Accounting

software made by
Intuit

Products & Plans & Learn &

nTUIT
@ quickbooks

Features Pricing Support

Tools to help

your business
thrive

+ Auto-track income and expenses

': + Pay employees and contractors

Z + Integrate payroll, time tracking,

and meore as you grow

R -
-]
1

Pennsylvania s c c
{ &:.II-'-I.' O U AT OSSR

Talk to Sales: Sian
e W
1-844-626-2294 gn in

— Intuit
-h-.__ | I'

0 = —

COMIMG SO0N

. . See more. Do more.

Empowering your day-ta-day
with data-backed ways to:
* Show you insights
* Do work for you
= Guide your goal setting
* Help you connect with
human experts

Learn more c? 0

Talk to sales




Accounting for funds at the District

* QuickBooks
* Simplifies accounting
e Can automatically generate reports

e Standard reports (profit and loss, balance sheet, etc.)
e Customized reports

 Simplifies reconciliation

e Reconciling accounts: comparing 2 sets of numbers to check
that the figures match

* QuickBooks trainings available on Clean Water Academy
* https://pacleanwateracademy.remote-learner.net/



https://pacleanwateracademy.remote-learner.net/

Eligible Expenses s SCC

Discussion:

What kind of accounting software do
you use?




Financial Tools in DGLVR GIS . SCC

%.II N TN SN W R

* DGLVR GIS tracks program finances | |
¥ -
|| 4§l Quarterly Report

N £ Stone Cost

8“3 Annual Summary

e Quarterly Reports
e Submitted via GIS Program

 Due 2 weeks after the end of each
quarter

* Quarters end: March 31, June 30,
September 30, December 31

* QRs due: April 15, July 15, October 15,
January 15
e Can start filling in the report as soon as
the previous report is approved

5, Payments Viewer

2} Allocation History
&5 4 Contract Verifier

" I3 Photo Viewer

@ Unfunded Applications

¥ Road Statistics
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* DGLVR Policy and Tracking Funds

* Receiving funds from the State Conservation Commission
e Accounting for funds at conservation districts

* Eligible expenses — Admin, Edu, Cost allocation methods
(CAMs)

* Paying funds to grant recipients




Eligible Expenses

* Administration and Education
* Must be spent on eligible expenses as they are incurred.

e Must be incurred within the allotted fiscal year (1 year
spending limit)

* “Banking” of funds is not permitted




Eligible Expenses

Admin

Primarily to
ensure adequate
funding for
technical staff
who work on the
Program

Primarily to allow

the district to
attend and provide

trainings and
educational events




Eligible Expenses

Expenses that can be paid for with Admin funds:

* Equipment for CD use
* Levels, tape measures, survey equipment, safety equipment, etc.

* Office Expenses
* Includes computers, printers, internet service, office supplies like paper, etc.

e Overhead costs (insurance, utilities, rent)
* Aggregate testing

* Consulting services
» Typically paid with project funds for specific projects
* For consulting services needed outside of a standard project contract, contact the SCC




Eligible Expenses

Expenses that can be paid for with Edu funds:

* Equipment for loan/rental to applicants
* Note that equipment for applicants to own is not an eligible DGLVR Expense

* Training Costs

* Including facility rental, food, educational materials, providing transportation, etc.
* Promotional Materials

* Advertisements, reports, websites, project signage

* Promotional items (pens, hats, etc. given away to Program participants)
* limited to $1,000/yr (proposed to be $S1,500/year with items costing
S50 or less)
* Participation Incentives

* Paying travel costs related to education activities for applicants or QAB
members




Eligible Expenses

-]
Salary and Benefits:

e Salaries & benefits associated with those salaries

* This includes technical staff, support staff, and management salaries related to administering the
Program.

 Salary can only be claimed for time spent working directly on
administration or education/training efforts for the DGLVR program.

* Tracking can be done on an hourly basis, a percent effort basis, or some
other method that allocates salary in accordance with time spent on the
Program.

* Conservation districts must be able to document that staff time claimed as
administrative time is spent on eligible administrative activities and staff
time claimed as education time is spent on eligible education activities.




Eligible Expenses

T ...
Example administration activities include:

* Site inspections, meetings, completing paperwork, communications, etc. related to DGLVR
Projects.
* QAB meetings and Conservation District Board of Director meetings.

* Reviewing DGLVR applications.

* Follow up visits to previously contracted DGLVR worksites for the purpose of ranking new
grant applications or implementing local policies.

Example educational activities include:
* Training new conservation district staff on DGLVR topics.
* Attending or hosting trainings, conferences, field days, workshops, technical assistance, or
other outreach activities.

* Teaching individuals or small groups about the DGLVR Program in regard to potential DGLVR
Project sites without a current contract for DGLVR funds. This includes working with
potential grant applicants to develop an application for DGLVR funds, such as pre-
application meetings.

e Teaching individuals or small groups about the DGLVR Program on completed DGLVR sites.




Eligible Expenses

Staff time tracking:

* This should be a time sheet and/or report that includes details of
the activity, including:

* the date

* activity description

e staff member(s)

e amount of time

* road name & road owner

* how the activity qualifies as a DGLVR admin or edu activity

e or some other method that documents that admin or edu time is
spent on eligible admin or edu activities, respectively.




Eligible Expenses

Expenses that can be paid for with Admin or Edu fun

* Travel
 Admin funds can be used to pay for all travel expenses related to Program
administration
* Travel to field sites, meetings, trainings, vehicle costs, per-diems, parking, etc.

e Edu funds can be used to pay for all travel expenses directly related to
education activities for the Program such as:

* travel to training and workshops, and travel to set up trainings, workshops, and
demonstrations for local stakeholders.

0S.




Eligible Expenses

Expenses that can be paid for with Admin or Edu funds:

* Travel

* Note that the federal mileage rate is based on the average costs of operating
a vehicle in the United States

* intended to cover expenses including, but not limited to:
* fuel, tires, maintenance, registration, and insurance.

* When mileage driven for the DGLVR Program is compensated using the
mileage rate method, individual vehicle expenses are not eligible DGLVR
expenses, and vice versa.




Eligible Expenses

Expenses that can be paid for with Admin or Edu fun

* Demonstration Projects
* A project done only to show a new practice.
* Does not require typical application submittal and ranking process.

* Must follow all other DGLVR requirements

* Must showcase new technology and be used as an education site, etc.
* Only education or administrative funds (not project funds) can be used.
* Contact Center or Commission staff before contracting a Demo project.
* Note that you can do “education and outreach” efforts on any project.
* Handled specially in GIS — work with Ken on these.




Eligible Expenses e SCC

Discussion:

What do you typically spend admin
and edu funds on?

What’s the weirdest thing you’ve spent
admin and edu funds on?




Eligible Expenses

* Some expenses will be 100% eligible DGLVR expenses:
* folders for DGLVR files
* mileage to a DGLVR project site
* QAB newspaper ad
* Etc.

* Some expenses will be shared with other programs:
* File folders for any district staff to use
* Vehicle maintenance for a shared district vehicle
* Newsletter that covers all district programs
* Etc.




Eligible Expenses

How do we determine what portion of shared expenses are eligible
DGR and LVR expenses?

Cost Allocation Method (CAM):
Method for splitting shared costs
proportionately between multiple
programs

e Splitting a dinner bill with friends is a
cost allocation method
* You only pay for what you ate




Eligible Expenses

——y

Justin ate % slice of pizza

How much of the pizza
does Justin pay for?

Justin pays for 1/16 of
the pizza



Eligible Expenses

Cost Allocation Method (CAM):

 Must be utilized for shared district expenses, such as:
* Vehicles
* Rent
e Office Supplies
* Phone/Internet
* Etc.
 Must be available to the SCC upon request




Eligible Expenses

Cost Allocation Method Policy
* The cost allocation method used must be based on how much of the
shared expense is actually used for the DGLVR Program.

* The percent of shared expenses that are eligible DGR expenses are
equal to the percent of the expense used for DGR activities.

* The percent of shared expenses that are eligible LVR expenses are
equal to the percent of the expense used for LVR activities.




Eligible Expenses

CAM based on staff time

* The percent of shared expenses that are eligible DGR expenses are equal to the
percent of staff time spent on DGR activities.

* The percent of staff time spent on DGR activities must be calculated compared to the
total staff time spent on all programs/activities sharing the expense.

Same for LVR:

* The percent of shared expenses that are eligible LVR expenses are equal to the
percent of staff time spent on LVR activities.

* The percent of staff time spent on LVR activities must be calculated compared to the
total staff time spent on all programs/activities sharing the expense.




Eligible Expenses =~ SCC

It looks like they claimed
50% of his time for Nutrient It looks like they

Management claimed 50% of his time

It looks like they for 102/105

claimed 50% of his time
for Dirt and Gravel




Eligible Expenses e SCC

It looks like they claimed
50% of his time for Nutrient It looks like they

Management claimed 50% of his tim 2

It looks like they for 102/105

claimed 50% of his time
for Dirt and Gravel




Eligible Expenses

 Examples of cost allocation methods that
meet the policy outlined above are available

in appendix E.
* These are not the only acceptable cost allocation Provided
methods. in packet

of printed
handouts

* Contact the SCC for assistance in developing
a cost allocation method or with any other
policy questions/assistance needs.

e The SCCis there to help you understand and
follow policy




Eligible Expenses

* COSt Al I O Ca t i O n M et h O d Cost Allocation Method - DGLVR Portion
Full Time Equivalent (FTE) method for expenses shared among all conservation district staff
Spreadsheet

The percent of shared expenses that are eligible DGR expenses are equal to the percent of the expense used for DGR (or
LVR) activities. If this is estimated based on staff time spent on DGR activities, the percent of staff time spent on DGR (or LVR)
activities must be calculated compared to the total staff time spent on all programs/activities sharing the expense.

* Accompanies Admin Manual e
Appendix E e i R

DGR FTEs 1125 Staff2 0375 0.125 0.3 1
amount of total staff time spent on DGR (decimal)  0.1125 Staff 3 0 1] 1 1

° C b d 't d d d b C D R % of total staff time spent on DGR~ 11.3% totals 1.125 0.375
a n e e I e a n u S e y S . Percent of shared expenses (shared among all CD staff on this

spreadsheet) that can be paid for with DGR admin funds

CONSERVATION DISTRICT STAFF TIME

* develop their own CAMs wacoms 0

LVR FTEs 0.375 on DGR
amount of total staff time spent on LVR (decimal} ~ 0.0375 11%

° % of total staff time spent on LVR 3.8% - Staﬁ'::rll_:,;pem
a C u a t e OW I I I u C O a Ct u a Percent of shared expenses (shared among all CD staff on this 4%

spreadsheet) that can be paid for with DGR admin funds

expenses are eligible DGLVR
expenses

e Document the CAMs

Total CCD Staff time 10 FTEs
aff time spent on DGR 1.125 FTEs
time spent on LVR 0.375 FTEs
T spent on DGLVR 8.5 FTEs Staff time NOT

spent on DGLVR _
85%




Cost Allocation Methods

Appropriate CAM? Yes or No

1 out of 5 district staff members spend all of their
time on DGR activities. 20% of the electricity bill
for the district’s office is paid with DGR funds.

91 YES! 1&




Cost Allocation Methods

Appropriate CAM? Yes or No

District utilizes DGLVR program funds to purchase
a vehicle and pay for all vehicle expenses. The
vehicle is shared by all district programes.

1 NO 19




Cost Allocation Methods

Appropriate CAM? Yes or No

District technician spends 10% of their time on
DGR and 10% of their time on LVR. 50% of their
salary and benefits are paid for with DGLVR funds

1 NO 19




Cost Allocation Methods

Appropriate CAM? Yes or No

A district technician spends 1/3 of their time on
DGLVR and 2/3 of their time on E&S. 33% of a new
desk for the technician is paid with DGLVR funds.

91 YES! 1&




Cost Allocation Methods

Appropriate CAM? Yes or No

A district technician spends 1/3 of their time on

DGLVR and 2/3 of their time on E&S. 33% of the
district’s rent is paid with DGLVR funds.

1 NO 19




Cost Allocation Methods

Appropriate CAM? Yes or No
A District spends 15% of their total staff time on

DGR activities. 15% of a drill seeder is paid for
with DGR funds.

1 NO 19




Cost Allocation Methods

Appropriate CAM? Yes or No

A district has $2,000 of LVR education funds left over. The
district pays for their annual newsletter with $2,000 of LVR
funds and $S750 in general funds. One out of 15 pages of
the newsletter is about the DGLVR Program, and the rest of
the newsletter is about different district programs.

1 NO 19




Cost Allocation Methods (CAMs)

Pros and Cons

* Pro: funding is used appropriately for an eligible expense
e Con: it can take time and effort to develop a CAM
* Pro: once a CAM is developed, it can save time




Cost Allocation Methods (CAMs)

 Considerations:

* If the staff time it takes to develop and implement a
CAM will cost more than the CAM will allow the district
to receive in funding, does it still make sense to use the
CAM?

* From a profit standpoint: No. If alternate funding is
available that does not require a CAM, use that
funding instead.

* From a responsibility standpoint: Yes. If policy
requires a CAM to be used to receive funding, the
CAM is not optional.




Cost Allocation Methods (CAMs)

 Considerations:

* How long does a district need to track staff time in
order to develop a CAM?

* What is reasonable for the type of CAM you’re trying
to develop?

 Due to the seasonal nature of conservation work: at
least 1 year




Cost Allocation Methods (CAMs)

* When to reassess a CAM:

* Check in with staff during annual budgeting to see if percentages
of time spent on different programs are still reasonable

* If number of staff change, reassess CAM

* If existing staff time spent on different programs change, reassess
CAM

* If expenses or funding sources change, reassess CAM

Use Logic
Reassessing does not always result in a change




Eligible Expenses s SCC

Discussion:

Do you use a cost allocation method?

What is it?




* DGLVR Policy and Tracking Funds

* Receiving funds from the State Conservation Commission

e Accounting for funds at conservation districts

* Eligible expenses — Admin, Edu, Cost allocation methods (CAMs)
* Paying funds to grant recipients
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Paying funds to grant recipients

* Technical CD staff are checking that project
expenses are eligible throughout the project

» CD staff involved in application, design, construction,
etc.

* Details on eligible project expenses available in
other DGLVR trainings and resources
 Admin Training, ESM Training, Stream Crossing Training

e Technical Bulletins, Standards & Specifications, Admin
Manual




Eligible Expenses

Discussion:

What role do administrative staff play
in project payments at your district?




Paying funds to grant recipients

* Role of financial staff in project payments
* Writing checks and accounting for funds

 Recommend that managers and/or financial CD staff
check math on project receipts/invoices

* Be aware of DGLVR project payment requirements
e Can only be made at certain times throughout the
project
* Must be within allowable percentages
 Specific paperwork is required




Paying funds to grant recipients

Quality Assurance Board
Grant Application County Conservation District

P
Conservation
Contract County Conservation District District Board

-




Paying funds to grant recipients

—) =) G

Quality Assurance Board

Grant Applicatig coummmvarmn-mri?u
No payments or project work can happen

until there is a fuIIy 5|gned contract

-

P
Conservation
County Conservation District District Board

Contract




Contracting



https://dirtandgravel.psu.edu/

Dispersing Funds to Grant Recipients

* Districts can advance up to 50% of contract amount to
grant recipients

e At least 30% of contract amount must be retained until
project completion

* Conservation districts should develop individual policies
regarding payment to grantees

* Written schedule of payments is included in contract




Projects S S

Advance Payment
(up to 50% of contract)

Contract
(sig ne d) _ _

o

[e ]

Partial Payment?

(up to 70% of contract on a cash Contract , Start Project
expended basis) Amendments:




Dispersing Funds to Grant Recipients

Centract #

Contract Amendment

DIRT. GRAVEL, AND LOW VOLUME ROAD

* If needed, a simple one-page amendment o LR LA

COUNTY CONSERYVATION IMSTRICT AND

form can be used to:

Wherens, the agresment required the project participant to perform a road
maintenance prisiect |~ project” ) in nccordance with on Application and Work Plan

* increase contract by up to 40% (total of B

Whereas, the agreenment required the district to fund the elipible costs of the project

original contract) B

Whercas, the project participant underestimatad the amount of moocy that it would
need to complete the project in accordance with an Application and Work Plan anached

* Or more with SCC permission o the agrement

Whereas, the destniet 15 able o provide ehgble funds we the pregect partscipant as

4 long s the funids are wsed o complete the project ns specified in the Application nnd
o exte n d co m p I et I o n d ate Work Plon ntteched to the ngreement and the ol sdditionnl funds ame mo mone thon 40%

of the amownt of money inchuded in the original apreement. unless a larper amount is

approved by the $CC and the approval form is attached to this Amendment,

* |Increase both funds and time o et tmding b ey b e s g s o

1. The tisinct agrees o provide adiiional monses o lund the ehigeble cosis for the
prizject inan amount up o, bul nol exceeding % . The maximum amounl
payable o project parteipant for thee enlire proqect 15 ancreased 1o 3

°
Must Generate In GIS 2. The district agrees to extend the project completion dateto
The project pamicipam agrees to complets the project by this extended date.

3. Exceptas amended bereby, the onginal apreement remains in full force and effeet.

Wherefors, the parties bave set their hands on the date indicated, intending 1o be

bound hereby.

Far the District: Far the Progect Pastscipani:

{ Sagnil) { D) {Hagmid) [ Date)
{Priot Mame) (Print Name)

(Tithe) (Title)

Asiachmeniz SUC Approval Foms i1f spriicable)


https://dirtandgravel.psu.edu/

Paying funds to grant recipients

Partial Project Payments

* Grant funding can be provided to the grant recipient
once project work is underway on a cash expended
basis.

* Total project payments cannot exceed 70% until after
project completion.

* The project participant must provide documentation to
the conservation district that advanced funds and
additional cash expended were spent on eligible
expenses in order to receive subsequent payments.




Paying funds to grant recipients

Example:

e $100,000 total contract amount

e S50,000 is advanced

* District receives receipts for $20,000 in materials costs.

e Can you provide another payment for $20,0007?
ﬁf_@ NO! w3

* Because the grant recipient still has $30,000 of the original
advance

* An additional payment at this point would essentially be
another advance, which is not allowed




Paying funds to grant recipients

Example:

e S100,000 total contract amount

e S50,000 is advanced

* District receives receipts for $70,000 in materials costs.

* Can you provide another payment for $20,000?

* Because the grant recipient has spent the original
advance, plus an additional $20,000




Paying funds to grant recipients

Example:

e $100,000 total contract amount

e S50,000 is advanced

* District receives receipts for $80,000 in materials costs.
e Can you provide another payment for $30,0007?

i No! g

A

* Because you have to retain at least 30% of the contract for
final payment

* You can make a partial payment of $20,000.
* The other $10,000 is part of the final payment.




Paying funds to grant recipients

PFennsyivania
3l

I &‘u & COv IR VAT DO TTEsEOn

——
D -
¥\ =
Construction with

conservation district I e I Final Payment

inspection/oversight (at least 30% of contract)




Paying funds to grant recipients

|2
I &:u & COv IR VAT DO TTEsEOn

o

=" =

PeEnnsylvan

Construction with
conservation district Final Payment

inspection/oversight (at least 30% of contract)

L

L

&

% 6‘0....—
|

S & ——>

FAA WA AY n

Final inspection site as needed ALL Paperwork in CD file

rewF

Adjustments on



Paying funds to grant recipients

imended wo surmmsn ze {inancial egpesadinures

=5 and wor

YT

& compleisd for OKE PR

SECTION 9106 OF THE PENNSYLY ANIA VEHICLE CODE
DIRET, GRAVEL AND LOW VOLUME ROAD MAINTENANCE
PROJECT COMPLETION REPORT

OUECT snd must be filled in upen proj et compdetion

 Completion Report

Py et Pasticipian

* Filled out by CD working with grant

recipient

Praject Commiiments:

* Summarizes final finances and project

1 At
B, Amendiments [if appheable)..

C. Total Commied (A=B).........c.... 5

deliverables
* Generated/filled out in GIS e —

E. Egquipment . [

---------------------------------

mmmmm

eI il da smehvmi e

In-Kind Contributinns
Incinses goads and servaces rom aepiiconr am aler rouroes

In-Kind Contributions from Grant Recipients:

1 Manemabs, .
Ko Labor. o, &
In-Kind Contributions from Other Sources:
M. Oiker Sources (describe below)...... &

* Signed by CD and grant recipient .

 Required before making final payment _ua

N Total In-Kind Valbue {1+]+K Ly ML 5

* Recommended that
manager/financial staff

Provided

Project Cost Summary

in packet
of printed
handouts

double check this

............................

rrrrr
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Paying Funds to grant recipients

* Project Expense Tracker spreadsheet

AutoSave E[:g.'l lf) - = QAQC Project_Expense_Tracker_blank - Saving... -

File Home Insert Page Layout Formulas Data Review View Help Acrobat 2 Search
M9 M 3

A 1 B 1 C 1 D 1 E 1 F 1 G 1 H 1

1 PA Dirt, Gravel, and Low-Volume Road Maintenance Program
2 Project Expense Tracker - Grant Funding Only, No In-Kind

| Countv: This form is used to compile and summarize receipts for grant
3 o w' expenditures. It can be attached to the Project Completion Report
4 Municipaliw: upon successful completion of the project. Only recipts and funds
5 | Date: paid through the grant should be included. In-kind funding should

_ . not be included on this page. The "total” at the bottom should
6 Road Name: match the amount reported in G15 and the total of project checks.
7 Worksite ID
8
9 Date Vendor Description / Use Quantity Unit Rate Cost
10| 1 11/7/2017 Example: lim's Pipe Supply Example: 15" plastic ipe for 3 crosspipes 100.0 ft 5 10.00| § 1,000.00
11| 2 s -
12 3 g B
13| 4 g -
14 > g .
15| 6 g -
16| 7 5 .
17| & g -
18| < 5 .




Paying funds to grant recipients

Other required documentation is summarized on the File checklist:

4/2023
PA State Conservation Commission - Dirt, Gravel, and Low Volume Road Program 3

Provided
Project File Checklist > in packet
<

7 of printed
1 handouts

Worksite ID Project Participant Road Name / 1D Mumber

References are to the DGLVR Administrative Manual {online at hiips Vdiriandgravel psu edu) unless otherwise noted

REQUIRED (IF APPLICABLE) DOCUMENTS

REQUIRED DOCUMENTS

Contract: complete and signed by both parties (3.8.5)
All attachments as outlined in the admin manual
are included with contract: (3.8.5.1)
Application: Completed and signed.
Applicant ESM certified. Detailed cost
estimates included.
Work plan: Identifies all deliverables on
project. Identifies location of site (can be
separate map).

Prevailing Wage Certified Payroll and Certified
Statement of Compliance (3.7.4.5)

Traffic Count Validation Form (7.5)

Stream Crossing Eligibility Determination Form:
required for all stream crossings (7.1.2.6)

Stream Crossing Replacement Project: Lifecycle
Checklist: required for all stream crossing projects

(7.1.2.6)

General Contract Provisions

QAB Standards (any local policy)

Schedule of Paymenis

Prevailing Wage Notification and
Acknowledgement Form: Required for every
project. Must be signed by the grant recipient

. e o 1T s a4k o TR e T o

Additional Stream Crossing Project
Documentation: See Page 2 for details

Off Right of Way Consent Form: on projects that
involve any work outside the public right of way

(3.7.4.8)
3rd Partv Mix Desion for Full Denth Reclamation




Paying funds to grant recipients e SCC

Blank Forms

O n ce nte r fo r Di rt a n d HOME  PAPROGRAM BESOURCES  GENERAL RESOURCES  EDUCATION/TRAINING MEWSAEVENTS BOF  CENTER O 2 S B
Gravel Road Studies ——
We b S I t e HhaMie = FA PRogram Resoroas = Frogram Resounces = Biank Forms

* https://dirtandgravel.psu.edu/pa-
program-resources/program-specific- b
resources/blank-forms/ e

Program Resources »

. | PennState

= J Center for Dirt and Gravel Road Studies

Blank Farms |
Reteranice Matarial

Agdrninisdralive Manual »

Conservatlon District Allocations

CAEC ;
Blank Forms

Linless moated otherwise Tor specific items soch s draffic coonts, 8l policies smd forms appby fo bolh bhe *Dicd and

Adbvisory Whorkgroups Gravel” and "paved Low Vislume Foad” portlons of the Program.



https://dirtandgravel.psu.edu/pa-program-resources/program-specific-resources/blank-forms/
https://dirtandgravel.psu.edu/pa-program-resources/program-specific-resources/blank-forms/
https://dirtandgravel.psu.edu/pa-program-resources/program-specific-resources/blank-forms/

Paying funds to grant recipients

* One page handout summarizing DGLVR
payments to grant recipient

* https://dirtandgravel.psu.edu/education-
training/program-administration/

Provided
in packet
of printed
handouts

Wersion 1: March 2024

Dirt, Gravel, and Low Volume Road Program

Payments to Grant Recipients

This document provides guidance on how funding mowves from PA County Conservation Districts to
Dirt, Gravel, and Low Volume Rooad (DGLVR) grant recipients. Additional information abeut how
conservation districts controct and complete DGLVR prafects is ovailable in chapter 3 of the DGLVR

Administrative Manual, which is available online at hitps.//dirtendgrovel. osu. edu/pa-program

resources/program-specific-resources/administrative-guidance-manual/3-conservotion-districts-role/

Dirt and Gravel Road and Low Volume Road funds are allocated and tracked separately but follow the same
administrative processes. Payments of project funds to grant recipients must take place during the proper

stage of the project, have proper documentation, and stay within allowable percentages as outlined below.
For additional information, see the Administrative Manual or contact the State Conservation Commission.

District Board

Pre- Most conservation districts meet on site with grant applicants to develop eligible and
application competitive road improvement projects.
Grant The road owner fills out the grant application and submits it to the county conservation

- ora o district. Districts are encouraged to assist applicants with paperwork to ensure it is filled
application ) .

out correctly and with enough detail.

. CD reviews Often, there are corrections or improvements needed to grant applications. Conservation
grant districts should work with grant applicants on any such updates before the QAB meeting if
application possible, although the QAB can also recommend updates to project.

The local Quality Assurance Board (QAB) is required to recommend to the conservation
district board which projects should be funded. This step usually includes site visits,

. QAB meeting | photos/presentations on the projects, ranking applications based on the local ranking
criteria, and recommending that the highest ranked projects are funded with available
funds.

. Conservation | The Conservation District Board must take official action on spending DGLVR funds on

projects. This step typically involves the QAB recommendations being presented at a

meeting district board meeting before the board decides how to allocate DGLVR project funds.
After the Conservation District Board has approved a project for funding, the conservation
district staff must generate the contract paperwork in the DGLVR GIS. Then, the

DGLVR conservation district usually meets with the grant recipient to sign the contract for DGLVR

Contracting funds. No project work can begin and no payment of DGLVR funds to grant recipients can

be mode until after the DGLVR contract is signed by both parties. No expenses from
before the contract date can be paid with DGLVR funds.

. Advance
Payment

Once the contract is fully signed, the conservation district may advance up to 50% of the
contract amount to the grant recipient. Ensure that the project check is accurately reported
in the GIS, including the correct check number, amount, date, and recipient.



https://dirtandgravel.psu.edu/education-training/program-administration/
https://dirtandgravel.psu.edu/education-training/program-administration/

Eligible Expenses

Discussion:

What is your local process for:

*Processing DGLVR payments to grant
recipients

ecompletion reports?




O u tI i n e Pennsylvania
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* DGLVR Program Overview
* DGLVR Policy and Tracking Funds
* Documenting DGLVR Funds

* Reconciling Accounts
* Budgeting and Spending Requirements




Documenting DGLVR Funds

* The district is responsible for keeping accurate and detailed
records of what was paid for with DGLVR funds for a minimum of
seven years from the end of the fiscal year in which the expenses
were incurred.

* This documentation must be available to the SCC upon request.

* The district is responsible for properly reporting income and
expenditures in the GIS Program.




Dirt and Gravel Low Volume | Activity Report Files Managers Date Submitted:

Program Income Program Expenses -~

SCC Advance: $ 0.00 Administrative: s 0.00

SCC Replenishment: $ 0.00 Education: $ 0.00

Interest Earned: $ 0.00 Projects: $ 7,702.80

Other: $ 0.00 Other: g 0.00

Balance at District Replenishments

Starting Balance: $ 48,008.06 Potential Claim: & 7,702.80

Income: $ 0.00 Harrisburg Funds (Cur): $ 43,491.50

Expenses Total: $ 7,702.80 Harrisburg Funds (Prev): $ 0.00
Ending Balance: $ 40,305.26 Amount Requested: $ 7,702.80 b4
Report Checklist SCC Use Only ‘E‘ ‘g‘

Income & Expenses Balances Verified Accept Date: By:

Activity Report All Contracts Valid Replenishment Processed Expenses Approved



Quarterly Report

b

N

Selec +

(1]

- | [Select County == g B8

Dirt and Gravel | Low Volume | Activity Report Files Managers

Summarize education, outreach, and promotional activities:

Summarize site visits, including pre-application, conducted by CD:

Describe other activities done or time spent on DGLVR Program:

List any individual admin/edu expenses greater than 500, excluding salaries:

g &5 M | @~

Date Submitted:

None “*

Mone

Mone

Mone

Report Checklist SCC Use Only | = | | — |
Income & Expenses Balances Verified Accept Date: By:
Activity Report Al Contracts Valid Replenishment Processed Expenses Approved

125



Documenting DGLVR Funds

* Files can be uploaded to quarterly report
* Document of expenses
* Documentation that bank account matches GIS
* QuickBooks report
* Anything else related to activities in the quarter (meeting minutes, etc.)

Dirt and Gravel | Low Volume | Activity Report Files Managers Date Submitted:

B 4 B & @

File Name Comment




VT AT SO TR

Documenting DGLVR Funds ... SCC

* DGLVR Quarterly Report “Quick Guide” now available

g DGLVR Quarterly Report .
R Quick Reference for Conservation Districts PrO\"dEd
Example: Jan-March 2024 quarter .
in packet
Quarterly Repart L Nﬂtis .
it =y ls a& & | 0 = Dirt, Gravel, and Low Volume Road (DGLVR) Program Of prlnted
Cirt and Graval Low Volumna | Activity Repart Flas Managars bate Submitec: Cua |"t'E!r|'§II REF":' rts are due on Jan 15, Apr 15, JLII".I" 15, and
['I'_' - &~ ﬂ - DL—t 15.
Frogram Income Program Expenses 5 h a n d o Uts

= Reports are completed in the DGLVR GIS Mapper:

SCC Advance: & Adminstrative: § B .
o . https://dirtandgravel.psu.edu/general-resources/gis/

plipdraplecih, Frejecte: = Conservation district staff must complete one-on-one GIS
Qthar: £ Othar: £ .. . .. .
training with Ken Corradini, Center for Dirt and Gravel
Balanca at District Replenishments Road Studies (kic139@psu.edu) to obtain access and log
Startmy Balance: § Patential Clamn: in credentials to the DGLVR GIS Mapper.
Ircome: £ Harrisburg Funds [Curl: § . . .
S R e * Each conservation district needs at least one user
Ending Balance: 5 Amaunt Reguested: § - with full GIS training to edit DGLVR contracts.
Report Checklist 8CC Use Only B & * Each district must have one user who is designated
Income B Expances Salancas verified | Accegt Date: By: as the “manager” to submit quarterly reports.
Sekivity Rapart Bl Cortraces Valid Zeplenishment Processed Experses Approved
* The same district staff member may have full GIS
| training and be designated as the “manager” user.
Fallows along with the report checklist! » For assistance completing reports, contact Ken Corradini

fin th left f this Quick Guide .
e et e or Sherri Law, SCC (shlaw@pa.gov)




Documenting DGLVR Funds

* What if | submit the quarterly report and then realize |
made an error?
* Reach out to Ken or SCC ASAP

* If the replenishment hasn’t been processed, the report can be
unlocked, edited, and resubmitted

* It’s always best to correct issues as soon as possible
* Don’t wait and hope the issues correct themselves
* The Center and SCC are there to help you




Eligible Expenses

Discussion:

Who fills out the quarterly report at
your district?

How do you get information for the
quarterly report?




Documenting DGLVR Funds

What kind of financial documentation is required for the
quarterly report?

* No documentation is required state-wide
* CDs can choose to upload documentation

* Districts are required to have back-up documentation for
all expenses and to provide it to the commission upon
request

 Typically at QAQCs




Documenting DGLVR Funds

* Show where the income and expenses numbers in your
quarterly report came from

* Many conservation districts summarize quarterly
expenses on a 1-page document or spreadsheet

* Backed up by more other, more detailed documentation
e Can show income on same summary page

* A QuickBooks transaction report is a great place to start




Quarterly Report X

04/01/2023 - 06/30/2023 ~| {8 | == T BH S S8 &8 | @~
Dirt and Gravel | Low Volume | Activity Report Files Managers Date Submitted: [y e R0eS
B~ $~ | O~

Program Income Program Expenses -
SCC Advance: $ 0.00 Administrative: $ 3,343.26
SCC Replenishment: s 22,641.27 Education: $ 0.00
Interest Earned: s 1 19779 Projects: s 0.00
Other: $ 0.00 Other: 0.00
Balance at District Replenishments
Starting Balance: $§ 154,0593.17 Potential Claim: $ 3,343.26
Income: $ 23,839.06 Harrisburg Funds (Cur): $ 0.00
Expenses Total: $ 3,343.26 Harrisburg Funds (Prev): $ 0.00
Ending Balance: § 214,588.97 Amount Requested: $ 0.00 v
Report Checklist SCC Use Only |§| |g|
Income & Expenses Balances Verified Accept Date: 07-25-2023 By: Roy Richardson

Activity Report All Contracts Valid Replenishment Processed Expenses Approved



Register: 1101 - DG Roads Fund (FNB)
From 04/01/2023 through 06/30/2023
Sorted by: Date, Type, Number/Ref

Date Number Payee Account Memo Payment C Deposit Balance
04/05/2023 1000 - General Fund Checking ...  Advance Pay 3622200 X 157,871.17
04/12/2023 1102 - LY Roads Fund (FNB) Correction of 4/5/23 ... X Sm 194,093,117
04/28/2023 Interest Income - Restricted:DG... Interest X 340677 194.433.84
05/02/2023 1000 - General Fund Checking ... Q1 2023 DGR Admi... 3ﬁ343_2ﬁ/}{ 191,090.58
05/19/2023 1000 - General Fund Checking ... Q12023 replenishm... X 22,641.27 / 213,731.85
05/31/2023 Interest Income - Restricted:DG...  Interest X 434.65 4 214,166.50
06/30/2023 Interest Income - Restricted:DG...  Interest X 421.4?/ 214 588.97 /

ot A 7 @719




Documenting DGLVR Funds

* Be able to explain and back up what each transaction is,
especially the expenses.

* Can include written description, receipts/invoices,
spreadsheets, etc.




L") CONSERVATION DISTRICT

Dirt, Gravel, Low-Volume Paved Road Program

Administrative/Education Expense Reimbursement Form

Reimbursement Period: 1/1/2023-3/31/2023

DGR Administrative Expenses:

Description # of Units Rate Total
Salary & benefits 0.5 56,507.05 53,253.53
DGR mileage for (1 of 2023 137 50.655 589.74
50.00

Description #f of Units Rate Total
50,00
50.00
50.00
$0.00
B. Total DGR Education Expenses = $0.00|
| TOTAL DGR REIMBURSEMENT (& + B) = $3,343.26]

LVR Administrative Expenses:

Description # of Units Rate Total
Salary & benefits 0.5 56,507.05 5325353
LVR mileage for 01 of 2023 89.5 S0.655% S58.62
50.00
€. Total LVR Administrative Expenses = $3,312.15
Description # of Units Rate Total
50.00
50.00
50.00
50.00
D, Total LVR Education Expenses = $0.00

| TOTAL LVR REIMBURSEMENT (C + D) =

53,31 z.15|




. “—""2 CONSERVATION DISTRICT

Dirt, Gravel, Low-Volume Paved Road Program
Administrative/Education Expense Reimbursement Form

Reimbursement Period: 1/1/2023-3/31/2023

DGR Administrative Expenses:

Description | #ofUnits |  Rate | Total
|Salary & benefits | 05 ]%6507.05| $3,253.53
| DGR mileage for Q1 of 2023 137 50.655 589,74
' 50.00

Description # of Units Rate Total
i el et 8 HD.'EIEI
50,00
50.00
50.00
B. Total DGR Education Expenses = $0.00

TOTAL DGR REIMBURSEMENT (A + B) =




Benefits:
Insu. per mo.
Insur. Per grtr.
PMRS
Employer Taxes
Total =

Benefits:
Insu. per mo.
Insur. Per grtr.
PMRS
Employer Taxes
Total=

Quarterly Ag Program Staff Costs Breakdowns

01/01/23 to 03/31/23
NRCS [ sai + Ben
ACT Sal Agree Sal DGLVR Not Monthly
Total Sal + Ben NRCS + Ben DGLVR Sal + Ben |Funded by Total 5al.
Salary Benefits + Ben ACT % Total | Agree % Total Prg % Total Prgs + Ben.
14,504.80 4,198.26 18,703.06| 31.01% 5,799.82 o0y 12,903.24 6,234.35
14,476.00 5,242.34 19,71834 67.00% 13,211.29) 33.00% 6,507.05 0.00 6,572.78
601.56
1,741.05
725.24
1,731.97 *Green = Enter values from Labor Distribution Report
4,198.26
963.07
2,788.77
723.80
1,729.77

5,242.34




. “—""2 CONSERVATION DISTRICT

Dirt, Gravel, Low-Volume Paved Road Program
Administrative/Education Expense Reimbursement Form

Reimbursement Period: 1/1/2023-3/31/2023

DGR Administrative Expenses:

Description # of Units Rate Total
Salary & benefits 0.5 56,507.05 53,253.53
DGR mileage for Q1 of 2023 137 50.655 | 589,74
50.00

Description # of Units Rate Total
i el et 8 HD.'EIEI
50,00
50.00
50.00
B. Total DGR Education Expenses = $0.00

TOTAL DGR REIMBURSEMENT (A + B) =




Mileage by Program - 2023
GG Ag
BMP E&S/ | Farm. | Total

MONTH Ag Projects | DGR LVR Edu SLF MDC WS Misc. | Pres. |All Prgs.
January 289 0| 0 0 0 0 0 369 1121 23| 1802
February 755 0| 0 0 0 0 62 184 1163 0 2164
March 1953.5 0 137 89.5 0 0 0 99 431 65 2775
April 0
May 0
June 0
July 0
August 0
September 0
October 0
November 0
December 0
YTD Totals = 2997.5 0 137 89.5 0 0 62 652 2715 88| 6741
1st Qtr. Totals = 2997.5 0 437| 895 0 0 62 652] 2715 88| 6741
2nd Qtr. Totals = 0 0 0 0 0 0 0 0 0 0 0
3rd Qtr. Totals = 0 0 0 0 0 0 0 0 0 0 0
4th Qtr. Totals = D‘ 0 0 0 0 0 0 0 0 0 0
Totals Check: 2997.5 0 137 89.5 0 0 62 652 2715 38 6741




Example mileage tracking
WP o1ty Conservation Distriet

¥ehicle Mileage Reeord
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Date | Person | Ehescription of Use Odometer | Odomeler | ediles 1 Acooumt
{incdude code Endi ng | ::";”.;ll_:_'d
ETEIT ! e L5 2 | Cwf
a0 | 332 | oap-n
de |76 O | S, f.y'

R K e IR -i”f': 765.0 | 5 =D
(51 2 GF ey PRS2y | pper |
(755 & | |

|
: [ 29/ ¢ F .3 .
L7drg i i il 1 11 I fj CWF _
L.ﬁ'}t"r_! er'ilﬂ T C /3 LIRS ALY

YIgh O lyuede L :?ﬁ (5

o dle e L7 | Loy | d) 3

[1s | s idish <5887 |\Srfisy | n 7 |l
||F~ | |12 Barm | ol = oEF q,f;uﬁ; o |fzeadl 1 |Fal g = TOepie
i Aoz 410720 | 4 f SCWE
lipsdd “1¥?.f5f}.f_ é {5
frety (e l98T | 4P F 1" A
Hlllg cmphaial Al Ay M e T E - ) :5 J R
ke ' e T e

T ToTU I (071 2t s - < AN .
o - (LR E e [N 2P e q i | e
Lr 2| [H2E76. 7 1 i !
oo o o ._!.‘!Em '5 | 5‘? [ EPY-
|L-i5 | |r-|2?<:'-' L ? ) _késs J
12=Ha | 92317, Zief 2 352, ¢ ;'ﬁ CEEVE;
L'\,.{} B & 5 Rl e RS .:.’ ! LD & PEE]|
258 | PR |3 3es 51 g!

i Lie_%m ST S92 0
ektcohked: S éaéifz_x 56 |= M’i-’?ﬁ*

e T D T 7 R i s el
ettt =037 P

CODES

LYE A = Liw ¥y It Mdmin DGR A = Dare & Grmved Addmin
e W DR E = [ & Grave
":"-I= L CWF = Clean Wats

o for YLL, CNE, AL, PACE Grants, or any other grant ar progrm where mi CHpT ks




¥ %= First National Bank

Statement Ending 06/30/2023

Account Summary Interest Summary
Date Description Amount Description Amount
06/01/2023  Balance Last Statement $214,166.50 Annual Percentage Yield Earned 2.43%
1 Credit(s) This Period $422.47  Interest Days 30
0 Debit{s) This Period $0.00 Interest Eamed $422 .47
06/30/2023 Balance This Statement $214,588.97 Interest Paid This Period $422.47
Interest Paid Year-to-Date $2,880.20
Average Available Balance $214,166.50
Account Activity
Post Date Description Debits Credits Balance
06/01/2023 Balance Last Statement $214,166.50
06/30/2023 INTEREST $422.47 $214,588.97
06/30/2023 Balance This Statement $214,588.97
Daily Balances
Date Amount
06/30/2023 $214,588 97




Quarterly Report X

04/01/2023 - 06/30/2023 ~| {8 | == T BH S S8 &8 | @~
Dirt and Gravel | Low Volume | Activity Report Files Managers Date Submitted: [y e R0eS
B~ $~ | O~

Program Income Program Expenses -
SCC Advance: $ 0.00 Administrative: $ 3,343.26
SCC Replenishment: s 22,641.27 Education: $ 0.00
Interest Earned: s 1 19779 Projects: s 0.00
Other: $ 0.00 Other: 0.00
Balance at District Replenishments
Starting Balance: $§ 154,0593.17 Potential Claim: $ 3,343.26
Income: $ 23,839.06 Harrisburg Funds (Cur): $ 0.00
Expenses Total: $ 3,343.26 Harrisburg Funds (Prev): $ 0.00
Ending Balance: § 214,588.97 Amount Requested: $ 0.00 v
Report Checklist SCC Use Only |§| |g|
Income & Expenses Balances Verified Accept Date: 07-25-2023 By: Roy Richardson

Activity Report All Contracts Valid Replenishment Processed Expenses Approved



Documenting DGLVR Funds s SC

* Example time tracking and mileage logs




Example Staff Time Documentation

DGLVR Staff Time Sheet

Month:

Year:

Staff name:

Title:

Conservation District:

January

2022

lane Doe

Resource Conservation Technician
Example County Conservation District

g DGR DGR LVR LVR DGR DGR LVR LVR
Be sure to include enough info to justify whether the octivity is an eligible odmin ond/or edu
expense. See DGLVR Admin Manual Section 3.4 for details. Consider including road name | Admin Edu Admin Edu |Admin Edu |Admin Edu
Date and owner for potential or funded DELVR projects. Hours Hours | Hours Hours | Miles Miles | Miles Miles
1/3/2022|watched webinar on Annual Summary Report 0.25 0.25 0.25 0.25
1/6/2022|Present at local Township Association meeting about DGLYR Program 1 1 9 9
Pre-application meeting with Example Township on Roads A, B, and C (all
1/10/2022|potential DGR projects) 3 - 1.5 55
1/13/2022|Assist Example Township fill out grant application for Roads A and B (DGR} 1 1
1/18/2022|review applications from Example Township and provide feedback (Roads A & B) 1
1/20/2022|review revised app for Roads A and B, Example Township 0.5
1/25/2022|QAB meeting 3
Attended Example CCD Board meeting - shared updates on DGLYR Program &
1/27/2022|shared QAB recommendations for project funding 0.5 0.5
prepared contracts for projects approved at Board meeting (2 DGR and 4 LVR -
1/28/2022|see meeting minutes) 1
1/31/2022|Example2 Township, Road X (LVR) - inspect cross pipe installation 2.5 21
Totals 8.75 3.75 5.25 1.25 BS g 21 g
hourly rate/mileage rate| 5 35.00 S 35.00 [ § 35.00  535.00 | $0.585  S$0.585 | §0.585 | $0.585
Total expense| $306.25 $131.25 | $183.75 543.75 | $32.18 § 5.27 | $12.29 § 5.27




Lots of options
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Eligible Expenses s SCC

Discussion:

Do you track exact hours?

If so, how do you track hours?




Eligible Expenses

Discussion:

Do you have a district or DGLVR
vehicle?

How do you pay for vehicle expenses?




Documenting DGLVR Funds e

* Example quarterly summary sheets




DGLVR Program 3033-3033 10212012
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Eligible Expenses s SCC

Discussion:

Do you have a quarterly summary
sheet?

What is it like?




Documenting DGLVR Funds

* Administrative and Education purchases
* Retain receipts

* Document how much of the receipt is a DGLVR expense and
why




Documenting DGLVR Funds

* Documenting cost allocation methods (CAM)
* Record what the CAM is
* Explain how you came up with the CAM
* Document that you followed the CAM

* Ways to document these items:
* Narrative
* Spreadsheet
* Receipts




County Conservation District
Cost Allocation Method - DGLVR Portion

The percent of overhead expenses that are eligible DGR admin expenses is equal to the percent of conservation district staff time spent on DGR activites
The percent of overhead expenses that are eligible LVR admin expenses is equal to the percent of conservation district staff time spent on LVR activites

FTE = Full Time Equivalent (40 hrs/week for 52 weeks a year)

DGR LVR other total
Total CCD FTEs 6 Ty Basinger 0.2 0.1 0.7 1
DGR FTEs  0.3083 Chris Tanczos 0.075 0.025 0.9 1
amount of total staff time spent on DGR (decimal} 0.05138 Mathan Brophy 0.0333 0.0167 0.95 1
% of total staff time spent on DGR 5.1% totals 0.3083 0.1417
3% of shared expenses can be paid for with DGR admin funds
CCD STAFF TIME
Total FTEs 6 Staff time spent
LVR FTEs  0.1417 on DGR
amount of total staff time spent on LVR (decimal) 0.02362 _Stafftime spent
% of total staff time spent on LVRI 2.4% on LVR

1% of shared expenses can be paid for with LVR admin funds

Total CCD Staff time 6 FTEs
Staff time spent on DGR 0.3083 FTEs

Staff time spent on LVR 0.1417 FTEs

Staff time NOT spent on DGLVR 5.55 FTEs

Staff time NOT
spenton DGLVR __———

154



Dirt & Gravel Roads Reimbursement Salary Expenses:

|Emplu:u1_.ree Admin/Edu |[Hours Rate Total
SU mma ry Date: 6-30-23 | Employee 1 [admin 12 5 27115 32532
| Employee 1 |Edu 2 5 2711 5 5422
Salary Expense 5231234 Employee 2 |Admin 5o 5 2456 |5 144904
report backed B S e e s ials e
. Travel: $45.20 | Employee 3 |Admin 7 5 4104|535 28728
u p Wlt h Mileage 4520 (Jan-March) Total Salary Expenses s 2,312.34
Farking/hotel
H Meals
Re Ce I pts Conference Registration Project Expenses:
Twp . DSA testing
Equipment: $420.22 ) Twp |.. Road |50% upfront 5 -
Intermnet Service 18.75 |_ Total Project Expenses | § -
Printer 0.00
Telephones 19.65
Fax 0.00
Zoom and Office 365 16.89
Field Supplies 0.00
Computer Service 5400
Copier 27718
Website Hosting 3375
0.00
Vehicle Expenses: $0.00
Vehicle Service 0.00
Auto Insurance 0.00
Office Supplies/Other $167.38
Office Supplies 11.08
District Wear 0.00
Clearances/Background Check 0.00
Legal Notices 0.00
Job Advertisements 18.62
newsletter 2229
FPACD Due/Fee 20.00
Meeting Expense 1280
new office expenses 5299
Copies: 538.00
0.00
Postage: 516.07

Total Reimbursed: §2,999.21 155



Summary
report backed
up with
Receipts

$131 10 x 0.05 = $6.55

5% of staff time is spent on DGR
activities

* 5% of shared expenses are paid for
with DGR admin funds

SERVICE ELECTRIC TELEPHONE SECV
4242 MAUCH CHUNK RD

For All Billing Inquiries, call 570-495-4100

Account Number: 000000

Account Name: COUNTY
CONSERVATION

Bill Date: February 15, 2023

Due Date; March 5, 2023

P W.,ﬂn’;'-ﬂ":g'."_i_}j__"_‘_-_._'j

s Al '3"?_:‘

Nt

Page 1 of 4

Account Summary

Last Month

Balance from last statement 131.10

Payment Received 01/31/2023 131.10
ThankYou  Balance $0.00

This Month

Telephone Charges 120.69

FEDERAL TAX 347

STATE TAX 6.04

Current Charges £131.10

Total Amount Due $131.10

ECBIVE
FEB 2 1 203

-----------------------




Eligible Expenses s SCC

Discussion:

How do you document cost allocation
methods?




O u tI i n e Pennsylvania
o St oV Ao COeramiss

* DGLVR Program Overview

* DGLVR Policy and Tracking Funds
 Documenting DGLVR Funds

* Reconciling Accounts

* Budgeting and Spending Requirements




Reconciling Accounts e SCC

How to verify balances:

* If income and expenses are properly reported in GIS,
then the “Ending Balance” in GIS should match the
conservation district’s local DGR (or LVR) bank
account balance as of the last day of the quarter.

* Review your bank statement (for the last month of
the quarter) and your quarterly report:

* |If the end balances match, check the “balances verified
box” and move on to the next portion of your quarterly
report.

* |If the end balances don’t match, reconcile accounts

Quarterly Report

1/1/2024 — 3/31/2024 i
Dirt and Gravel Low Volume | Activity Report File
B~ $~ | O~

Balance at District

Starting Balance: 5
Income: %

Expenses Total: 5

Ending Balance: %
|

l

This number should match the conservation
district DGR (or LVR) bank account balance as
of the last day of the quarter (3/31/2024 in
this example) to the penny. If the account
balances do not match, do NOT check the
“balances verified” checkbox




Reconciling Accounts

DO NOT check the “balances verified” box if the Ending Balance in
GIS does not match your local account balance.

* |t’s better to submit the report late and correctly than to check this box
incorrectly.

 Why?




Reconciling Accounts

Why does it matter if bank account and GIS balances

match?
Account Activity
Post Date Description Debits Credits Balance
06/01/2023 Balance Last Statement $214,166.50
06/30/2023 INTEREST $422.47
06/30/2023 Balance This Statement | $214.533-ﬂ?|

Balance at District

If they don’t match, you

), Starting Balance: $ 373,802.77
don’t know how much e ——
money you have @ Expenses Total: $§ 105,541.40

Ending Baiance:l$ 258,349.19'




Reconciling Accounts

What if | don’t know how to reconcile accounts?

 The SCC and Ken Corradini are available for assistance in verifying account
balances.

* There is a flow chart in the GIS Quick Guide to help




Verifying Balances in the DGLVR Quarterly Report

Does the “ending balance” in the QR match your local bank account balance to the penny as of the last day of the quarter?

Yes

Click the “Balances Verified” box on
the quarterly report.

Congratulations!
You’re done verifying balances.

o
Yes Can you fix it?

No
Make the necessary
transactions, edits to the
quarterly report, etc. as
needed to make the account
balances match.

For example, a DGLVR project
check has not been cashed by
the grant recipient yet. If the
balances match when
accounting for these outstanding
checks, then click the “Balances
Verified” box on the quarterly
report.

Once the corrections are made

and the balances match, Click

the “Balances Verified” box on
the quarterly report.

No

Do you know why the
balances do not match?

See Account Reconciliation Checklist

A template Excel spreadsheet for comparing
conservation district financial documentation to
the quarterly report is available for use.

Contact Ken Corradini or the SCC with questions
or for assistance.

Do not check the “balances verified” QR box
until the GIS and local account(s) are reconciled.



Reconciling Accounts

e Common reasons local accounts and DGLVR GIS do not match:

* typos — accidentally typing the wrong number
* When completing quarterly reports
* When doing math
* When making journal entries
* When making transfers




Reconciling Accounts

* Common reasons local accounts and DGLVR GIS do not match:
* Timing
e Report income when it is deposited in the DGLVR account(s)
* Report project checks when they are written

e Report admin and edu expenses when DGLVR funds are used to pay
for them




Reconciling Accounts
[

e Common reasons local accounts and DGLVR GIS do not match:
* Incorrect transfers

* DGR income/expenses being transferred into/out of the LVR
account

* LVR income/expenses being transferred into/out of the DGR
account

* DGLVR income/expenses being transferred into/out of non-
DGLVR accounts




Reconciling Accounts
[

e Common reasons local accounts and DGLVR GIS do not match:
* Incorrect transfers

* Reporting expenses or income but never transferring them
into/out of the DGR/LVR account(s)

* Paying the same expense twice with DGR/LVR funds
* Trying to reduce the number of transactions




Reconciling Accounts
[

Trying to reduce the number of transactions

* Example:
* CD receives a $3,000 DGR replenishment in the general
account

* CD pays $10,000 of DGR admin expenses out of the
general account

* CD transfers S7,000 from the DGR account to the
general account




Reconciling Accounts
[

Trying to reduce the number of transactions

* Problem with this:

* Difficult to identify mistakes because the full DGR
income and expense amounts are not in the DGR
account

* When reconciling accounts, we’ll be looking for the
$3,000 income and $10,000 expenses reported in the
qguarterly report and won’t find them in the DGR bank
account




Reconciling Accounts
[

Trying to reduce the number of transactions

* Problem with this:

* Replenishments are different than
reimbursements

* Treating replenishments like reimbursements will
cause the local and GIS balances to not match
* Because eventually there will be expenses that

aren’t “reimbursed” (because the DGLVR Program
does not reimburse conservation districts)




Reconciling Accounts

e If the GIS is higher than the local account:
* You may have forgotten to report an expense

* You may have reported a replenishment or advance before depositing it into
your local DGLVR account(s)

* A project check was not put in GIS but was cashed

e If the GIS is lower than the local account:

* You may have forgotten to transfer funds out of the DGR (LVR) account for
admin and edu expenses

* You may not have reported all replenishments/advances yet
* A project check was put in GIS but was not cashed yet




Account Balance Reconciliation Checklist

1. Check for typos

* Were all income and expenses entered into the GIS correctly?
 Were all income and expenses properly calculated before entering them in GIS?
If correcting mathematical errors and typos does not reconcile the accounts, then:

2. Check that the correct transactions were made.
. Identify the last time that the local and GIS accounts matched.
. Review all transfers of funds into and out of the local account since the last time that accounts matched
to see if any errors were made.
. Were the correct amounts transferred?
. Was the funding transferred to/from the correct accounts?
. Was the funding transferred during the quarter it was reported?
. Quarterly report income and expenses can be downloaded from GIS as a spreadsheet. A template
Excel spreadsheet is available to assist in comparing GIS data to local documentation.
. If transaction errors were made, corrections may be needed in the GIS and/or the local accounts.

3. Reach out for assistance

* If you cannot identify why the local and GIS account balances do not match, the SCC and Center for Dirt
and Gravel Road Studies GIS staff can assist.




Reconciling Accounts

* Recommend using a spreadsheet during your financial
review because it allows you to check your work

* Example reconciliation spreadsheet < ¢ & - cocnnn

GIS Demo -
downloading the QR
spreadsheet for use

in reconciliation




Reconciling Accounts
[

* Once you’ve identified the reason for the discrepancies,
make sure they are corrected.
* May require:
* Bank transfers
* Adjusting journal entries
e edits in quarterly reporting
* May need to request that Ken or SCC unlocks the QR

* Upload documentation in GIS once the corrections are
made

* Make notes in the “other” section of the quarterly report
activity report




Eligible Expenses s SCC

Discussion:

How does reconciling accounts go for
you?




O u tI i n e Pennsylvania
o St oV Ao COeramiss

* DGLVR Program Overview

* DGLVR Policy and Tracking Funds
 Documenting DGLVR Funds

* Reconciling Accounts

* Budgeting and Spending Requirements




Budgeting and Spending Requirements

* Big picture planning

e Using grant funds wisely includes more than
spending money on eligible expenses and tracking
funds properly




Budgeting and Spending Requirements

* 3 spending requirements to remember
e annual allocation: 2 years

All funds must be spent in 2 years

/4




Budgeting and Spending Requirements

* Annual allocations + 2 year spending requirement =
overlapping financial tracking

2021 2022 2023 2024 2025 2026




Budgeting and Spending Requirements

* PA Fiscal Year runs July 1 —June 30

2021 2022 2023 2024 2025 2026

o
Cramas




* Annual allocations + 2 year spending requirement =
overlapping financial tracking

2021 2022 2023 2024 2025 2026

today




* SCC assesses 2-year spending requirements 9 months

after the requirement

2021 2022 | 2023 | 2024 2025 2026

[
i 3/31/2023: check to see if
[ districts met 6/30/2022

spending requirement

[ [
| |
Actual 2-year When we check the
spending 2-year spending

requirement requirement



Budgeting and Spending Requirements

* How to figure out spending requirements?
* GIS
* Annual Summary Report
* Budget Tool
* Allocation History Tool

GIS DEMO —
2-year spending
requirements




Budgeting and Spending Requirements

* 3 spending requirements to remember
e annual allocation: 2 years
 Admin/edu: 1 year

Available in the first year
l of an allocation




Budgeting and Spending Requirements

* Admin/edu funds available for 1 fiscal year
e July 1 -June 30

2021 2022 2023 2024 2025 2026

Admin/Edu

Admin/Edu

Admin/Edu




Budgeting and Spending Requirements

* How to know how much admin/edu funds remain?
* GIS
* Tool in quarterly report

GIS DEMO -
admin/edu
remaining




Budgeting and Spending Requirements

* 3 spending requirements to remember
 Admin/edu: 1 year
e annual allocation: 2 years
* End of 5-year agreements




Budgeting and Spending Requirements

* Five Year Agreement
* Provides 6 years to spend 5 year’s DGLVR allocations

2024 Extra year
maintains 2-
year spending
requirement




Budgeting and Spending Requirements

* How to track 5-year spending requirements?
* GIS
e Quarterly report

Previous 5-Year Agreement

"Old Money" Balance: $ 4,774.16
Currently Spent: $ 7,702.80
Balance Remaining: $ 0.00

4




Budgeting and Spending Requirements

* How do districts get in trouble with spending
requirements?

*Timing
o Staff turnover/limited staff involvement
* Relying on advances




Budgeting and Spending Requirements

Recorded webinar:

* https://dirtandgravel.psu.edu/education-training/webinars/past-webinars/

* April 25: Tips For Keeping Up With Spending Requirements

« Conservation districts are required to spend each annual allocation of DGR
and LVR funds within 2 years to be eligible for future allocations. This
webinar shared tips and tricks to help districts establish a local annual grant
cycle to get ahead of these spending deadlines.

 Webinar Download (89.1 MB): MP4 format (~1 hour, 2 minutes)
* Presentation Downloads:

e Adobe PDF (2.74 MB)
« MS Powerpoint (2.91 MB)



https://dirtandgravel.psu.edu/education-training/webinars/past-webinars/
https://www.dirtandgravel.psu.edu/docs/Webinars/Webinar_Keeping_up_with_Spending_Requirements_4_25_2024.mp4
https://www.dirtandgravel.psu.edu/docs/Webinars/Webinar_Keeping_up_with_Spending_Requirements_4_25_2024.pdf
https://www.dirtandgravel.psu.edu/docs/Webinars/Webinar_Keeping_up_with_Spending_Requirements_4_25_2024.pptx

Budgeting and Spending Requirements

* How to keep up with spending requirements?
1. Run an annual grant program




* Each 2-year spending period only spans 1 continuous

construction season

July 1
2021 2022 l 2023 @ 2024 2025 2026




* How districts get in trouble with spending: Timing

July 1 .la.m.-June:

2021 2022 | 2023 @ 2024 2025 2026 difficult to get
°°°°° construction

started in the

few spring

months

OOOOO

July-Dec: difficult to prepare, —
start, and complete a projec
before it gets too cold




* Prepare projects the calendar year before they go to construction

* Be ready to contract projects with 2024-25 funds as soon as the 2024-25 FY starts
* Work proactively, not reactively!

2021 2022 2023 @ 2024 2025 2026

Use 2024 to prepare for
projects that will be
constructed in 2025




Keeping up with Spending Requirements s SCC

Things to do in 2024 to be able to construct prOJects in 2025
with FY 2024-25 funds: TR

* Education and outreach to potential applicants
* pre-app meetings

e application due date

* Revise applications as needed

* Rank applications / QAB meeting

* Revise applications as needed

e CD Board approval If you're interested in
- doing these steps
* Create contract in GIS before you receive the [

ini - — nextallocati h
* Have grant recipient sign contract next al oeation, reat
out to Ken or SCC




Eligible Expenses

Discussion:

When are your grant applications due?

When do you allocation each FY’s
funding?




Keeping up with Spending Requirements

* How to stay on track with spending requirements

2. Be up front with program participants about the
required timelines

Fund projects that can be completed in the allotted time
Fund a variety of project types

Make sure you know how much money you need to
spend (use GIS)

6. Budget well so you don’t have extra money leftover

7. If anything comes in underbudget, reallocate that
funding ASAP

LW




Budgeting and Spending Requirements

* How to budget DGLVR funds

e annually
* Because CDs receive new DGLVR funds every year
* Because CDs have 1 year to spend admin/edu funds
* Helps CDs stay on track to meet spending requirements




Budgeting and Spending Requirements

* How to budget DGLVR funds .
Total allocation — ———  available for projects

Available in the first year
of an allocation




Budgeting and Spending Requirements

* How to budget DGLVR funds

Total allocation — expected admin/edu spending = available for projects

Available in the first year




« Allocations are available in several places:

o G IS Allocation History x

; I'ft] ] | #¥ Conservation District Allocatien: X | g CDGRS Mapper % =+ EH L - | u &
E [::1 m |j hitt s -gls-dlrt-lll'ldl_]!ﬂ'-'i'Ll;:ih-lZ"lJ:J.'II e P, as Fizcal Year Dirt and Gravel Low Valume Total
= T 23724 100,000 40,000 140,000 «
- H = & g p 1
il B . K b 4 r b4 22723 100,000 40,000 140,000
ﬁ#@k&;-ﬁdlg H%m !ﬁ_' /
= D <] R 5 | } 21722 100,000 40,000 140,000
: ; ||_d Quarterly Report
LAy@rs b 4 I 20/21 100,000 40,000 140,000
| Stone Cost
. ) 19420 100,000 40,000 140,000
|_| Potential Unpaved Sites - i$ Annual Summary :
- |I 18/18 100,000 40,000 140,000
AdminSEdu Viawaer
Countles - s 17/18 100,000 41,008 141,008
I, Payments Viewer
m Municipalities 15§17 100,000 40,000 140,000
‘= Allocation History
Road 15/16 100,000 40,000 140,000
oads ™ =
J N LA RS T 14/15 100,000 40,000 140,000
|:| Streams = Photo Viewer 13714
@ Unfunded Applications 12713 -

| | Watnass Index
= Road Statistics
¢y USGS Topo Map Dirt and Gravel Allocation Total: &

/™y USGS TmageryTopo Low Volume Allocation Total: §

MAIP 2017 Combined Allocation Total: $

PEMA 2018-2020



Budgeting and Spending Requirements

e How to budget DGLVR funds

* Total allocation)>- expected admin/edu spending = available for projects
* Allocations are available in several places:

* GIS

e Center’s Website

e https://dirtandgravel.psu.edu/pa-program-resources/program-specific-
resources/conservation-district-allocations/

* SCC meeting materials/email from Program



https://dirtandgravel.psu.edu/pa-program-resources/program-specific-resources/conservation-district-allocations/
https://dirtandgravel.psu.edu/pa-program-resources/program-specific-resources/conservation-district-allocations/

Budgeting and Spending Requirements

» How to budget DGLVR fund '
* Total allocation= expected admin/edu spending ® available for projects
* Check schedule D for how much you're allowed to spend on admin/edu

 How much admin/edu do you spend over 12 months?
* Review last year’s expenses

Available in the first year
of an allocation

* Adjust for expected changes
e Add a safety factor?
ALSO

* Annual Summary Report in GIS includes how
much admin/edu was spent per calendar year Droject funds




Budgeting and Spending Requirements

Annual Summary Report

Funding Source: |Dirt and Gravel | | $ ~ | whole state = =

Summary Report || Project Totals ('15 +) | Project Totals ("14 -} | All Contracts Errors

Year Contracted Contracted Total Contracted Spent Completed Completed Tota Administration
Count Count

2024 5 1,462,058.35 0.00 4 370,381.64 0.00
2023 157 14,195,443.50 5,402,190.25 238 190,878,369.68

2022 22 1,596,396.92 757,434.53 259 18,051,728.88 1,321,339.20
2021 17 2,637,784.81 1,398,155.93 207 12,850,917.332 1,536,625.16
2020 6 1,336,108.22 724,676.93 268 16,604,129.56 1,420,652.74
2019 2 431,757.08 165,000.00 390 21,385,655.95 1,467,528.25
2018 1 153,700.00 76,850.00 268 15,346,704.89 1,417,325.96
2017 0 0.00 0.00 352 15,707,647.37 1,299,460.35
2016 0 0.00 0.00 358 13,683,3216.04 1,300,929.328
2015 0 0.00 0.00 262 7,630,261.99 1,137,323.57
Total 210 21,812,248.88 8,524,307.64 5672 192,555,167.55 16,754,046.18

ASR Overview (2023/2024) Report Checklist

Total Spent: § 223,889,189.57 Stone Cost QRs Accepted

Spending Req.: $/208,735,592.00 Contract Errors Reviewed/Corrected | Accepted By:

Difference: 5 15,153,597.57

Annual Summary Report Reviewed

S & @

Date Submitted:

Education

0.00

446,360.56
506,851.44
443,439.90
647,629.03
718,143.88
557,222.70
4568,000.45
485,496.57

6,055,668.20

Accepted Date:

»

28.65
26.85
23.98
23.65
22.95
22.47
21.50
21.27
21.12 «»

22.61 .

-

Center Use Only

Accept Report




Budgeting and Spending Requirements

* How to budget DGLVR funds
» Total allocation — expected admin/edu spending
* What else is going on that could impact funds available for new projects?

* Amendments needed for existing contracts?
* Projects coming in under budget?
e Contracts being cancelled?
* Interest accrued must be spent on projects
* Leftover admin/edu funds from last year/previous years




Budgeting and Spending Requirements s=.. SCC

Quarterly Reports: Budget Tool Quagerivkepol
. . . sl == g S d& &~ | @~
* HEIpS Wlth SI m ple bUdgEtI ng Dirt and Gravel | Low Volume | Activity Report Files Managers Date Submitted:
e . - n Expenses -
* Resets after each quarter but has F B0 s
. . Budget Tool
a tool to import the previous sc , o - on:s
’ Balance neods to be accurate. Be sure that the Dirt and Gravel P55 §
q u a rte r S Va I u es income and expenses are currl’ent through today and have been her: &
entered into the Quarterly Report. '
Uncommitted Balance: $ ;me“tg
* Important to have the income : Md”‘?f‘*‘l‘*‘:“”: ‘““”’E:i Lim: $
. . ropose ministrative Expenses: -
and expenses Current In the QR In Proposed Education Expenses: $ UF; :
Order for‘ the budget to be Expected Project Commitments: $ ted: $ .
Amount to Withhold for Amendments: $ —
a Ccu rate Estimated Project Balance: % 0.00 CC Use Only ‘£| ‘E‘
Inco By:
G I S D E IVI O — Activity Repart | All Contracts Valid | Replenishment Processed Expensas Approved

Budget tool QR




Budgeting and Spending Requirements

* How to budget DGLVR funds

* Use budgeting tool in quarterly report
e Plan for the next allocation before it’s received

 Revisit regularly or at least once a year
* Reach out to SCC for assistance




Eligible Expenses

Discussion:

Who budgets DGLVR funds at your
district?

When do you budget DGLVR funds?




Budgeting and Spending Requirements

* How do | know what my spending requirements are?
* GIS

e 2-year spending requirements tracked in Annual
Summary Report
* 5-year spending tracked in Quarterly Report

* Only in the fiscal year following the end of a 5-year
agreement




Outline

* DGLVR Program Overview

* DGLVR Policy and Tracking Funds
 Documenting DGLVR Funds

* Reconciling Accounts

* Budgeting and Spending Requirements

What’s Next?




Follow Up Activity 5. SCC

Instructions:

MName:

DGLVR Financial Training

Follow Up Activity

Provided
in packet
of printed
handouts

Complete this full activity to receive credit for completing the DGLVR Financial Training.
Email the completed activity to shlaw@ pa.gov & kic139@psu.edu by 1 week after the training.

If you do not current have a login to the DGLVR GIS system, contact Ken Corradini at kjc139@psu.edu to obtain
access to complete this worksheet.

County:

What is the invoice number of your county’s current Low Volume Roads (page 2) Schedule D?

Do you have an unreported replenishment? (yes or no)

If s0, how much is your unreported replenishment?




QAQC Financial Review

* SCC will request information to be provided before the
ViSIt:
1. Documentation of all DGR and LVR income and expenses reported in
the 4 most recent quarterly reports.

2. Documentation t_hat each admin and education expense in this
timeframe is eligible.

. Oftedn ijncludes staff timesheets, vehicle mileage log, and receipts/invoices as
needed.

3. Bank statement(s) showing the DGR and LVR account balances at the
end of the most recently completed quarter.

* 12/31/2023,3/31/2024, 6/30/2024, or 9/30/2024

4. A list of all cost allocation methodséCAM) used to determine eligible
DGLVR admin and edu expenses and an explanation of how each

cost allocation method was determined/developed.




QAQC Resources

* Website
https://dirtandgravel.psu.

edu/pa-program-
resources/ga-gc/

|

Program Resources »
Low Volume Hoads
Achvisory Workgroups

Products

D ‘ QA0 - Center for Dirt and Gre 3 —|—

hittps://dirtandgravel psu.edu/pa-program-resources,iqa

GEMERAL RESOURCES  EDUCATION/TRAINING

BOF CENTER QO S B

7 4 \ F N P I R
Quality Assurance / Quality Control (QA/QC)
The Program's Quality Assurance / Quality Control (QASQC) process is a joint effort between

Program. Center, and DEP staff to assess the functionality the Dirt and Gravel Road Program
within individual Conservation Districts. The process involves a full-day visit to each district
with the majority of the time being spent visiting projects in the feld. The purpaose of the visit is
Lo identify areas lor improvement within the District and the Program, and to share successfu

strategies between Districts.

Details

The QASQC effort visits individual conservation districts to assess their implementation of the

Dirt. Gravel, and Low Voalume Road Maintenance Program. The ane or Uwo day visil is

conducted by SCC, Center, and DEP. These reviews focus on financials,



https://dirtandgravel.psu.edu/pa-program-resources/qa-qc/
https://dirtandgravel.psu.edu/pa-program-resources/qa-qc/
https://dirtandgravel.psu.edu/pa-program-resources/qa-qc/

DGLVR Financial wrap up

* Apply what you’ve learned

* Conservation Districts can update their financial
tracking, reporting, and usage at any time!

* If you have questions or would like more detail
on anything mentioned today, don’t hesitate to
reach out.

* Prepare for your next quarterly report and QAQC

* Share suggestions for improving this training
* Fill out the survey (emailed)
* shlaw@pa.gov and kjc139@psu.edu



mailto:shlaw@pa.gov
mailto:kjc139@psu.edu
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