
Reporting SWCD 
Capacity Grants
10 Tips & Tricks
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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 
time



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



Compatible with Accounting Programs

´ Most accounting programs allow an export to Excel.

´ Use this feature to export your list and copy it into our form.

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



Tip 3: 
Receipts 
and the 
memo fields

Capacity grants do not require 
you to send receipts. You are 
required to keep them on file.

Always report the vendor.

We want to see What is being 
purchased, Where it was 
purchased, When, and How
much it cost.

Use the memo fields to describe 
the purchase.



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 “Amazon” 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 multiple services or 
months, add details such as what 
services or months.



Bad Example

´ What is the “Banner Card” purchasing?

´ Why are they paying the Herald?



Good Example



Good Example



Tip 4: Mistakes are easy
´ If (when) you need to adjust a previously reported expense, just place the 

adjustment on its own line.

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



Tip 5: 
Reporting 
Staff

Keep a timesheet

Use memo field to note hours 
worked

Reminder: Worker’s Comp 
should be reported in SWB



Timesheets Can Be Simple ´ Hours worked

´ Grants worked

´ Signature by all parties
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Bugs Bunny Elmer Fudd



Don’t lump payroll costs

+ For one month

- No hours

+ Hours

- For quarter



Nice…



BEST!



Tip 6: Categories are important

AUDITS BOOKKEEPING

Contracted Services includes:



Physical Stuff

Materials & Supplies – you got it (no worries)

Equipment – Not used very often, remember its 
over $2500



Tip 7: Other (the category)

RENT UTILITIES FEES



Avoid Playing 20 Questions

IF IT’S MARKED “BANK”, 
WE’RE GOING TO ASK 

QUESTIONS

WE CANNOT PAY FOR LATE 
FEES, BOUNCED CHECKS, 

ETC.

TO AVOID QUESTION, USE 
THE MEMO FIELD!



Ineligible 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



Tip 8: Travel
Encourage you to use a mileage 
rate

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



What’s the plan?
´ How do you charge other grants?

´ Pick a method and stick to it.

Gasoline here

Mileage rate here

Oil change here

Mileage rate here



Tip 9: Food

Read GoBig!
Travel: Page 10-11

Other: Page 12

View Videos



Board Meetings
OWEB can reimburse, but you must have a sign-in sheet & agenda
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Coffee with a 
landowner

OWEB can NOT reimburse



Meetings with employees

OWEB can NOT reimburse



Day travel

OWEB can NOT reimburse



Tip 10: Report as  you go

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?

´ Tara Choate: 971-345-7232

´ Sandi Hiatt: 503-986-4704

´ Courtney Shaff: 971-345-7012


