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LIST OF ACRONYMS

CFR


Code of Federal Regulations

DNR


Department of Natural Resources (State of Missouri)

DSP


Division of State Parks (State of Missouri)

GMS


Grants Management Section (State of Missouri)

HPP


Historic Preservation Program (State of Missouri)

MBE


Minority Business Enterprise

OMB


Office of Management and Budget (U.S. Government)

RTP


Recreational Trails Program

SAFETEA-LU
Safe, Accountable, Flexible, Efficient Transportation Equity Act: A Legacy for Users
MAP-21
The Moving Ahead for Progress in the 21st Century Act
WBE                      
Women Owned Business Enterprises
MBE
Minority Owned Business Enterprises

DBE
Disadvantaged Owned Business Enterprises
I.   Introduction

This guide is designed to help you administer your Recreational Trails Program (RTP) grant project.  The guide does not discuss local regulations, which may affect the administration of your grant.  It is your responsibility to ensure that you comply with all federal, state and local regulations/laws applicable to your project.

Careful attention should be given to the information presented in this guide since deviations may jeopardize reimbursement of your expenditures.  If you have questions, please call the Department of Natural Resources/Missouri State Parks /Grants Management Section (GMS) staff at (573) 751-3442.

The RTP is authorized by The Moving Ahead for Progress in the 21st Century Act (MAP-21) reauthorizing the Recreational Trails Program (RTP) through Federal fiscal years 2013 and 2014 as a set-aside from the Transportation Alternative Program and approved continuance through FY2015.  The funding is administered at the federal level by the Federal Highway Administration and at the state level by the Missouri Department of Natural Resources (DNR).  Review and recommendation of grants is performed by the Missouri Trails Advisory Board representing the following groups:

Pedestrian


Off-Highway Motorcycling

Equestrian


All-Terrain Vehicle Riding

General Bicycling

Accessible Trail Use

Mountain Bicycling

General Trail Use 

II. 
Before You Begin Your Project

A.  Required Documents
Before beginning your project ensure the following documents are in your grant file:
1)
One project agreement signed by the DNR and by your organization.
2)
A copy of the Section 106 Cultural Resource Clearance letter you receive from the HPP.
3) 
The US Fish & Wildlife environmental clearance.
4)
Any assurance letters or permit documents regarding wetlands, floodplains, and noise impacts are received from applicable agencies and filed in your office for future review.

5)
Any grants involving use of Missouri Division of State Parks’ land or ROW to a trail is required to submit all prints and specifications for review and approval through the DSP/RTP and Planning & Development Program’s (P&DP) to meet the  Internal Evaluation Criteria and include with your file. Call Kelley Brent at 573-751-5359 or email at Kelley.brent@dnr.mo.gov. Also, if your trail project is connecting to a State Park trail ensure there is a memorandum of agreement with Division of State Parks for that connection. Contact Dawn Fredrickson at 573-449-7402 or email at Dawn.Fredrickson@dnr.mo.gov. 
6)
Any grants involving Federal Lands is required to keep the signed agreement with that agency in your file.

7)
Signed Leases, Easements, Quitclaim Deeds, and Deeds etc.

8)
A Sub Recipient Form is completed and returned to the GMS office and a copy kept in your file.

TO DO:

9) 
Vendor Input form completed and returned to the Office of Administration. This form is required so that you may receive your reimbursement payment and can be found on the webpage below.


https://oa.mo.gov/vendors
B.  Getting Organized: Set up Grant Administration Procedures
Before you begin your project, files you may need are:


1. Application;

2. Agreement;

3. Environmental Clearances;

4. Planning/Engineering


5. Correspondence;

6. Bidding Documentation;

7. Reimbursement Documentation; and


8. Forms. 
It is recommended for you to develop a procedure for how you will document the expenses and donations related to your project.  For example, for reimbursement purposes create a separate file for photocopies of grant-related invoices and checks. In a Forms file have the appropriate forms available for volunteers, employees and equipment operators to record their time as they work on the project and retrieving signatures each day worked, and payroll records to support this documentation. If you are contracting the project to a contractor the contractor does not need to track his employee time records except for the invoice he send to the grantee to receive payment.
Knowing what you need to document your project costs before you get started will benefit you greatly when it comes time to prepare your reimbursement request.
III.
Project Administration

Completing your project may involve contracting labor, purchasing materials, in-house labor or volunteer labor/donations.  Please read through the following information to ensure you are in compliance with Grants Management guidelines. Every attempt should be made to include ADA compliance with your engineering plans/trailhead plans/ etc.
A.  
Procurement Procedures

Recipients shall use their own procurement procedures provided that they conform to the standards set forth in Federal Regulations http://www.ecfr.gov/cgi-bin/text-idx?SID=e48cb088561b980eb48fe3b19263b376&mc=true&node=pt2.1.200&rgn=div5
(these cover all eligible sponsors, see attachments).  Below is a description of the procurement procedures common to every sponsor.

For all purchases, you need to obtain at least three bids to ensure the project is being completed at the lowest cost to the public.  You must also solicit bids from DBE, MBE, and WBE; contact the State of Missouri’s Office of Administration – Division of Purchasing at (573) 751-2387 for more information on DBE/MBE/WBE.  To research specific services from DBE/MBE/WBE vendor you may log on to their website: 0eo.mo.gov, then click on ‘Search Directory’. You may print the response you receive from this directory to submit with your reimbursement and keep in your file for GMS if requested it at a later date. 
Whether or not you need to conduct a formal bid process depends on the cost of the service and or purchase involved:

IF THE SERVICE/PURCHASE IS $25,000 OR GREATER:
If you are purchasing materials or contracting a service for $25,000 or greater, procurement must be done through sealed bids (formal advertising).  When advertising for bids, the following conditions must be present:

· The following documentation must be included in the bid specifications. Please provide the following information to your engineer or purchasing agent.  Ensure these are kept for the reimbursement period. (see attachments A,D, E, F, G, and I):

· Missouri Department of Natural Resources General Terms & Conditions
· Affidavit of Compliance with Prevailing Wage Law,

· Certification of Non-Segregated Facilities,

· Certification Regarding Debarment, Suspension, Ineligibility and Voluntary Exclusion over $25,000, and
· A complete explanation of the purchase description/specifications must be made available to bidders. If your project is in a State Park the engineering plans must be reviewed by the MSP, Planning and Development Program before bidding the project for their approval.
· Buy America rule requires certification of the steel or iron used in the trail project was a domestic made product. If there is a non-domestic steel equipment product expected to be purchased under the RTP grant, a waiver process will be initiated through the GMS office, forwarded to the FHWA office for approval.  This process can take up to 6 months to receive approval to buy non domestic steel or iron products. Please see Attachment I for further information.
· Requests for bids must be publicly advertised for a minimum period of THREE weeks.

· Include in the advertisement this is an ‘equal opportunity bidding event’ and include DBE/MBE/WBE are encouraged to submit a bid within the ad.

· Public advertisement should be done in diverse publications to meet DBE/MBE/WBE requirements. You may reference the For all purchases above paragraph to reference the website available.
· A minimum of three bids must be received before a service provider is chosen.  If only one bid is received, the project sponsor has the option to negotiate with the bidder or re-bid.
· After the bids are opened and the contract is chosen, BEFORE YOU AWARD THE CONTRACT, you must first get approval by the Grants Management Section. In determining the lowest-cost bidder, you may consider factors such as discounts, transportation cost, guarantees and life cycle costs.  All bids may be rejected if there is a sound documented reason.  After you have selected your vendor/contractor, send a copy of the
· 
1. public bid advertisement;

· ______2. Document the formal bid advertisement with an affidavit of publication.

· 
3. bid tabulation; and
· 
4. a copy of the proposed contract/plans/specs
· to your RTP project staff at; Department of Natural Resources, Division of State Parks, Grants Management Section, P.O. Box 176, Jefferson City, MO, 65102-0176. Or email to Marilyn.lehman2@dnr.mo.gov. Please state why the preferred service provider was chosen and request for approval to accept the preferred bid.  Expect a response within two weeks, provided there are no issues with the information provided. 
· After receiving approval notification from the GMS, a fixed-price contract should be made in writing to the lowest responsive and responsible bidder.  Contractors must sign an affidavit of compliance with prevailing wage rates; a certification of non-segregated facilities and a certification regarding debarment (see attachments D, E, F). And provide documentation the steel/iron is domestic made if needed for the RTP project.
· For purchases over $25,000, you will additionally need a Certification Regarding Lobbying (see Attachment G).
· Note that DNR/DSP review of bids and contracts does not relieve you of the responsibility for full compliance with federal, state and local rules, regulations and laws applicable to your project.  Our comments are not exclusive, but are intended to assist you in detecting deficiencies and to reduce compliance problems. 

IF THE SERVICE/PURCHASE IS LESS THAN $25,000:
No prior approval is required from our office for purchases under $25,000.  However, three bids/estimates are still required before a purchase is made. You may use telephone, website advertisements, local vendors, but these do not have to be collected through formal advertisement.  Also, the Department of Natural Resources General Terms & Conditions (Attachment A) must be attached to any work contract.  Any work contracted out must use prevailing wage and the contractor needs to sign an affidavit of compliance with prevailing wage.  
For all purchases, you need to obtain at least three bids to ensure the project is being completed at the lowest cost to the public.  You must also solicit bids from DBE/MBE/WBE; contact the State of Missouri’s Office of Administration – Division of Purchasing at (573) 751-2387 for more information on DBE/MBE/WBE.  To research specific services/purchases from DBE/MBE/WBE vendor you may log on to their website: 0eo.mo.gov, then click on ‘Search Directory’. You may print the response you receive from this directory to send with your reimbursement or keep in your file for GMS requests at a later date. Also, Buy America rules applies to all purchases $2,500 or more.  
Please refer to Attachment I for more information.
A complete explanation of the purchase description/specifications must be made available to bidders. If your project is in a State Park or connecting to a State Park trail right of way the engineering plans must be reviewed by the MSP before bidding the project for their approval.
B.
Quarterly Reports

Quarterly reports need to be submitted each quarter until project completion (form on page 12).  Quarters are: January – March, April – June, July – September and October – December.  Submit your quarterly report by the end of the month following each quarter (for example, send report by April 30th for the January-March quarter).  Reports can be faxed, mailed or emailed (contact info is listed on page one of this guide).  You may want to put a pop up reminder into your work or phone calendar for a reminder. Reimbursement may not occur if quarterly reports are not submitted as required.
C.
Amendments

In unusual circumstances, you may find that you need to amend an element of our project agreement.  The amendment must be approved by GMS.  Amendments may be considered if you send a written amendment request outlining the proposed changes to GMS. The GMS will respond via letter to approve any amendment. The following types of amendments may be considered:

1.
Time Extensions – Due to more stringent expiration dates placed on the State of Missouri’s RTP time extensions will not be given unless there is a natural disaster, death, or some other extraordinary circumstance. Should your project not be completed by the end date of your project period because of extenuating or unusual circumstances beyond your control, you may request a time extension.  Requests should be made in writing to the GMS office and should include an explanation of the extenuating circumstances.  Time extension requests MUST be made before your original project period expires to ensure funding remains available for your project.
 2.
Change in Project Scope – Proposed changes to the project scope must be made in writing to the GMS office.  Include an explanation for why you cannot complete the project as originally approved as well as a justification of the proposed change. Approved project scopes may change the amount of grant reimbursement you receive. 
3.
Change in Project Budget Table– Often when your project scope changes so will your project budget table. You can move up to 10% of your grant award between budget categories without GMS approval.  Moving more than 10% of your grant award between budget categories requires GMS approval.  If you wish to move more than 10% of the grant funds in your budget, submit a request in writing to the GMS office.  Include the proposed new budget breakdown.  Adding new budget categories would likely constitute a change in project scope and would require GMS approval.
D.
Project Cancellation

Your organization can withdraw your project from the RTP prior to any reimbursement of grant funds.  Once a partial reimbursement has been made, the grant cannot be withdrawn.  To withdraw a project, submit a written request to the GMS office.

E. 
RTP Sign

Once the project is complete, the approved RTP sign acknowledging the RTP grant must be posted on the project site.  The sign should be visible from a distance of 10 feet or/or near the highest trail traffic area.  This sign should be in place for 25 years at the trailhead of your trail project or the highest trail users’ traffic area.    Please go online to order the pre-approved and preprinted 24" x 24" RTP sign. http://doc.mo.gov/mve/html/ordering.html
The 24”x24” sign costs $39.67 each as of January 1, 2015.  Please reference #S-14189 when ordering using this form. http://doc.mo.gov/mve/images/orderForm.doc
There is also a small decal sign approved for equipment purchases to be placed on the equipment. To purchase the decal please write in the form you request the RTP decal for equipment.
F.
Project Inspection
All grant projects must be inspected by GMS staff before final grant reimbursement is processed.  Call the GMS office at (573) 751-3442 to schedule a project inspection or include the request in your quarterly report. We require a 30 day notice for inspections.  All items listed in the scope of the project agreement must be completed at the time of inspection including the RTP sign installed.  Ensure your project is accessible for the disabled by the guidelines in attachments A and B and your environmental paperwork is in your files for review.  
· Accessibility Guidelines for outdoor recreation can be found at this website:

 http://www.access-board.gov/guidelines-and-standards/recreation-facilities
G. 
Record Retention

All documents pertaining to the grant should be retained for a period of three years starting from the date of submission of the final request for grant reimbursement.  Relevant documents include copies of invoices, copies of work contracts, bid documents, employee timesheets, grant-related correspondence, donation records, environmental documents, cultural clearance, agreement, project maps, amendments, etc.


V.
REIMBURSEMENT PROCEDURES

A.
Reimbursement Requests:
Quarterly reimbursements may be submitted (minimum of $10,000) in conjunction with Quarterly Reports.  Quarterly reports will be due on the 30th day of January, April, July, and October for the duration of your project period.  No advance payments will be made to complete the project.  Your reimbursement request needs to include a Reimbursement Statement (form page 14), a Reimbursement Log (form page 18) and documentation to support the items listed on the Reimbursement Log which include all costs including match and donation amounts.

The Reimbursement Statement is the signed statement from the project sponsor formally requesting grant reimbursement.  The Reimbursement Log is a listing of each component of the total costs of your project and must be used.  Each item listed on the Log needs to be supported by the appropriate documentation.  This log can be organized by your grant application’s budget table and can include but not limited to;  invoice costs, labor costs and equipment costs.  Include all costs including match and donation information. Appropriate documentation is described for each type of cost under the Cost Documentation C. section below.

Final Reimbursement
Once you have completed all work on the project you can submit a request for final reimbursement then scheduled your final project inspection with GMS staff.  The final reimbursement request should be submitted within 60 days of project completion or following the ending date of the project period noted on your grant agreement, whichever comes first.
Once a reimbursement request has been approved by the GMS, it may take up to 60 days for you to receive payment.  A carefully prepared reimbursement request will help the GMS staff process your request quickly.  Only use forms from this guide for reimbursement.  You may copy and paste the Reimbursement Log form into an excel spreadsheet for ease of calculation as long as all the required information is included and the Excel form has the same format as the Word form.
B.
Eligible Costs

Eligible costs are those that are specified in your project application’s budget and incurred within the project period.  The project period is the date identified on your project agreement. Invoices must be dated by the project period end date on your grant agreement and paid for within 30 days after the project period end date on your grant agreement.  Project costs must relate directly to the project scope of your agreement and be on your budget table. Ensure the vendor’s invoices show your trail project on the invoice. Additionally, ensure your project costs you are submitting for reimbursement follows the Title 2 of the Code of Federal Regulations. http://www.ecfr.gov/cgi-bin/text-idx?tpl=/ecfrbrowse/Title02/2cfr200_main_02.tpl
Missouri allows up to 10% of the grant award to be allotted to engineering planning and /or administrative planning for reimbursement. 

Costs Documentation:  Each invoice must have the RTP project number noted.

C.
Cost Documentation

Part of the reimbursement request includes the documentation of project costs.  The appropriate documentation for each type of project costs is listed below.  All costs should be listed on the Reimbursement Log:  this includes actual invoiced expenditures, the value of in-kind contributions and the value of donations and or match noting each separately. If a contractor is used the invoice requesting payment is sufficient for the reimbursement documentation.
1.  
Force Account Labor (a.k.a. In-House Labor, In-Kind)

This type of cost involves the use of your organization’s paid work crews (on your payroll) and/or equipment in the completion of your project.

Documentation for Employees Labor:
1.  
Individual Time Records (form page 20-21) should reflect only the hours worked on your project.  The description of work must be tied directly to facilities identified in the project scope.  Both the employee and their supervisor must sign the Individual Time Records.
2.  
Copies of payroll checks must accompany each monthly time record for the same period and an employee’s earnings record, which shows rate of pay, gross pay and deductions for the pay period.  A computer payroll register may be substituted for the earnings record.  Fringe benefit reports must indicate the percentage each fringe benefit is of gross salary. If your project was completed by a contractor; the contractor does not need to complete the Individual Time Record, just send an invoice for the project to be paid by the grantee.
Documentation for in-kind equipment:
Track equipment use on the Equipment Use Record (form page 23), noting the type of equipment, rate and days and hours used for project.  The Equipment Use Record must be signed by the equipment operator and his/her supervisor. Usage equipment costs can be found on the FEMA website for one example: https://www.fema.gov/schedule-equipment-rates
2.  
Volunteer Labor
Document volunteer labor using the Volunteer Time Record (form page 22).  Both the volunteer and the project coordinator must sign the form.  Use $10 per hour as the pay rate for unskilled labor age 14 and up. Under age 14 use $7.00 per hour. If you use a higher pay rate for volunteers, please justify the higher rate.  A higher volunteer pay rate is justified based on the following:
a) 
The volunteer is donating his/her professional services, for which he/she is   normally paid a higher rate to perform;

b)  
The work is skilled labor, requiring a higher level of skill to perform (e.g., operating heavy equipment or machinery like a chainsaw, dozer, etc.). Prevailing wage can be used.
3. 
Materials
Supporting documentation for any materials you purchase for the project includes a copy of the invoice/receipt and a copy of the check used to pay the invoice.  Each invoice must have the RTP grant # noted. (Example: RTP-FY2016-01) Keep in mind the procurement procedures discussed earlier in this guide. See page 6 for purchases made under $25,000. If the purchase is greater than $25,000 you are required to formally advertise for bids and get approval from the GMS before the purchase is made (or contract is awarded – see Procurement Section).  Also, the materials must be paid by the sponsor via check with the sponsor’s name on the checking account and dated within the project agreement dates.  Ensure all receipts show what was purchased and send readable copies.
Buy America rule requires certification of the steel or iron used in the trail project was a domestic made product. If there is a non-domestic steel equipment product expected to be purchased under the RTP grant, a waiver process will be initiated through the GMS office, forwarded to the FHWA office for approval.  This process can take up to 6 months to receive approval to buy non domestic steel or iron products. Please see Attachment I for further information.
4.  
Equipment Purchase
Supporting documentation for equipment purchase is the same as for materials – a copy of the invoice/receipt and a copy of the check used to pay the invoice. Each invoice must have the RTP grant # noted. (Example: RTP-FY2015-04) Additionally, we require the sponsor to complete the Equipment Purchase Record form (page 24) for any piece of equipment purchased.  Submit the Equipment Purchase Record with the reimbursement request.
Please see Attachment I for further information. Buy America rule requires certification of the steel or iron used in the trail project was a domestic made product. If there is a non-domestic steel equipment product expected to be purchased under the RTP grant, a waiver process will be initiated through the GMS office, forwarded to the FHWA office for approval.  This process can take up to 6 months to receive approval to buy non domestic steel or iron products. 
5.  
Donations
A signed letter from the donor stating the estimated value of the donation is generally sufficient to document donations of cash, materials or other tangible items. Cash donations must be documented with the check from the donator and copy of the bank account where the donation deposit was posted. If your project includes the value of land donation then appraisal documentation is required.
Recreational Trails Program

Quarterly Report Form

PROJECT SPONSOR:





PROJECT #




PROJECT TITLE:











QUARTERLY PERIOD 

Jan.-March


July-Sep.



           _________April-June


Oct.-Dec.

FOR FISCAL YEAR 








PROJECT SCOPE:











DATE DEVELOPMENT BEGAN:









PROGRESS:
(State project scope elements begun and/or completed.)

_____________________________________________________________________________________________
STATUS:  (Explain what remains to be done.)








EXPECTED COMPLETION DATE:





COMMENTS:













DATE REPORT COMPLETED: ___________
SIGNED:













TITLE:













EMAIL ADDRESS:











TELEPHONE:






INSTRUCTIONS
Recreational Trails Quarterly Report Form

Basic Information

1.
Project Sponsor – your organization.
2.
Project Number – given to you at the time your project was approved (FY followed by the fiscal year the funding came from and two other numbers).
3.
Project Title – taken from your original project application.
4. 
Quarterly Period – please use the following quarterly periods and submit reports to our office on a regular basis.  Reports may be submitted by postal mail, electronic mail or facsimile.  More information located at the bottom of this page.
· January-March
-
report due by April 30th
· April-June

-
report due by July 31st
· July-September 
-
report due by October 31th
· October-December
-
report due by January 31th
5.
Project Scope – short description of project goals.  The description in your agreement is sufficient for this section.

6.
Date Development Began – please state the date you began work on the project.
7.
Progress - list goals accomplished at the time the report is due.
8.
Status – explain what is left to complete on the project.
9.
Expected Completion Date – this may change throughout the life of your project, but it is a good idea to keep the end in sight at all times.  This grant will allow you two years to complete your project.   Refer to your project agreement for specific dates.  Please notify our office immediately if completion by the end of your project period is not feasible.
10.
Comments – any additional pertinent information.  All reports, emails and letters will be kept in your project file and may be referred to throughout the life of your project.
11.
Date – please refer to the quarter periods above to determine when to send the report.
12.
Signed – authorized signatures include the official who signed the project application or the contact person for the grant.
13.
Title, Email Address, Telephone – if our office has questions pertaining to your report, we will attempt to contact the sponsor using this information.

Submit this report by one of the following options:
Please mail reports to:

Department of Natural Resources





Missouri State Parks/ Grants Management Section





P.O. Box 176





Jefferson City, MO  65102-0176

Please fax reports to:

(573) 526-4395

Please email reports to:
marilyn.lehman2@dnr.mo.gov
RECREATIONAL TRAILS PROGRAM

REIMBURSEMENT STATEMENT

Project Sponsor






Project #



Telephone #







Billing #



Federal ID #__________________________

Project Title












This billing includes costs incurred from 



to




Total Costs this Billing



Amount Requested for Reimbursement




I certify that this billing is correct and is based upon actual payments of record; that payment from the state government has not been received; that work and services are in accordance with the approved project agreement including amendments thereto; appropriate procurement procedures were followed; and that progress of the work and services under the project agreement is satisfactory and is consistent with the amount billed.  “By signing this report, I certify to the best of my knowledge and belief that the report is true, complete, and accurate, and the expenditures, disbursements and cash receipts are for the purposes and objectives set forth in the terms and conditions of the Federal award. I am aware that any false, fictitious, or fraudulent information, or the omission of any material fact, may subject me to criminal, civil or administrative penalties for fraud, false statements, false claims or otherwise. (U.S. Code Title 18, Section 1001 and Title 31, Sections 3729-3730 and 3801-3812).”

Name of Responsible Official












                   Type or Print


Signature of Responsible Official










Title











Date







Payment Remittance Address: ____________________________________________
THIS REQUEST MUST INCLUDE A COPY OF THE REIMBURSEMENT LOG AND THE NECESSARY SUPPORTING DOCUMENTATION (e.g., COPIES OF INVOICES AND CHECKS, SIGNED EMPLOYEE TIMESHEETS, VOLUNTEER TIMESHEETS, ETC.).

RECREATIIONAL TRAIL PROGRAM
REIMBURSEMENT STATEMENT INSTRUCTIONS
If you have questions regarding these instructions, please contact the GMS staff at (573) 751-3442. Ensure you have submitted the Vendor Input Form noted previously on page 5.
PROJECT SPONSOR – enter the name of the grant recipient requesting grant reimbursement as shown on your project agreement.
PROJECT NUMBER – enter on this line the number assigned to your project as shown on your project agreement.
PROJECT TITLE – enter the title of your project as shown on your project agreement.
BILLING NUMBER – enter “1” if this is your first reimbursement request or “2” if this is your second request. If it is your final reimbursement use an ‘F’ or a reimbursement payment with ‘P’ after the billing number. For example 1P or 2P; or 1F or 2F.  
FEDERAL ID #- Enter your Federal Identification number affiliated with your organization. 
COST INCURRED FROM

TO

 - enter the beginning and ending dates of the expenses covered in this billing period.
TOTAL COSTS THIS BILLING – enter the total of all the costs for your project this billing period.  This figure must agree with total of all invoices, labor, equipment, in-kind contributions and donations shown on the Reimbursement Log form. 
AMOUNT REQUESTED FOR REIMBURSEMENT – the amount requested for reimbursement is always a percentage of the total costs.  Use the same percentage shown on your grant award.  For example, if you received a grant of $35,000 for $65,000 total costs project, your reimbursement percentage is 53.8%. You must document all match costs to receive the full grant amount.
DATE – enter the date the billing statement is signed by the responsible official.
Documentation will be required with your reimbursement request.  Not all documents will be applicable to every project; however, all projects must include the following documentation:

a)
Reimbursement Statement signed by the proper official requesting release of funds.
b)
Reimbursement Log forms itemizing all purchases, in-kind contributions and donations and a description of use.  Include appropriate documentation to support each listed item.  See Cost Documentation section for more complete description of documentation. We will accept a Reimbursement Log formatted exactly the same in an excel spreadsheet.
PAYMENT REMITTANCE ADDRESS - This is the address your organization requests the

check to go via electronic fund transfer or regular postal service.

RECREATIONAL TRAILS PROGRAM

REIMBURSEMENT LOG
Please read the following page for instructions.
PROJECT NUMBER


PROJECT SPONSOR



______
CONTACT PHONE NO______________
PROJECT TITLE








  PROJECT PERIOD


TO

____
	DATE
	INVOICE NUMBER
	VENDOR/EMPLOYEE NAME
(Grant, in-kind or donation)
	ITEM DESCRIPTION AND HOW USED
	AMOUNT PAID 

For Grant 
	AMOUNT

Match/
Donation
	CHECK NO.
	BILLING NO.
	For State Use Only

AUDIT MEMORANDUM

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Total
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Page 18 can be copied and pasted into an Excel spreadsheet for calculation ease.
REIMBURSEMENT LOG INSTRUCTIONS

(Please type or print legibly)

This sheet is a listing of your project expenditures, including in-kind contributions and donations.  A Reimbursement Log is needed for each reimbursement request if you have more than one reimbursement request.  
PROJECT NUMBER – enter the number assigned to you on your project agreement. Example 2015-xx
PROJECT SPONSOR – enter the name of the grant recipient requesting grant reimbursement.
CONTACT PHONE NO – enter the person’s phone number that completed the reimbursement information.

PROJECT TITLE – enter the official title of your project as shown on your project agreement.
PROJECT PERIOD – enter the beginning and ending date of your project as shown on your project agreement or most recent amendment.
DATE – all expenditures should be listed in chronological order on the reimbursement log.  Enter the date shown on each invoice.  In situations where your employees work on the project, enter the beginning and ending date shown on their monthly time record.  The same procedure should be followed when listing a contractor’s monthly or periodic statement. This can be organized by your budget table line item costs from your grant application.
For land acquisition projects, enter the date of the transfer of title.  Enter related land acquisition costs (options, partial payments, appraisal review services and relocation costs) in the order in which they occur.

INVOICE NUMBER – enter the number and show the invoices as assigned by the vendor or contractor. If an employee’s time sheet or other invoice is being listed, which does not contain a number, please write NONE on this line.  For land acquisition the number of the general warranty deed or invoice numbers of appraisal review services should be entered. Invoices must be included with your reimbursement and show the RTP trail project on the invoice.
VENDOR – enter the name of the individual or company from whom the goods or services have been purchased, used for match or donation.  When listing work performed by your own employees, enter the name of each employee.  For in-house equipment, enter the item of the equipment.  For land acquisitions enter the name of the land donor, seller or realtor.  For donations, enter the name of the donor.
ITEM DESCRIPTION/HOW USED – briefly describe the item or goods, which have been purchased.  This may be taken directly from the invoice.  Refer to your project agreement to insure that each cost is eligible for reimbursement.  Items not shown in the project agreement or subsequent amendments are not eligible for reimbursement.  Your description should indicate how each item purchased was used to complete a specific facility listed in your project agreement and budget table.  If an invoice contains a list of materials that were used to construct several items, such items should be shown.

Land acquisitions should describe how they relate to the project.  Normally, this can be done by referring to an identifying tract number.  Other land transactions, such as option payments, partial payments, appraisal review costs and relocation payments should also be listed.  Describe how any donations are used for the project.

AMOUNT PAID – enter the amount you actually paid in full including what you consider the match portion.  If a portion of the invoice was paid and reimbursed under previous billing, list only the amount for which you are currently asking for reimbursement.  For items that are not actually paid, like donations, enter the dollar value of the donation in the corresponding column; either Amount Paid (grant) or Amount (match or donation).
CHECK NUMBER – enter the number of the check used to pay each cost.  If more than one check was used, include a list of the check numbers.  Indicate “n/a” for donations.

BILLING NUMBER – indicate the billing number you want each cost assigned. For example, for your first reimbursement it should show 1. If you submit a second reimbursement and it is your final enter 2F.
TOTAL – Total both AMOUNT columns at the bottom of each page. Include a GRAND TOTAL on the last reimbursement log page for both AMOUNT columns. 
SAMPLE INDIVIDUAL TIME RECORD

PROJECT #:  FY 2015-05

EMPLOYEE’S NAME  
Bill Dozer

JOB TITLE  
Heavy Equipment Operator

PROJECT SPONSOR 
Friends of ATV Dream Trail

RATE 
$20.00
 PER 
Hour

SITE  
ATV Dream Trail

MONTH or Pay Period/_Nov 1-15_______YEAR 2016

	DAY
	DESCRIPTION OF WORK
	TIME
	AMOUNT DUE

	7
	Trail – base preparation
	8 hrs
	$160.00

	8
	Trail – base preparation
	8 hrs
	$160.00

	11
	Trail – base preparation
	8 hrs
	$160.00

	12
	Trail – base preparation
	8 hrs
	$160.00

	
	
	
	

	
	
	
	

	
	
	
	

	
	THIS FORM DOES NOT NEED TO BE COMPLETED BY A CONTRACTOR WHO HAS GONE THROUGH THE BIDDING PROCESS.
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	TOTAL
	32 hrs
	$640.00


SUPERVISOR 




EMPLOYEE








(Signature)





(Signature)

INDIVIDUAL TIME RECORD

PROJECT #:  



EMPLOYEE’S NAME  



JOB TITLE  





PROJECT SPONSOR 




RATE 
$
 PER 


SITE  





MONTH or Pay Period/YEAR 

______
	DAY
	DESCRIPTION OF WORK
	TIME
	AMOUNT DUE

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	TOTAL
	
	


SUPERVISOR 




EMPLOYEE








(Signature)





(Signature)

VOLUNTEER TIME RECORD

PROJECT #:  



EMPLOYEE’S NAME  



JOB TITLE  





PROJECT SPONSOR 




RATE 
$
 PER 


SITE  





MONTH or Pay Period  
_____YEAR


	DAY
	DESCRIPTION OF WORK
	TIME
	$ VALUE

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	TOTAL
	
	


SUPERVISOR 




VOLUNTEER








(Signature)





(Signature)

EQUIPMENT USE RECORD

PROJECT #:  



EQUIPMENT TYPE  









PROJECT SPONSOR 




RATE 
$
 PER 


SITE  





MONTH OR PAY PERIOD_____
YEAR


	DAY
	DESCRIPTION OF WORK
	TIME
	$ VALUE

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	TOTAL
	
	








 EMPLOYEE

SUPERVISOR 



 EQUIPMENT OPERATOR







(Signature)





(Signature)

EQUIPMENT PURCHASE RECORD
Equipment Description: 










Make/Model: 











Serial # or Identification #: 










Title Holder: 












Date Acquired: 











Purchase Price: 












Equipment Repair or Accessory Parts Description: 






Repair or Accessory parts purchased for relevant project equipment item (example: bobcat): 













Equipment Applicable to Grant #:       







TITLE HOLDER/PURCHASER AGREEMENT
I, as a representative for 




, agree to ensure that the above 





Title Holder or Purchaser

described grant-funded equipment and parts are used for the purpose of completing the 

Recreational Trails Program grant project for which the equipment or parts were 

purchased.  Upon completion of the grant project, I will ensure this equipment is used 

and maintained for the primary purpose of constructing and/or maintaining recreational 

trails throughout its useful life.  In the event the title holder no longer needs the 

equipment for this purpose, I agree to ensure that the Department of Natural Resources is notified prior to the disposition of the equipment in accordance with the equipment disposition procedures as described in the Dept. of Natural Resources’ General Terms & Conditions.  
Buy America rule requires certification of the steel or iron used in the trail project was a domestic made product. If there is a non-domestic steel equipment product expected to be purchased under the RTP grant, a waiver approved by the FHWA must be attached.  
Signature of Title Holder’s Representative

Date

Printed Name









(Attach photo of equipment or parts
Address






here)
Phone #

VI. 
ATTACHMENTS
A.
DNR General Terms and Conditions and Addendum to General Terms and Conditions
B.
Guides for Trail Design Construction, Maintenance and Signage

C.
Code of Federal Regulation – 49 (Part 1 to 99) – Refer to:  Part 18 and Part 19 
D.
Affidavit of Compliance with Prevailing Wage Law

E.
Certification of Nonsegregated Facilities

F.
Certification Regarding Debarment, Suspension, Ineligibility and Voluntary Exclusion

G.
Certification Regarding Lobbying

H.
Office of Management and Budget Circular Allowable Costs / Title 2 - Grants and 
Agreements
I.
Buy America
Attachment A

DEPARTMENT OF NATURAL RESOURCES

GENERAL TERMS AND CONDITIONS

I. Statutory Requirements

The Missouri Department of Natural Resources (MDNR) and any Recipient (Sub grantee / Contractor) employed under this agreement shall comply with all applicable federal, state, and local laws and, in particular, any and all applicable Federal laws and regulations cited in this agreement.

Any recipient, in connection with its application for financial assistance, shall include a certification that the Recipient is in compliance with the specific federal and state laws set forth below.  Further, the Recipient shall report to the MDNR any instance in which the Recipient is determined by any administrative agency or by any court in connection with any judicial proceeding to be in noncompliance with any of the specific federal or state laws set forth below.  Such report shall be submitted within ten (10) working days following such determination.  Failure to comply with the reporting requirement may be grounds for termination of this agreement or suspension or debarment of the Recipient in accordance with paragraphs II (H) and (S) of these Terms and Conditions.

A. Statutes related to nondiscrimination:

1. Title VI of the Civil Rights Act of 1964 (Public Law 88-352) which prohibits discrimination on the basis of race, color or national origin;

2. Title VII of the Civil Rights Act of 1964 found at 42 U.S.C. §2000(e) et.seq. which prohibits discrimination on the basis of race, color, religion, national origin, or sex;

3. Title IX of the Education Amendments of 1972, as amended (U.S.C. §§ 1681-1683 and 1685-1686) which prohibits discrimination on the basis of sex;

4. Section 504 of the Rehabilitation Act of 1973, as amended (29 U.S.C. § 794), which prohibits discrimination on the basis of disability;

5. Age Discrimination Act of 1975, as amended (42 U.S.C. §§ 621-634), which prohibits discrimination on the basis of age;

6. Drug Abuse Office and Treatment Act of 1972 (Public Law 92-255), as amended, relating to nondiscrimination on the basis of drug abuse;

7. Comprehensive Alcohol Abuse and Alcoholism Prevention, Treatment and Rehabilitation Act of 1970 (Public Law 91-616), as amended, relating to nondiscrimination on the basis of alcohol abuse or alcoholism;

8. Sections 523 and 527 of the Public Health Service Act of 1912 (42 U.S.C. §§ 290 dd-3 and 290 ee-3), as amended, relating to confidentiality of alcohol and drug abuse patient records;

9. Title VIII of the Civil Rights Act of 1968 (42 U.S.C. § 3601 et.seq.), as amended, relating to nondiscrimination in the sale, rental, or financing of housing;

10. Chapter 213 of the Missouri Revised Statutes which prohibits discrimination on the basis of race, color, religion, national origin, sex, age, and disability;

11. The Americans with Disabilities Act (Public Law 101-336), 42 U.S.C. § 12101 et. seq., relating to nondiscrimination with respect to employment, public services, public accommodations, and telecommunications;

12. Any other nondiscrimination provisions in the specific statute(s) under which application for federal assistance is being made;

13. The requirements of any other nondiscrimination statute(s) which may apply to the application.

B. Will comply with environmental standards which may be prescribed pursuant to the following:

1. The Federal Clean Air Act, 42 U.S.C. § 7606, as amended, prohibiting award of assistance by way of grant, loan, or contract to noncomplying facilities.

2. The Federal Water Pollution Control Act 33 U.S.C. § 1368, as amended, prohibiting award of assistance by way of grant, loan, or contract to noncomplying facilities.

3. The National Environmental Policy Act of 1969, 42 U.S.C. § 4321 et. seq., as amended, particularly as it relates to the assessment of the environmental impact of federally assisted projects.

4. The National Historic Preservation Act of 1966, 16 U.S.C. § 470 et. seq., as amended, relating to the preservation of historic landmarks.

5. Earthquakes – Seismic Building and Construction Ordinances, §§ 319.200 – 319.207, RSMo (Cum. Supp. 1990), relating to the adoption of seismic design and construction ordinances by certain cities, towns, villages and counties.

C. Uniform Relocation Assistance and Real Property Acquisition Policies Act of 1970, 42 U.S.C. §§ 4601 and 4651 et. seq., relating to acquisition of interest in real property or any displacement of persons, businesses, or farm operations.

D. The Hatch Act, 5 U.S.C. § 1501 et. seq., as amended, relating to certain political activities of certain state and local employees.

E. The Archeological and Historic Preservation Act of 1974 (Public Law 93-291) relating to potential loss or destruction of significant scientific, historical, or archeological data in connection with federally assisted activities.

F. The Wild and Scenic Rivers Act of 1968 (16 U.S.C. § 1271 et. seq.) related to protecting components or potential components of the national wild and scenic rivers system.

G. The flood insurance purchase requirements of § 102(a) of the Flood Disaster Protection Act of 1973 (Public Law 93-234) which requires recipients in a special flood hazard area to participate in the program and to purchase flood insurance if the total cost of insurable construction and acquisition is $10,000 or more.

H. The Privacy Act of 1974, (Public Law 93-579), as amended, prohibiting the maintenance of information about any individual in a manner which would violate the provision of the Act.

I. Public Law 93-348 regarding the protection of human subjects involved in research, development and related activities supported by this award of assistance.

J. The Laboratory Animal Welfare Act of 1966 (Public Law 89-544), 7 U.S.C. § 2131 et. seq., pertaining to the care, handling, and treatment of warm-blooded animals held for research, teaching, or other activities supported by this award of assistance.

K. The following additional requirements apply to projects that involve construction:

1. The Davis-Bacon Act, as amended, 40 U.S.C. § 276a et. seq., respecting wage rates for federally assisted construction contracts in excess of $2,000.

2. The Copeland (Anti-Kickback) Act, 18 U.S.C. § 874, 40 U.S.C. § 276c.

3. The Contract Work Hours and Safety Standards Act, 40 U.S.C. § 327 et. seq.

4. Convict labor shall not be used on construction projects unless by convicts who are on work release, parole, or probation.

L. The Lead-Based Paint Poisoning Prevention Act, 42 U.S.C. § 4801 et. seq., which prohibits the use of lead paint in construction or rehabilitation of residence structures.

II. Administrative Requirements

The Missouri Department of Natural Resources (MDNR) shall apply the standards contained in state statutes and the federal Common Rule (Adopted by 29 federal agencies and contained in specific Codes of Federal Regulations, for each federal agency, under the title, “Uniform Administrative Requirements For Grants and Cooperative Agreements to State and Local Governments”) in the administration of this agreement (sub grant / contract / cooperative agreement) and in particular those standards paraphrased as follows:


A. Method of Payment.  The Recipient (Sub grantee / Contractor) will be reimbursed for all allowable expenses incurred in performing the scope of services.  The Recipient shall report project expenses and submit standard invoices, attached to the agreement, for payment.  The form must be completed with the MDNR invoiced amount and local share detailed for the Recipient to be reimbursed.  Invoices must provide a breakdown of project expenses by the object class detail contained in the agreement budget.  Monthly or quarterly invoices must be received by the 10th of the month following the invoice period.  No reimbursements will be made for expenditures incurred after the closing budget date unless a budget time period extension has been granted by the MDNR.

1. Payments under non-construction grants will be based on the grant sharing ratio as applied to the total project cost for each invoice submitted unless the agreement specifically provides for advance payments.  Advance payments may be authorized on a monthly basis to cover estimated expenditures for a thirty-(30) day period.  MDNR programs may process advance payment requests ten working days prior to requested due dates.

2. All reimbursement requests, including those for advance payment, will show expenditures by object class categories and the following certification by the authorized Recipient official, I certify that to the best of my knowledge and belief the data above are correct and that all outlays were made in accordance with the agreement and that payment is due and has not been previously requested.  Advance payments will include the same expenditure itemization and certification for the previous advance payment period.

B. Retention and Custodial Requirements for Records.  Financial records, supporting documents, and other pertinent agreement records shall be retained for a period of three years starting from the date of submission of the final financial status report.  Authorized representatives of Federal Awarding Agencies, the Comptroller General of the United States, and the MDNR shall have access to any pertinent books, documents, and records of Recipients to make audits or examinations.  The Recipient will further agree to permit monitoring by the MDNR and / or authorized representative.

If any litigation, claim, negotiation, audit, or other action involving the records has been started before the expiration of the three year period, the records must be retained until completion of the action and resolution of all issues which arise from it, or until the end of the regular three-year period, whichever is later.

C. Program Income.  Defined as gross income earned from agreement activities including income from fees for services performed, from the use or rental of real or personal property acquired with agreement funds, from the sale of commodities or items fabricated under an agreement, and from payments of principal and interest on loans made with agreement funds.  Program income shall be deducted from outlays, which may be both federal and nonfederal, unless the MDNR as negotiated with the Recipient or federal awarding agency specifies an alternative method in the agreement, described in the “Uniform Administrative Requirements For Grants and Cooperative Agreements to State and Local Governments”.  When anticipated and authorized, program income is added to the funds committed to the agreement and must be credited back to the original fund or project from which it was earned.  A Recipient, having earned program income, may then invoice the MDNR for costs incurred against program income if given permission by the federal awarding agency, through the MDNR, as negotiated with the Recipient.

D. Match or Cost Share Funding.  In general, match or cost sharing represents that portion of project costs not borne by state appropriations.  The matching share will usually be prescribed as a minimum percentage.  If stated in dollars only, the MDNR sharing ratio will be total project costs divided into the Recipient match or cost share funding amount.  In kind (non-cash) contributions are allowable project costs when they directly benefit and are specifically identifiable to the project or program.

1. Match or cost share funding will be established by the MDNR, through negotiation with the Recipient.  Signature by both the MDNR and Recipient, on the agreement signature form, firmly affixes the match or cost sharing ratios.  Full expenditure of recipient match or cost share funding is required over the life of the agreement.  Recipient must invoice the MDNR, as required by the particular agreement, and provide financial records for total expenditure of state and match or cost share funding.  The MDNR will reimburse the Recipient for its percentage portion agreed to by signature less any negotiated withholding.

2. Failure to provide one hundred percent (100%) of the match or cost share ratio of total expenditures as identified on the agreement signature form may cause that recipient to become ineligible to receive additional financial assistance from the MDNR for a period of five (5) years.

E. Financial Management Systems.  The financial management systems of Recipients must meet the following standards:

1. Financial reporting.  Accurate, current, and complete disclosure of financial results of financially assisted activities must be made in accordance with the financial reporting requirements of the agreement;

2. Accounting Records.  Maintain records, which adequately identify the source and application of funds provided for financially assisted activities.  These records must contain information pertaining to agreement awards and authorizations, obligations, unobligated balances, assets, liabilities, outlays or expenditures, and income;

3. Internal Control.  Effective control and accountability must be maintained for all recipient cash, real and personal property, and other assets.  Recipients must adequately safeguard all such property and must assure that it is used solely for authorized purposes;

4. Budget Control.  Actual expenditures or outlays must be compared with budgeted amounts for each agreement;

5. Allowable Costs.  Applicable OMB cost principles, federal agency program regulations, and the agreement scope of work will be followed in determining the reasonableness, allowability, and allocability of costs;

6. Source Documentation.  Accounting records must be supported by such source documentation as cancelled checks, paid bills, payrolls, time and attendance records, contract, and agreement award documents;

7. Cash Management.  Procedures for minimizing the time elapsing between the transfer of funds from the U.S. Treasury and disbursement by the MDNR must be followed whenever advance payment procedures are used.

F. Reporting of Program Performance.  A performance report for each program, function, or activity shall be submitted at least annually and / or after completion of the project, as specified by the agreement scope of work.  Performance report requirements, if not expressly stated in the scope of work, should include, as a minimum, a comparison of actual accomplishments to the goals established, reasons why goals were not met, and other pertinent information.

G. Budget and Scope of Work Revisions.  For non-construction grants, recipients must request and receive prior written approval to transfer funds from a direct cost budget category (ies) when the cumulative amount of such transfers exceed or are expected to exceed ten percent (10%) of that budget category.  The revision must meet requirements applicable to OMB cost principles.  Official notification is to be transmitted to the MDNR whenever a recipient makes a revision for less than ten percent (10%).

1. Prior notification is also required by recipients to add budget items requiring approval, for allowability of costs, in accordance with OMB Circular A-87, A-122, or A-21, as applicable.

2. Changes to the scope of services described in the agreement must receive prior approval from the MDNR.  Approved changes in the scope of work or budget shall be incorporated in written amendment to the agreement.

3. For construction grants, prior approval is required to revise any budget resulting from changes in the scope or objective of the project.

H. Termination for Cause.  The MDNR may terminate any agreement in whole, or in part, at any time before the date of completion, whenever it is determined that the Recipient has failed to comply with the terms and conditions of the agreement.  The MDNR shall promptly notify the Recipient in writing of such a determination and the reasons for the termination, together with the effective date.  MDNR payments to or recoveries from recipients under agreements terminated for cause shall be in accord with the legal rights and liabilities of the parties.

I. Termination for Convenience.  Either the MDNR or Recipient may terminate the agreement in whole, or in part, when both parties agree that the continuation of the project would not produce beneficial results commensurate with the further expenditure of funds.

J. Equipment Management.  The following standards shall govern the utilization and disposition of equipment acquired with agreement funds:

1. Title to equipment acquired under this agreement will vest with MDNR.

2. Procedures for managing equipment whether acquired in whole or in part with agreement funds will, as a minimum, meet the following requirements until disposition takes place.

a. Property records must be maintained that include a description of the equipment, a serial number or other identification number, the source of property, the acquisition date, and cost of the property, percentage of federal participation in the cost of the property, the location, use and condition of the property.

b. A physical inventory of the property must be taken and the results reconciled with the property records at least once every two years.

c. A control system must be developed to ensure adequate safeguards to prevent loss, damage, or theft of the property.  Any loss, damage, or theft shall be investigated.

3. When original or replacement equipment acquired under this agreement is no longer needed for the original project or program, disposition will be made as follows:

a. For items with a per unit fair market value of less than $1,000, MDNR will transfer title to the Recipient who may use the property for other activities without reimbursement to MDNR.

b. For items having a per unit fair market value of $1,000 or more, MDNR reserves the right to transfer title.  However, the Recipient may retain the property for other uses provided that compensation is made to MDNR.  The amount of compensation shall be computed by applying the percentage of MDNR participation in the cost of the original project to the current per unit fair market value of the property.  If the Recipient has no need for the property and the property has further use value, the Recipient shall request disposition instructions from MDNR.

c. MDNR shall issue disposition instructions within 120 calendar days after the Recipient’s request.  MDNR may pick up the property or instruct the Recipient to ship the property elsewhere.  Shipping costs shall be paid by MDNR.

d. Title is transferred to the Recipient if disposition instructions are not issued by MDNR within 120 calendar days after the Recipient’s request, or if so instructed.

K. Inventions and Patents.  If any recipient produces subject matter, which is or may be patentable in the course of work sponsored by this agreement, such subject matter shall be promptly and fully disclosed to the MDNR.  In the event that the Recipient fails or declines to file Letters of Patent or to recognize patentable subject matter, the MDNR reserves the right to file same.  The MDNR grants to the Recipient an option to acquire an exclusive license including the right to sublicense with a royalty consideration to the MDNR.

L. Copyrights.  Except as otherwise provided in the terms and conditions of this agreement, the author or the Recipient is free to copyright any books, publications, or other copyrightable material developed in the course of this agreement, however, the MDNR and federal awarding agency reserves a royalty-free, nonexclusive, and irrevocable right to reproduce, publish, or otherwise use, and to authorize others to use, the work for state government purposes.

M. Prior Approval For Publications.  It is the policy of the MDNR to review and approve draft copies of all publications and other printed materials, which are intended for distribution.  The Recipient shall submit two draft copies of each publication and other printed materials to the MDNR, which are intended for distribution and are financed, wholly or in part, by agreement funds.  Printing and distribution may follow receipt of written approval of the MDNR.

N. Procurement Standards.  Recipients shall use their own procurement procedures provided that procurements conform to standards set forth in the “Uniform Administrative Requirements For Grants and Cooperative Agreements to State and Local Governments”.

1. No work or services paid for wholly or in part with state or federal funds, will be contracted without the written consent of the MDNR.

2. Recipient agrees that any contract, interagency agreement sub-agreement, and / or equipment to be procured under this award which was not included in the approved work plan must receive formal MDNR project officer approval prior to expenditure of funds associated with that contract, agreement, sub-agreement, or equipment purchase.

O. Audit Requirements.  Recipients shall arrange for independent audits as prescribed in OMB Circular A-128, Single Audit Act of 1984.  When the Recipient has its yearly audit conducted by a governmental agency or private auditing firm, the relevant portion(s) of the audit report will be submitted to the MDNR, and if not, an audit is to be arranged for independent audit as prescribed in OMB Circular A-128 or A-133, as applicable.

P. Allowability of Costs.  Allowability of costs shall be determined in accordance with cost principles contained in OMB Circular A-87 (Revised) for State and local governments, Circular A-122 for nonprofit organizations and Circular A-21 for educational institutions.

Q. Conflict of Interest.  No party to this agreement and any officer, agent, or employee of either party to this agreement who exercises any functions or responsibilities in the review or approval of the performance of this agreement shall participate in any decision relating to this agreement which would affect their personal or pecuniary interest, directly or indirectly.

No state employee shall perform any service for consideration paid by the Recipient during one year after termination of the employee’s state employment in which the former state employee attempts to influence a decision of the MDNR or in the relation to any case, decision, proceeding or application with respect to which the former employee personally participated during the period of state employment.

R. State Appropriated Funding.  The Recipient agrees that funds expended for the purposes of this agreement must be appropriated by the General Assembly of the State of Missouri for each fiscal year included within the agreement period, as well as being awarded by the federal or state agency supporting the project.  Therefore, the agreement shall automatically terminate without penalty or termination costs if such funds are not appropriated and / or granted.  In the event that funds are not appropriated and / or granted for the agreement, the Recipient shall not prohibit or otherwise limit the MDNR’s right to pursue alternate solutions and remedies as deemed necessary for the conduct of state government affairs.  The requirements stated in this paragraph shall apply to any amendment or the execution of any option to extend the agreement.

S. Debarment and Suspension.  Recipients must not make any award at any time to any party which is debarred or suspended or is otherwise excluded from or ineligible for participation in federal assistance under Executive Order 12549, “Debarment and Suspension”.  A Debarment / Suspension form is to be completed by recipients and be attached to the recipient application and be attached to the agreement document prior to signature by the MDNR official. Furthermore, recipients are also responsible for written debarment / suspension certification of all subcontractors receiving funding through a federally funded grant.

MDNR’s administrative policy on the debarment and suspension of recipients for certain activities, MDNR Policy No. 6030, is expressly incorporated herein by reference.  A copy of this policy is available to recipients upon request.

T. Anti-Lobbying.  No portion of this award may be used for lobbying or propaganda purposes as prohibited by 18 U.S.C. § 1913 or        § 607(a) of Public Law 96-74.

1. Recipient agrees to comply with the Anti-Lobbying Act, § 319 of Public Law 101-121, effective December 23, 1989.  Recipient further acknowledges that failure to file or amend the disclosure form, if required, shall be subject to a civil penalty of not less than $10,000 and not more than $100,000 for each such failure.

2. Recipient also agrees to include in all solicitation documents the following:

a. Sub-recipients who request or receive, from the grant recipient, an agreement, or sub-agreement exceeding $100,000, at any tier under a federal grant shall comply with the Anti-Lobbying Act, § 319 of Public Law 101-121, and file an Anti-Lobbying Certification form, and the Disclosure of Lobbying Activities form, if required, to the next tier above.

b. Recipient acknowledges that if any expenditure is made as prohibited by the Act, that he shall be subject to a civil penalty of not less than $10,000 and not more than $100,000 for each such expenditure.

U. Press Releases.  Recipient agrees that all statements, press releases, requests for proposals, bid solicitations, and other documents describing the program / project for which funds are now being awarded, will include a statement of the percentage of the total cost of the program / project which is financed with Federal money, and the dollar amount of federal funds for the program / project.

V. Recycled Paper.  The Grantee must use recycled paper consisting of at least fifty percent (50%) waste paper, with ten percent (10%) or greater being post-consumer waste, for all reports which are prepared as a part of this grant award and delivered to the Department of Natural Resources.  The Grantee must use recycled paper for any materials that it produces and makes available to any and all parties other than the Department of Natural Resources.  The chasing arrows symbol representing the recycled content of the paper will be clearly displayed on at least one page of any materials provided to any and all parties other than the Department of Natural Resources.  This requirement does not apply to reports, which are prepared on forms supplied by the Grantee agency.  This requirement applies even if the cost of recycled paper is higher than that of virgin paper.

W. Disadvantaged Business Enterprise Utilization.  In accordance with federal administrative provisions, special efforts must be made, for those agreements using federal Environmental Protection Agency (EPA) funding, to assure that a Fair Share Objective of eight percent (8%) be made available to minority, women’s and small disadvantaged business enterprise firms, including historically black colleges and universities, when utilizing agreement funds to purchase supplies equipment, construction and services related to this award agreement.

1. The Recipient agrees to take all necessary affirmative steps required to assure that small and minority firms, women’s business enterprises and labor surplus area firms are used when possible as sources when procuring supplies, equipment construction and services related to this award agreement.  The Recipient agrees to include information about these requirements in solicitation documents.  Affirmative steps shall include:

a. Placing qualified small and minority businesses and women’s business enterprises on solicitation lists;

b. Ensuring that small and minority and women’s business enterprises are solicited whenever they are potential sources;

c. Dividing total requirements, when economically feasible, into small tasks or quantities to permit maximum participation by small and minority and women’s business enterprises;

d. Establishing delivery schedules, where the requirements of work will permit which would encourage participation by small and minority and women’s business enterprises;

e. Using the services of the Small Business Administration and the Minority Business Development Agency of the U.S. Department of Commerce, and;

f. Requiring any prime contractor or other recipient, if sub-agreements are to be let, to take the affirmative steps in subparagraphs a. through e. of this section.

2. The Recipient agrees to submit, to the MDNR’s project officer, a completed Standard Form 334, MBE / WBE Utilization Report, within thirty (30) days after the end of each federal / state fiscal quarter.

X. Disputes.  Program staff should attempt to resolve disagreements concerning the administration or performance of the underlying agreement.  If an agreement cannot be reached, the cognizant division director will provide a written decision.  Such decision of the division director shall be final unless a request for review is submitted to the department director within ten (10) business days after the division director’s decision.  Such request shall include:
1. A copy of the division director’s final decision; 
2. A statement of the amount in dispute; 
3. A brief description of the issue(s) involved; and 
4. A concise statement of the objections to the final decision.  A decision by the department director shall constitute final department action. 











Attachment B

NATIONAL RECREATIONAL TRAILS FUNDING PROGRAM GUIDANCE

MANUAL AND GUIDES FOR TRAIL DESIGN,

CONSTRUCTION, MAINTENANCE, AND SIGNAGE

The following manuals and guidelines are recommended for use for trail design, construction and maintenance.  Copies may be purchased or acquired from the source indicated.    U.S. Government regulations may be purchased from the U.S. Government Printing Office, Superintendent of Documents, Mail Stop SSOP, Washington, DC   20402-9328

American with Disabilities Act (ADA) Accessibility Guidelines for Buildings and Facilities (ADAAG):  available in U.S. DOT regulations, 49 CFR Part 37.  Also, an Interim Final Rule was published in the Federal Register, June 20, 1994 (59FR31676:31745); from:  U.S. Architectural and Transportation Barriers Compliance Board (Access Board), -1331 F Street NW Suite 100, Washington, DC  20004-1111.   The Interim Final Rule included Section 14, “Public Rights of Way”, much of which would be applicable to the Trails Program, if adopted by the U.S. DOT.  FHWA intends to develop program guidance for accommodating people with disabilities largely based on Section 14.    Accessibility Guidelines for outdoor recreation can be found at this website:

 http://www.access-board.gov/guidelines-and-standards/recreation-facilities
Nondiscrimination on the Basis of Handicap in Programs and Activities Receiving or Benefitting from Federal Financial Assistance:   available in U.S. DOT regulations, 49 CFR Part 27 (44 FR 31442).  This implements Section 504 of the Rehabilitation Act of 1973 (29 U.S.C.  794) as amended, to the end that no otherwise qualified handicapped individual in the Unites States shall, solely by reason of his or her handicap be excluded from the participation in, be denied the benefits of, or be subjected to discrimination under any program or activity receiving Federal financial assistance.    
Nondiscrimination on the Basis of Disability in State and Local Government Services:  available in U.S. Department of Justice regulations, 28 CFR Part 35 (56 FR 35694).  This implements subtitle A of title II of the Americans with Disabilities Act of 1990 (42 U.S. C. 12131) which prohibits discrimination on the basis of disability by public entities.  

Nondiscrimination on the Basis of Disability by Public Accommodations and in Commercial Facilities:   available in U.S. Department of Justice regulations, 28 CFR Part 36 (56 FR 35544).   This implements title III of the Americans with Disabilities Act of 1990 (42 U.S. C. 12181), which prohibits discrimination on the basis of disability by public accommodations and requires places of public accommodation and commercial facilities to be designed, constructed and altered in compliance with the accessibility standards established by this part.

Uniform Federal Accessibility Standards, published in the Federal Register, August 7, 1984 (49 FR 31528); from the U.S. Architectural and Transportation Barriers Compliance Board (Access Board), 1331 F. Street, NW, Suite 1000, Washington, DC  20004-1111.

Recommendations for Accessibility Guidelines:  Recreational Facilities and Outdoor Developed Areas:  July 1994, a report to the U.S. Architectural and Transportation Barriers Compliance Board by the Recreation Access Advisory Committee, from:   Access Board, Recreation Report , 1331 F Street NW, Suite 1000, Washington,  DC  20004-1111.   The Access Board developed guidelines for recreation facilities.    The new requirements will became mandatory on November 25, 2013 as part of the Architectural Barriers Act Accessibility Standards, which apply to facilities that are built, altered, or leased with federal funds on federal lands.

Board Issues Final Guidelines for Federal Outdoor Recreation Sites:  On September 26th the U.S. Access Board issued new accessibility guidelines for outdoor areas developed by the federal government. The guidelines provide detailed specifications for accessible trails, picnic and camping areas, viewing areas, beach access routes and other components of outdoor developed areas when newly built or altered. They also provide exceptions for situations where terrain and other factors make compliance impracticable.  The new requirements will became mandatory on November 25, 2013 as part of the Architectural Barriers Act Accessibility Standards, which apply to facilities that are built, altered, or leased with federal funds on federal lands.
The American Association of State Highway and Transportation Officials:   Guide for the Development of Bicycle Facilities, 1991 (AASHTO Guide):  from the American Association of State Highway and Transportation Officials, 444 North Capitol Street, NW, Suite 225, Washington,  DC  20001.   The AASHTO guide is recommended as minimum guidelines for the construction and design of bicycle facilities and urban non-motorized multiple-use paths, but not for bicycle trails over rough terrain intended for use by mountain bikes.    

United States Department of Agriculture – Forest Service, Standard Specifications for Construction of Trails, June 1984; from Forest Service – USDA, Engineering Staff – Washington Office, Attn:  Publications Specialist, PO Box 2417, Washington, DC  20013.

United States Department of Agriculture – Forest Service, Soil Stabilizer for Use on Universally Accessible Trails, October 1995; from San Dimas Technology and Development Center, San Dimas, CA  91773.

United States Department of Agriculture – Forest Service, Trails Management Handbook, revised November 1991; from Forest Service – USDA, Engineering Staff-Washington Office, Attn:  Publications Specialist, PO Box 2417, Washington, DC  20013.
United States Department of Interior – Bureau of Land Management.  BLM Handbook 9114-1 Trails: from Bureau of Land Management, 1849 C Street N W, Washington, DC  20240.

United States Department of Interior – National Parks Service, NPS Trails Management Handbook, 1983: from National Parks Service, PO Box 25287, Denver, CO  80225.

Federal Highway Administration, Railroad-Highway Grade Crossing Handbook, Second Edition, September 1986, from Federal Highway Administration, 6300 Georgetown Pike, McLean, VA  22101-2296.

For more information:

The U.S. Architectural and Transportation Barriers Compliance Board has a toll-free number to obtain technical assistance on accessibility issues.  Call 800-872-2253

The U.S. Department of Justice has a toll-free number to obtain technical assistance, including title II and title III technical assistance manuals.  Call 800-514-0301.

The National Bicycle and Pedestrian Clearinghouse have a toll-free number to obtain technical assistance on many trail related issues.  Call 800-760-6272.   (Washington DC area, call 202-463-8405)

The U.S. Forest Service (USFS) has developed a Recreation Opportunity Spectrum (ROS), which provides a framework for satisfying and defining classes of outdoor recreation environments, activities, and experience opportunities.   Contact a local USFS unit or Bureau of Land Management (BLM) office for more information about ROS.  

Several other sources may be useful for trail design, construction and maintenance:

Universal Access to Outdoor Recreation:  A Design Guide, MIG Communications, 1802 5th St. Berkeley, CA  94710.

Ryan, Karen-Lee, Trails for the Twenty-First Century, 1993.  The Rails-to-Trails Conservancy, 1400 Sixteenth St., N W, Washington, DC  20036.  This manual provides guidelines for the construction and designs of multiple-use trails, such as rail-to-trail conversions, other similar existing corridors, and heavily used bicycle routes.

Flink, Charles A. and Robert M. Searns:  Loring LaB. Schwarz, editor, Greenways, 1993:  The Conversion Fund, Island Press, 1718 Connecticut Ave., N W, Suite 300, Washington, DC  20009.

Proudman, Robert D. and Reuben Rajala, AMC Field Guide to Trail Building and Maintenance, 2nd Edition, 1981 Appalachian Mountain Club Books, 5 Joy Street, Boston, MA  02108.

Ski Industries America.  Cross Country Close to Home:  A Ski Area Development Manual, 1989, United Ski Industries Association, 8377-B, Greensboro Drive, McLean, VA  22102.

Wernex, Joe, Off-Highway Motorcycle &  ATV Trails:  Guidelines for Design, Construction, Maintenance and User Satisfaction, 2nd Edition:  1993.  American Motorcyclist Association, PO Box 6114, Westerville, OH  45081-6114.

For multiple-use trails, the agency managing the trail and the State agency responsible for administering the Trails Program should determine the appropriate design guide(s), provided the guide(s) meet (s) minimum standards for all intended user groups.

The following manuals shall be used for signs:

United States Department of Transportation, Federal Highway Administration, Manual on Uniform Traffic Control Devices:  from the Superintendent of Documents.  U.S. Government Printing Office, Washington, DC  20402.  Note that Part IX is for bicycle facilities.

United States Department of Transportation, Federal Highway Administration, Standard Highway Signs: from the Superintendent of Documents, U.S. Government Printing Office, Washington, DC  20402.  Note that many signs have dimensions for bicycle facilities and trails.

Disclaimers:

The Rails-to-Trails Conservancy, Conservation Fund, Appalachian Mountain Club, Ski Industries America, the American Motorcyclist Association, and their authors and publisher disclaim liability for any claims, actions, demands or suits which may arise by reason of any person relying on the information contained in their documents.  Readers should note particular disclaimers in each publication.

The U.S. Forest Service, the Bureau of Land Management, and the National Parks Service assume no responsibility for the interpretation or application of their respective manuals or guidelines by other than their own respective employees.

The use of trade names and identification of firms, corporations or sources is for the convenience of the reader: such use does not constitute an official endorsement or approval by the United States Government of any product or service to the exclusion of others that may be suitable.    

Attachment C

See the following link for ELECTRONIC CODE OF FEDERAL REGULATIONS for Title 2 Subtitle A Chapter 2 Part 200 – Uniform Administrative Requirements for Grants and Cooperative Agreements to State and Local Governments; and Institutions of Higher Education, Hospitals and other Non-Profit Organizations.
http://www.ecfr.gov/cgi-bin/text-idx?tpl=/ecfrbrowse/Title02/2cfr200_main_02.tpl
Attachment D

Please see the following link for Affidavit of Compliance with Prevailing Wage Law:

http://www.labor.mo.gov/DLS/Forms/PW-4-AI.pdf
Attachment E

CERTIFICATION OF NONSEGREGATED FACILITIES

(Applicable to federally assisted construction contracts and related subcontracts exceeding $10,000, which are not exempt from the Equal Opportunity clause.)

The federally assisted construction contractor certifies that he does not maintain or provide for his employees any segregated facilities at any of his establishments, and that he does not permit his employees to perform their services at any location, under his control, where segregated facilities are maintained.  The federally assisted construction contractor certifies further that he will not maintain or provide for his employees any segregated facilities at any of his establishments, and that he will not permit his employees to perform their services at any location, under his control, where segregated facilities are maintained.  The federally assisted construction contractor agrees that a breach of this certification is a violation of the Equal Opportunity clause in this contract.  As used in this certification, the term “segregated facilities” means any waiting rooms, work area, rest rooms, and wash rooms, restaurants and other eating areas, time clocks, locker rooms and other storage or dressing areas, parking lots, drinking fountains, recreation or entertainment areas, transportation, and housing facilities provided for employees which are segregated by explicit directive or are in fact segregated on the basis of race, creed, color, or national origin, because of habit, local custom, or otherwise.  The federally assisted construction contractor agrees that (except where he has obtained identical certifications from proposed contractors for specific time periods) he will obtain identical certifications from proposed subcontractors prior to the award of subcontracts exceeding $10,000 which are not exempt from the provisions of the Equal Opportunity clause, and that he will retain such certifications in his files.




Signature


                         Date




Name and Title of Signer (please type)

NOTE:  The penalty for making false statements in offers is prescribed in 18 U.S.C. 1001.

Attachment F

See the following link for Certification regarding Debarment, Suspension, Ineligibility and voluntary Exclusion form:

http://www.sba.gov/sites/default/files/tools_sbf_finasst1624.pdf
Attachment G

See the following link for Certification Regarding Lobbying form:

https://www.whitehouse.gov/sites/default/files/omb/grants/sflllin.pdf
Attachment H
The OMB circular costs principals have been codified in Title 2 Grants and Agreements 
http://www.fhwa.dot.gov/environment/transportation_enhancements/guidance/allowcosts.cfm
http://www.ecfr.gov/cgi-bin/text-idx?tpl=/ecfrbrowse/Title02/2cfr200_main_02.tpl
Attachment I
Federal Highway Administration (FHWA)
23 U.S.C. § 313 – Buy America; 23 C.F.R. § 635.410 – Buy America Requirements
Buy America
All Federal-Aid construction contracts shall assure compliance with 23 U.S.C. 313 and 23 C.F.R. 635.410.  All iron or steel products which are permanently incorporated into the project must be manufactured in the United States.  Any coating material applied to the iron or steel products must be applied in the United States.  
The advertisement for bid and contract shall include a Buy America provision.  

FHWA requires step certifications, where each handler (supplier, fabricator, manufacturer, fabricator, processor, applier of coatings, etc.) would certify that their step in the process was domestically performed.  The contractor or vendor must provide these certifications prior to incorporation of the material in the project. 

Additional information regarding the “Buy America” requirements can be found at:

http://www.fhwa.dot.gov/construction/cqit/buyam.cfm 

The following information is for any grantee that will be purchasing vehicles, equipment and iron or steel products.  Please see below:

The Buy America law in Title 23 U.S.C. 313 and subsequent requirements in Title 23 C.F.R. 635.410 provides the basis for FHWA's policy on Buy America.  It provides for:

· a domestic manufacturing process for any steel or iron products (including protective coatings) that are permanently incorporated in any project funded under Title 23 (Federal-Aid highway program) – meets the requirement with certifications on all steel or iron products and their coatings

· alternate bidding procedure – may be used on projects with approval from FHWA Division Administrator (you must consult with the RTP office and follow the procedure agreed to by FHWA)

· minimal usage criteria for non-domestic products – minimum usage allowed if cost of materials does not exceed one-tenth of one percent (0.1 %) of total project cost or $2,500, whichever is greater (consult with the RTP office since proper documentation is required)

· a waiver process based on public interest or the availability of domestic products – such as the Quarterly Vehicle and Equipment Waiver described below, all requests for waivers must be submitted to the RTP office and FHWA for approval 

Since the Recreational Trails program is funded with Title 23 funds, any iron or steel products permanently incorporated into a Recreational Trails project is required to meet the Buy America requirement or get a waiver (alternate bid and minimal usage also apply).

Waivers

The Secretary of Transportation may waive the requirement if the Secretary finds that:
1) It would be inconsistent with the public interest;

2) Such materials and products are not produced in the United States in sufficient and reasonably available quantities and of a satisfactory quality; or

3) Inclusion of domestic material will increase the cost of the overall project contract by more than 25 percent (this is a standing waiver codified in regulations when alternate bidding procedures are used).

All waivers have to be posted in the Federal Register. All waiver requests are first posted on the FHWA’s website for a 15-day comment period prior to publishing the final decision in the Federal Register.

· Notice of Buy America Waiver Requests (also see for examples of submittals) http://www.fhwa.dot.gov/construction/contracts/waivers.cfm 

· Receive an automatic notification whenever the FHWA is considering issuing a Buy America waiver  https://public.govdelivery.com/accounts/USDOTFHWAOI/subscribers/new?topic_id=USDOTFHWAAM_9 
Lack of adequate domestic supply resulted in a 1995 nationwide waiver for iron ore, pig iron, and reduced/processed/pelletized iron ore.  In 1994, a nationwide waiver for specific ferryboat parts came into effect.

FHWA realizes that certain types of equipment and vehicles may not be able to fully comply with our stringent requirements; therefore we offer a Quarterly Vehicle and Equipment Waiver based on the condition that the final assembly/final manufacturing of the vehicles, equipment, or modifications occurs in the United States.  

If your vehicle or equipment item for purchase is not available domestically a waiver request is required to be submitted and approved before it can be purchased.  You must submit the waiver request to RTP office via fax.  The fax # is on the front of this Administrative Guide.  Our office then forwards to the FHWA Division Office and they forward to the FHWA HQ to be posted online for comment. This process may take from 3 to 6 months for the waiver to be approved.

If the low bid is from a vendor who is supplying a non-domestic vehicle or equipment product, you must either accept the next low bid or complete and submit a Buy America Waiver Request.

Other

Labor costs involved in final assembly are not included in calculating the cost of components for the minimal usage provision; however the delivery costs are included.

U.S. international obligations (NAFTA, World Trade Organization Government Procurement Agreement, U.S. Free Trade Agreements, U.S.-EC Exchange of Letters [May 15, 1995], and Canada-U.S. Agreement on Government Procurement) do not apply. 
The website below is a Q&A for Buy America for Federal-aid Programs.

http://www.fhwa.dot.gov/construction/contracts/buyam_qa.cfm
2

