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GoBIg

= Please

= PLEASE

= PLEASE!!

= Read our Guidance on Budgeting in Grants (GoBig)

= There are lots of helpful hints and examples!




Chapter 10: Budget Amendments

The Application Budget and Exhibit A of the grant agreement are the grantee’s statement of how OWEB funds
will be spent on the project. The Application Budget shows budget categories and the various line items under
each budget category; Exhibit A shows only the budget categories, which mirror those in the final, approved

Application Budget.

OWEB recognizes that projects can undergo changes during implementation, which might impact the budget.
Grantees must receive prior permission from OWEB to change either line items or budget categories. &

Budget Amendment Thresholds

Grantees are required to communicate with their OWEB Project Manager by informing of any project changes
that impact the budget, regardless of amount.

OREGON WATERSHED ENHANCEMENT BOARD
FORM for BUDGET AMENDMENTS GRANT NUMBER

P
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Grant Budget Categories Origral Budget Changs 1
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Change #)

Change 84 Reveed Sudget

Salary, Wages and Benedts 1 $len oo 10 oo
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0.0

$0.09

$249.001.00

JUSTINCATION FOR CHANGE. Plegss provide o compretenyive fustific gion beow

Example 1 - Budget Amendment Form




Payments & Budget

Resources Guidance Documents &

Please check the Guidance, Forms, and Videos sections under Documents & Links on this page for the resources mentioned below. LinKS

Guidance

GoBIG: Guidance on Budgeting in

BUdget Grants

Getting Paid Travel Rates Effective January 2021

Travel Rates Effective October 2020

Travel and Mileage Travel Rates Effective January 2020
Travel Rates Effective January 2019

Contact Travel Rates Effective January 2018

If you need a form that is not on this page or if you have questions, please contact &4 Tara Choate (971-345-7232) or 54 Leilani Sullivan
(971-375-3559). Grant-specific forms and guidance are located on grant program pages.

Forms

Budget Amendment Request Form
Expense Tracking Spreadsheet
Request for Release of Funds

Tax ID Form

Travel Log January 1, 2018

Travel Log January 1, 2019

Travel Log January 1, 2020

Travel Log January 1, 2021

Videos
Fiscal Training_on YouTube




Tip 1:
Actual Costs Rule

OWEB cannot pay for
anything other than
actual costs

There needs to be
backup for EVERY cost

OWEB can request the
back-up
documentation at any
fime




Tip 2: Use our Tracking Form

Use our Tracking Form If you can’t use our form, use
an accounting report




Form

Does have column for
Scope of Work (SOW) or
District Office (DO)

Does NOT have column for
Indirect or Post Grant

| wemofsws Jcs | Travellwas [equipment other| toraus
| [104,000.00{17,200.00]6,825.00[ 13,940.00| _5,000.00] 19,66.50| 166,629.50
-——_---_--E!




Compatible with Accounting Programs

Most accounting programs allow an export to Excel.
Use this feature to export your list and copy it info our form.

This allow you to use your own categories if they don't align with ours

Profit & Loss Detail
July 1, 2019 through June 23, 2020

Num Name Memo

1652  220.900-17082BR .. Davis Compu._
1652 220-800-17092 BR Banner Card-

Total Software and Equipment

04/29/2020 Davis Computers
07/27/2020 HC Journal




Tip 3:
Recelpts
and the
memo fields

much it cost.



Don't Lump

Don’t tell us spent ___ on rent for the
whole year;

PROVIDE A DESCRIPTION OF THE EXPENSE
AND ANY ADDITIONAL COSTS OR
HELPFUL INFORMATION.

Don't write YAmazon” and let us wonder
about the purpose. Describe as office
supplies, computer, or safety equipment.

If you are paying a vendor where it is
obvious what the purpose was add what
month its for.

If the charge is for mulfiple services or
months, add details such as what
services or months.




Bad Example

BT, Daoera Semtolodn STl
07/27/2020 [sow | Herald | 18.85 [ $  18.85
07/27/2020 Office Supplies/Meeting Expense . $ 1197

07/27/2020 [DO ~  [Bannercard =~ |Office Supplies/Meeting Expense $ 7598

07/27/2020 |SOW  |BlackDistributing  |Fuel | | |
I B B

07/27/2020 DO [Centurylink | | | [s 2987]s 2987

What is the “Banner Card” purchasinge

Why are they paying the Heralde



Good Example

SOW/Operat
ions

Vendor Name

Invoice Number

Salary
Wages
Benefits

Contracted
Services

Travel

Materials
and
Supplies

Equipment

TOTALS

SOW

$84,327.00

$24,953.00

$ 4,000.00

1,360.00

$2,000.00

$ =

$116,640.00

DO

$ =

$ -

$ -

$ -

$49,989.50

$ 49,989.50

Total

$84,327.00

$24,953.00

$ 4,000.00

1,360.00

$2,000.00

$49,989.50

$166,629.50

7/1/19

Jan Jaroncyk Consu

Spending To Date

62,680.68

17,589.93

1,964.78

7,455.78

0.00

20,070.07

109,761.24

ItRune 2019 Accounting &

Admin servid

S 1,256.44

1,256.44

7/1/19

onthly rent

S 750.00

750.00

7/5/19

onthly subscription

14.99

7/5/19

Payroll subscription

2.00

2.00

7/5/19

20.55

20.55

7/10/19

S
s
s

48.90

48.90

7/13/19

S 177.10

177.10

7/30/19

S 1,000.00

1,000.00

8/1/19

leposit for 12/2/19 meeting

S 150.00

150.00

8/1/19

Dropbox annual fee

119.88

8/1/19

onthly rent

S 750.00

750.00

8/2/19

PS MAP66i Field Communicator

633.90

8/3/19

PS satellite service

S  62.80

62.80

8/5/19

W |1 [ |4 | [ |9 | [0 |10 [ |0 | [

12.58




Good Example

SOW/Operat
ions

Vendor Name

Salary
Wages
Benefits

Contracted
Services

Travel

Materials
and
Supplies

Equipment

TOTALS

$84,327.00

$24,953.00

$ 4,000.00

1,360.00

$2,000.00

$ =

$116,640.00

$ =

$ -

$ -

$ -

$49,989.50

$ 49,989.50

$84,327.00

$24,953.00

$ 4,000.00

1,360.00

$2,000.00

$49,989.50

$166,629.50

7/1/19

Jan Jaroncyk ConsulJune 2019 Accounting &Rdmin servig

62,680.68

17,589.93

1,964.78

7,455.78

0.00

20,070.07

109,761.24

S 1,256.44

1,256.44

7/1/19

Heceta Properties

Monthly rent

S 750.00

750.00

7/5/19

Adobe

monthly subscription

14.99

7/5/19

Intuit

Payroll subscription

2.00

2.00

7/5/19

County Trans & Re

trash

20.55

7/10/19

Central Lincoln PUL

Electric bill

s
$ 2055
$  48.90

48.90

7/13/19

Charter Spectrum B

S 177.10

177.10

7/30/19

OACD

S 1,000.00

1,000.00

8/1/19

Driftwood Shores

deposit for 12/2/19 me

S 150.00

150.00

8/1/19

Dropbox

Dropbox annual fee

119.88

8/1/19

Heceta Properties

Monthly rent

S 750.00

750.00

8/2/19

REI

GPS MAPG66i Field Com

633.90

8/3/19

Garmin

GPS satellite service

S  62.80

62.80

8/5/19

True Value

Tree marking paint

W |1 [ |4 | [ |9 | [0 |10 [ |0 | [

12.58




Tip 4: Mistakes are easy

If (when) you need to adjust a previously reported expense, just place the
adjustment on its own line.

fsow [ lretumedfieldsupplies | | s oo | [s (s0)
lsow  Jeowweer | 00| ] 0 Iseme) | 00| @ [$ (275.00)
lsow | = |covercropworkshopsupplies |  |s sie7] 0 | 0[S 5197

Ibo  |pistrictwebsite  |domaincharge | | | | ]S 26400]S 264.00]
oo Jwx 00 ffee | | | | ] @ |s ar8]s 4788

This method is less helpful because it doesn’t directly correlate.

[sow ™ [Banner Card- Whitney _[softwareandquipment | | | |5 799]s 799
lsow -—————
oo B lcenturytik | | 0 0 | [ @ Is 2994|s 2994
sOW@l, [paviscomputes | | | | | | @ |s 4575|$ 4575

[sow W |General Credit11111#...  |Office Supplies/MeetingExpense |  [$(1,183.25)] | |[$(1,183.25)
lsow |underpaymenton#.. |office Supplies/Meeting Expense -——
Do |verizon cell - [ [ [ [ [s am[s 457




Keep a timesheet

Use memo field to note hours
worked

Reminder: Worker's Comp
should be reported in SWB




Timesheets Can Be Simple O

Grants worked

Signature by all parties

August 2017 TIMESHEET

== EE 6

[ [ | Jomfos| | | &6s[3s]ss]5] [ I 7 e S
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Total Worked | 148

Used Credit Hrs
T sawe

[ FoRn |
Total Hours (worked+other)

Total Hours Expactad 1o wark
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gnao C D O (DO C
August 2017 TIMESHEET

Monn| 1| 2 | 3] ¢4 6| 7 | 8| ¢ w | 11|l 23| 4|56 17|18 19f2]20|]22]2]|2[2|2%6|27[28]2|%]|3 Grants Hours
2 2| 65 025 | 05 8 651 35| 55| 5 551 7 | 6| 6 AW Cap 2016 54.25
TNC - PGE 0
.08t Creek 0
25| 1 05| 3 4 252 Dorris Ranch 15
0
9| 75 | 85 1275 11| 14 Staley Creek 62.75
0
0
05| 2 05 1 Gorrie Ck SG 4
e0| 95 |105] 65 0 |1275|110] 140 | 025 | 035 0 0 80 | 95| 65| 65 |80) 0 ojo}o0 0 o/ 0| 0| 0[95]|80]60]|380 Total Worked 146
1 1511 8|8 8 g | 8 Used Credit Hrs 43.5

Sick Hrs

| PTO Hrs
Total Hours (worked+other) 189.%

Total Hours Expactad 1o wark




August 2017 TIMESHEET

Montn| 1 2 3 4 5| 6 7 8 g 10 11 12 13 14 15 16 17 | 18 9 |20l21| 22| 3| 24| 25|26 | 27| 28| 29 A Grants Hours
2 21 65 0.25 05 8 651 35| 55| 5 a¥a 8 6 AW Cap 2015 54.25

TNC - PGE 0

.08t Creek 0

25| 1 05| 3 4 2|52 Dorris Ranch 15

Nallace Creek SG 0
a| 75 | 85 1275 11| Staley Creek 62.75

Capacity 1609825
05| 2 05 1 Gorrie Ck SG 4

0| 0[95]|80]8.0]80 Total Worked 146

501 95 |105] 65| 0| 0 [1275]110] 140 | 025 | 03 0 0 | 80 |95|65]|65[80] 0 [ojojO] O ]O|O
111511 g|(8| 8 |88 | Used Credit Hrs 435
ick Hrs
4. ' _T- AN -ﬁ o ] 's;.:OHr‘
— (.) )
GLIICT Fdde ™




Don't Iump poyroll COSTs

7/1/209/30/s0W _ [umans __ C_ 379 hours }i
7/1/20-9/30/2/SOW_ |Human2  3Zhous | $|

7/1/20-9/30/2 lh:z-m.m
7/1/20-9/30/2 PERS 1,590.31 |

07/31/2019
07/31/2019
07/31/2019
07/31/2019
07/31/2019
07/31/2019
07/31/2019
07/31/2019
07/31/2019
07/31/2019
07/31/2019
07/31/2019
07/31/2019
07/31/2019
07/31/2019

= 1

Payroll Taxes| §  0.20 ||

S 202]]

Payroll Taxes| §  5.17 ||

I

Sow  [Human1  |PayrollTaxes| S 682

Sow  [Human1  |PayroliTaxes|$ 2917

SOW  [Human1  [|Retirement |$  37.63|

Sow  [Human2  |PayrolTaxes|$  48.09|

SOW  [Human2  |Healthinsura| $___54.19]
sow  [Human2  (|Wages |9

SOW  [Human2  |Retirement |$  349.77[

SOW _ [Human2 _ |VacationPay|$  380.19 |



Nice...

12/31/20 149.3 hrs 43610s) | |
12/31/20 |sow |Hwman1 | 00| 0 | 22925
12/31/20 387 hrs 507000 00 | |

12/31/20 |sow  |Hwman2 | 0| 0 | 12966
12/31/20 DO [Human2  |62.25hrs 249436 | |
A e I Y S




BEST!

10/31/20

10/31/20 Human 2

11/30/20
11/30/20

Human1 99 hours
Human1l 61 hours
Human 2 32 hours
Human1 55 hours
66 hours
4 hours

26 hours

DO |Human2  |32hours
8 hours
| ____________________________________________|

3,465.00
2,135.00
800.00
1,925.00
2,310.00
146.00
£689.26
1,168.00
292.00

U |

w

O
=

Humanl
Human 2

i



Tip 6: Categories are important

Contracted Services includes:

AUDITS BOOKKEEPING



Physical Stuff

j‘: Materials & Supplies — you got it (no worries)

4 Equipment — Not used very often, remember its
= over $2500




Tip 7: Other (the category)

o

RENT UTILITIES FEES




Avold Playing 20 Questions

il

IFIT'S MARKED “BANK?”, WE CANNOT PAY FOR LATE TO AVOID QUESTION, USE
WE'RE GOING TO ASK FEES, BOUNCED CHECKS, THE MEMO FIELD!
QUESTIONS ETC.




Expenses

Education

Outreach activities MUST be necessary for carrying out eligible
restoration and acquisition projects that protect or restore native fish or
wildlife habitat or that protect or store natural watershed or ecosystem
functions in order to improve water quality or stream flows.

General DEI Training
Costs that are billed to other OWEB grants



Encourage you to use a mileage
rate

Can’t charge a mileage rate
and then charge when things
break(e.g. new tires, oll change)

Understand what travel can and
can't pay for



What's the plan¢

Fuel purchases
Unknown travel purchases
Tires and lube

Personal Vehicle Mileage
(PVM)

SOW Black Distributing
Banner Card

v
O
iil

Travel Expense. Other
SOW Commercial Tire
SOwW

2/21/20 SOW Black Distributing
21/20 sow Employee PVM
Greater EO Network
Banner Card

Maintenance and Repair
Maintenance and Repair

o | =
-~ = -~
NN N
w | 0
e ) ~
=N [
wIoIg|Io

Travel Expense. Other

f

Maintenance and Repair

Supplies and Materials
\/

7/27/20 Lube Depot

SOwW Banner Card

SOwW Black Distributing

SOwW Black Distributing

SOwW Black Distributing
V Employee PVM

SOwW Black Distributing

Maintenance and Repair
Travel Expense. Other

11/25/19
10/24/19

7/19/19

wn

O|D
—
c
o
1
o
D

o

o
~

,,
[
L3
L R R R R RV R R RV RV RV RN RV RN R
w N [
SRR
(Vs ]
3|9 & ]
1N I I N N N N N N R D DN N N N

Travel Expense. Other

7/27/20——
7/19/19 |
7/27/20 |
11/25/19 |
10/24/19 |
79|
7/19/19 |



WhOT’S The p|0ﬂ3 Mileage rate here

= How do you charge other grantse o ————

= Pick a method and stick to it.

-

- Mileage rate here

Gasoline here




Tip 9: Food

Read GoBig! View Videos

Travel: Page 10-11
Other:. Page 12







Outreach Meetings

OWEB can reimburse, but you must have a sign-in sheet & agenda




b

Coffee with a : ‘(
landowner :
4

OWEB can NOT reimburse



Meetings with employees

OWEB can NOT reimburse




Day fravel

OWEB can NOT reimburse




Consider pulling a report each
quarter and submitting it with
both DO and SOW costs.

Unnecessary to save DO for
once a year.




Got Questions?e

Tara Choate: 971-345-7232
Sandi Hiatt; 503-986-4704
Courtney Shaff: 971-345-7012




