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STATEMENT OF NON-DISCRIMINATION XE "STATEMENT OF NON-DISCRIMINATION" 
This program receives Historic Preservation Funds.  The U. S. Department 
of Interior prohibits discrimination on the grounds of race, color, sexual orientation, national origin, disabilities, religion, age or sex per Title VI of the Civil Rights Act of 1964, as amended; Section 504 of the Rehabilitation Act of 1973, as amended and the Age Discrimination Act of 1975.  If you believe that you have been discriminated against in any program, activity or facility or if you desire further information regarding Title VI, please write to:

The Office of Equal Opportunity

National Park Service
1849 C Street, NW
Washington, D.C.  20240

INTRODUCTION

In general, each year the Division of Historic Preservation sets aside a portion of its annual federal allocation for construction/restoration projects on National Register buildings.  The amount set aside is generally about $25,000 and is intended to leverage projects that will rescue important and endangered historic buildings.  Buildings to be restored are determined through a competitive selection process using priorities set forth in the Division's comprehensive plan.  

In awarding grants for these projects, the Division of Historic Preservation assumes the responsibility for insuring that public money will be spent appropriately and with maximum effectiveness.  The Division is held accountable by the U. S. Department of the Interior, National Park Service, the grantor agency, for compliance with all applicable federal laws and regulations.

Please read this booklet closely and refer to it as your project progresses.  
Careful attention to the procedures described can greatly lessen the possibility of encountering problems that will delay work or slow down reimbursements.

It is our hope that this information will answer most of your questions concerning the methods for securing and using your grant and will give you a realistic picture of our expectations from you.  However, should you have questions about material in this booklet, or about items that are not covered, please contact the Grants Administrator XE "Grants Administrator" :

Tammy M. Bridges 

Division of Historic Preservation

Office of Cultural Development

Department of Culture, Recreation and Tourism

P. O. Box 44247

Baton Rouge, LA   70804

Telephone: (225) 342-8160

REQUIRED DOCUMENTATION XE "Required Documentation" 
Grantees are required to submit the documents described in this section as a condition of their grant.  No reimbursements may be made before the Grants Administrator receives these items.  Additional documents, as noted in other sections of this manual, may also be required.

A. Certification of Matching Funds XE "Certification of Matching Funds" \t "See Required Documentation" 
This is a letter from a bank or lender indicating that the project has on deposit, or available to draw, an amount equal to the grant amount.  A similar letter may be used in the case of foundation or other form of non-federal award being used to match the grant.  (Grantees should keep funds for the project separate from funds designated for other uses, preferably through a separate account used only for that purpose.)

B.  Restrictive Covenants and Memoranda of Agreement XE "Restrictive Covenants and Memoranda of Agreement" \t "See Required Documentation" 
The National Historic Preservation Act, under which National Park Service (NPS) grants are made, stipulates that "no grant may be made under this Act unless the grantee has agreed to assume, after completion of the project, the total cost of the continued maintenance, repair and administration of the property..."

In order to comply with this regulation, NPS has determined that each property owner receiving grant-in-aid assistance for development projects will agree to place a covenant on, and/or enter into a memorandum of agreement concerning the property.

	TABLE OF COVENANT OR AGREEMENT PERIODS/GRANT AMOUNTS XE "Table Of Covenant Periods/Grant Amounts" \t "See Required Documentation" 

	$1 – 10,000
	5-Year Minimum Preservation Agreement
     (A covenant amending the deed is not required)

	10,001 -  25,000
	5-Year Minimum Covenant 
     (recorded on the property deed)

	25,001 -  50,000
	10-Year Minimum Covenant.

	50,001 - 100,000
	15-Year Minimum Covenant.

	OVER 100,000
	20-Year Minimum Covenant.


1.
COVENANT OR AGREEMENT PERIOD XE "Covenant Or Agreement Period" \t "See Required Documentation" :  The responsibility to maintain and provide public access to properties receiving grants-in-aid is limited to a specific period of time relative to the amount of Federal assistance provided. However, if more than one grant is received for a property, there is a cumulative effect on the covenant period.  In other words, a grant of $16,000 requires a 5-year covenant, but an additional grant of $10,000 would increase the covenant period to 10 years.

2.
MEMORANDUM OF AGREEMENT XE "Memorandum Of Agreement" \t "See Required Documentation" :  When a property receives historic preservation grant funds totaling $10,000 or less, no covenant to the deed is required. However, the provisions of the Act must be satisfied by an Agreement containing the same provisions as a covenant.  This agreement is not attached to the deed as a covenant, but is a legally binding personal agreement between the Division of Historic Preservation and the owner of the property, for the five (5) years required.  The public access clause (see COVENANT AND MEMORANDUM OF AGREEMENT PROVISIONS on page 3) applies for the five (5) years of the agreement.

Finalizing Legal Requirements: The Memorandum of Agreement is in effect when the grant recipient and the Director of the Division of Historic Preservation or the State Historic Preservation Officer have signed both copies.  The covenant period will commence on or before disbursement of grant funds by the state to the grantee.

3.
RESTRICTIVE COVENANTS OR MEMORANDA OF AGREEMENT XE "Restrictive Covenants Or Memoranda Of Agreement" \t "See Required Documentation" :  Evidence of Ownership, i.e. Copy of the Deed or Title, must be provided.  If an Act of Donation is provided as proof of ownership, a Mortgage Certificate must be provided by the Clerk of Court's office to inform the Division of any outstanding mortgages on the property.

After the Division of Historic Preservation has received proper documentation, covenants are drawn up which are to be registered with the deed (for projects over $10,000).

Finalizing Legal Requirements: Restrictive covenants become finalized after the following procedures:

a) Have the restrictive covenant signed by the appropriate people.  Your signature must be notarized.

b) Take or have your attorney take the signed and notarized covenant to the office of the Clerk of Court for the parish in which the building is located and have the covenant recorded.

c) Obtain a stamped copy of the recorded covenant that bears the book and page number in which it is recorded.

d) Send the stamped copy of the recorded covenant to the grants administrator of the Division of Historic Preservation.

4.
COVENANT OR MEMORANDUM OF AGREEMENT PROVISIONS XE "Covenant Or Memorandum Of Agreement Provisions" \t "See Required Documentation" :  In general, Covenants and Memoranda of Agreement require the maintenance of a property for a given number of years, depending upon the size of the grant.  (See Covenant or Agreement Period, page 3.)  They may also provide for public accessibility under certain circumstances.  

See Appendix:

 Sample Restrictive Covenant or Memorandum of Agreement

a. Public Access - The public access clause does not apply for projects that involve only exterior work or work on mechanical system, as long as the property is clearly visible from the public right of way. For grant assisted properties that are not open to the public on a continuous basis (more than 12 days annually) and where improvements assisted with grant funds are not visible from the public right of way, property owners will publish notification in newspapers of general circulation in the community, giving dates and times when the property will be open, (a minimum of 12 days annually); this will be furnished annually to the Division of Historic Preservation for the duration of the term of the covenant or memorandum of agreement.
To comply with Section 504 of the Rehabilitation Act of 1973 (42 U.S.C.A, Section 794) where public access is required at least 12 days per year and other times by appointment - it is not required that a recipient make every part of the property accessible to and usable by physical alterations.  If accessibility cannot be provided to second floors of historical buildings, alternative solutions should be found to provide "programmatic accessibility."  That is, for at least those periods covered by the covenant or memorandum of agreement, video presentations and/or exhibits and photographs and/or other visual material and devices may be used to depict otherwise inaccessible areas or features of historic properties.

b. Maintenance and Administration XE "Maintenance and Administration of Historic Properties:Changes or renovations"  - Grant recipients are responsible for the maintenance and administration of historic properties that are federally assisted.  The preservation restrictions provide that the owners and their successors in interest, if any, shall repair, maintain, and administer the premises so as to preserve the historical integrity of the features, materials, appearance, workmanship, and environment.  This provision means that the Division must be notified in writing of any proposed work to be done to the property that may affect its historical integrity and that the Division must approve all work in advance.  The following are examples of the types of work that require prior approval:

1. Additions to the building

2. Structural changes or remodeling of the interior or exterior in which original material will be altered, removed or covered over

3. Extensive cleaning and maintenance projects involving techniques such as water blasting

4. Any major renovation of the site

5. Damage to or Destruction of Properties Under Covenant or Memorandum of Agreement XE "Damage to Properties Under Covenant or Memorandum of Agreement" 

 XE "Destruction of Properties Under Covenant or Memorandum of Agreement"  - Grant recipients are strongly urged to obtain and maintain adequate insurance coverage on buildings receiving grant funds.  It is a federal requirement that the state take action to compel grant recipients to restore or reconstruct accidentally damaged structures, in an amount up to the total of the federal and non-federal shares of the project.

INITIATING DEVELOPMENT WORK (Construction) XE "Starting Construction" 
Before construction work can began, the project scope of work and budget must be approved by the Division and be in line with development costs allowable by the National Park Service.    Only the items listed on the approved budget are eligible for reimbursement.  

Allowable development costs XE "Development Costs:Allowed"  include:

1. Cost of exterior work;

2. Cost of structural work;

3. Cost of necessary improvements in wiring, plumbing and other utilities;

4. Cost of interior restoration if the public is to have access to the interior in accordance with public benefit policies;

5. Cost of preparation of programmatic accessibility which includes video presentations and/or exhibit and photographs and/or other audio-visual material and devices to depict otherwise inaccessible areas or features of historic properties by handicapped persons;

6. Security systems costs, i.e., burglar and fire alarms;

7. Purchase of materials and supplies made specifically for the grant project, charged at their actual prices after deducting any and all discounts;

8. Cost of required Project Sign.

Disallowable development costs XE "Development Costs:Not Allowed"  include:

1. Costs of ongoing maintenance and administration of properties assisted with historic preservation funds;

2. Interpretive expenses such as staff salaries;

3. New construction, with exception of measures essential to the protection of a historical property from irreparable deterioration;

4. Landscaping.


NO CONSTRUCTION CONTRACTS MAY BE SIGNED OR ANY WORK DONE IN ADVANCE XE "Work Done In Advance"  OF A SIGNED GRANT AGREEMENT BETWEEN THE APPLICANT (GRANTEE) AND THE DIVISION OF HISTORIC PRESERVATION.
GROUND DISTURBING ACTIVITIES XE "Ground Disturbing Activities"  THAT AFFECT ARCHAEOLOGICAL REMAINS

Many grant recipients are unaware that their restoration or preservation activities can affect important historic resources that are non-architectural in nature.  Historic structures that exist in isolation today were once accompanied by outbuildings and support facilities that may have long since been removed.  This is particularly true of private residences, but also pertains to commercial or industrial properties such as factories, mills, and government buildings.

Remnants of former buildings and other historic features that are no longer visible can exist in the ground as archaeological remains.  These remains often contain important historic, architectural and/or cultural information that is relevant to the interpretation of a standing structure or district.

Virtually any type of ground disturbing activity can affect archaeological remains.  The activities most often conducted in a restoration project are listed below.  If your project involves any of these activities, you should contact Tammy M. Bridges, Grants Administrator at (225) 342-8160.  Staff archaeologists can then assist you in determining whether or not your activities may affect important archaeological remains.  Often, potential effects on located archaeological features can be easily avoided by simply exercising caution in the proposed activity, or by moving the location of the ground disturbing activity to avoid archaeological remains.  This can be insured by having a professional archaeologist monitor the ground disturbing activity.  In the case of major ground disturbing activities that will occur in an area known to contain significant archaeological deposits, excavation of archaeological remains may be necessary if the location of ground disturbance cannot be altered.  In either case, should excavations prove necessary, the Division will assist you in finding a qualified archaeologist and in providing you with a standard list of requirements to be included in contracting for archaeological work.  However, most important effects to archaeological remains can be avoided by consulting with the Division before deciding on the precise location of utility lines, etc.  The earlier in project planning that potential effects are identified, the less the chance that important information will be damaged or destroyed.

Possible Ground Disturbing Activities XE "Ground Disturbing Activities:Types of" 
1. Construction - preservation and restoration

a. Foundation work, including stabilization and waterproofing;

b. Exterior work, including step, porch, and walk replacement or repair;

c. Underground utilities service, including electrical, water, sewerage, telephone, and climate control equipment;

d. Outbuilding restoration or preservation.
2. Construction - site development

a. Access roads, paths and trails;

b. Parking lots;

c. Landscaping, including planting, grading, drainage and removal of existing shrubs or landscaping materials;

d. Visitors center;

e. Reconstruction of outbuildings;

f. Equipment parking and storage during and after construction.

3. Other disturbances

a. Increased visitation;

b. Natural erosion;

c. Impact from development of adjacent properties.

All plans and specifications must include the following clause:

Ground Disturbance

1. Any ground disturbing activities, including trenching, excavation, and movement of heavy equipment on the site, shall be performed only with the prior approval of the Division.

2. All trenching and excavation to be as directed by the staff archaeologist of the Division and under the direction of the archaeologist or his appointed representative.

3. Should archaeology be required, extension of time will be granted for any delays caused by the archaeology.

4. All scaffolding will be cribbed so that the ground will not be disturbed by the scaffolding.

BIDDING XE "Bidding Procedures"  AND CONTRACT PREPARATION XE "Contract Preparation Procedures"  PROCEDURES

Three factors should be addressed in contracting regulations when federal funds are involved:

1. Standards of conduct;

2. Use of responsible contractors; 


and the most important of all,

3. Insuring open and free competition. 

Advertising for Bids XE "Advertising for Bids" 
There are two acceptable methods of contracting for work: formal bidding (the preferred method) and negotiation.  Where estimated contracts exceed $25,000, formal bids MUST be used, regardless of whether items of work are under a general contract or are single items bid separately (i.e., masonry, painting, etc.).  Therefore, any grant award $12,500 and over must use the formal bidding process.  Contracts estimated to be under $25,000 may use competitive negotiations.  Under the negotiation method, the grantee applying for the funds will have to solicit written estimates from three qualified candidates.  In the case of formal bidding, grantees are required to advertise in a major newspaper that covers the area affected by the project.  Notices should be published at least 3 times (either in one publication or three different publications).  A copy of the advertisement with the invoice showing the dates published must be sent to the Division immediately after publication. 

Formal Bidding XE "Formal Bidding" 
Invitations for bids should be based on a clear and accurate description of the technical services and materials required, with the bidding documents containing as much detail as possible so that the bidders can make an informed and responsible bid.  The documents should avoid restrictions that may unduly limit the number of bidders.

Invitations shall be mailed or delivered to prospective bidders, displayed in appropriate public places, such as the Association of General Contractors and F.W. Dodge plan rooms in larger cities, and advertised in general circulation newspapers.  Bidders should be allowed at least 21 calendar days after the first publication for preparation and submission of bids.  Positive efforts should be made to utilize sources of small and minority-owned businesses. 

See Appendix:

 Sample Request for Proposals

The bids shall be sealed and shall agree to execute a firm-fixed-price contract.  Proposals should be made fair in all respects and in good faith, without collusion or intent of fraud.  Any and all bids may be rejected when it is in the best interest of the project.  The grantee should document his justifications for rejecting bids and retain all records for audit purposes.

See Appendix:

 Sample Advertisement for Bids

At the time and place designated in the invitation for bids, all bids shall be opened publicly.  Bids may be opened with only one bidder, or if the grantee feels it will be to his advantage, he may re-advertise for a period of not less than 7 days, in the hope of securing more response and more competitive prices.  The contract, if awarded, must be awarded to the responsible bidder within 30 days of the bid opening.

Negotiation XE "Negotiating Contracts" 
When it is in the best interest of the grantee and the project, and under certain conditions, negotiated contracts are justified.  Negotiations are of two types, competitive and noncompetitive.

Competitive negotiations XE "Negotiating Contracts:Competitive Negotiations"  may be used with the following requirements, if time and/or conditions are not appropriate for the use of formal advertising:

1. Requests for proposals shall be publicized and solicited from at least 3 contractors to permit reasonable competition.

2. Requests for proposals shall identify all significant evaluation factors, including cost, time of completion, etc.

3. The grantee shall provide method by which to evaluate the proposals received, determine which contractors shall be invited to orally discuss the work and state how the award shall be made.

Noncompetitive negotiation XE "Negotiatiing Contracts:Noncompetitive negotiation"  contracts may be awarded only under the following circumstances:

1. An item or service is available from only one source.

2. A compelling or unusual urgency that will not permit the time delay incidental to advertising.

3. The grantor agency authorizes it.

4. Inadequate competition or response after advertising.

Contracts XE "Contracts, Construction" 
AIA forms may be used for all contracts and change orders.  

The types of contracts allowable when federal funds are involved include:

See Appendix:

 Sample Addenda for Construction Contract
1. Firm-fixed-price (lump sum);

2. Cost Reimbursement (time and materials);

3. Fixed-price incentive (penalty-bonus);

4. Cost-plus-a-fixed fee.

Cost-plus-a-percentage-of-cost contracts ARE NOT ALLOWED.  Grantees shall not sign contracts until the project application and the contract are approved by the grantor agency, and the grantee has been notified in writing.  No employee, officer, agent or member of the grantees immediate family shall have a financial or other interest in the selection, award or administration of a contract supported by federal funds.

Contract Provisions XE "Contract Provisions" 
1. Brief description of the work;

2. Time of commencement and completion dates;

3. Project contract sum;

4. Method of payment;

5. Allowance for administrative, contractual, or legal remedies when contractors violate or breach contract terms;

6. Listing of items included in the contract document (drawings, specifications, general, supplementary or other conditions, addenda, alternates and agreements) 

The following items are required in all grant contracts XE "Contracts, Requirements" : (The proper place for inclusion should be in the supplementary general conditions but if not, they must be added to the agreement.)

1. Provisions for compliance with anti-discriminatory legislation (Title VI of the Civil Rights Act of 1964) (42 U.S.C. 2000 (d)), and the Age Discrimination Act of 1975. These laws prohibit discrimination on the basis of race, color, sexual orientation,  national origin, disabilities, religion, age or sex.

2. Provisions for compliance with Sections 103 and 107 of the Contract Work Hours and Safety Standards Act (40 USC 327-330 as supplemented by the Department of Labor regulations 29 CFR, Part 5).

3. Provisions for compliance with the Copeland "Anti-Kickback" Act (18 USC 874 as supplemented by the Department of Labor regulations 29 CFR, Part 3).

4. Convict labor will not be employed on the project (Executive Order 11755 and 18 USC 4082).

5. Provisions for Section 504 of the Rehabilitation Act of 1973 

a. (29 U.S.C.A., Section 794), in implementing open, public access, and

b. reasonable accommodations to qualified handicapped persons shall be made in consultation with the Division.  If accessibility cannot be provided to the second floor of historic buildings, alternative solutions should be found to provide "programmatic accessibility."  That is, at least for those periods (time period of the restrictive covenant or memorandum of agreement), video presentations and/or exhibits and photographs and/or other audio-visual material and devices may be used to depict otherwise inaccessible areas or features of historic properties.

The following conditions are required in addition to those above and shall be included in all grant contracts over $10,000:

1. Provisions for termination of the contract by the grantee for default or by circumstances beyond the control of the contractor, including the manner by which it will be effected and the basis for settlement.

2. Provisions for complying with the Federal Labor Standards and Equal Employment Opportunity requirements (Executive Order 11246, as amended by Executive Order 11375), and as supplemented by the Department of Labor regulations (41 CFR 60).  See text in Appendix. 

3. Certification of non-segregated facilities (Secretary of Labor order, 32 Federal Register 7439 of 5-19-67).  See text in Appendix.
The following conditions are required, in addition to those above, and shall be included in all grant contracts over $100,000:

1. Provision for complying with applicable standards, orders or requirements of:

a. Section 306, Clean Air Act (42 USC 1856 h).

b. Section 508, Clean Water Act (33 USC 1368).

c. Environmental Protection Agency (40 CFR Part 15 and Executive Order 11738).


Suspected violations will be reported to the grantor agency and to the US EPA Assistant Administrator for Enforcement.
2. Contracts shall recognize mandatory standards and policies relating to energy efficiency that are contained in the State energy conservation plan issued in compliance with the Energy Policy and Conservation Act (P.L. 94-165).

All negotiated contracts over $10,000 shall include the provision to the effect that the grantee, federal grantor agency, the Comptroller General of the U. S., or any of their duly authorized representatives shall have access to all records, books, documents or papers of the contractor which are directly pertinent to the specific contract for the purpose of making audit, examination, excerpts and transcriptions, and that the contractor shall maintain all required records for a minimum of three years after final payment.

Documentation XE "Required Documentation:Grantee Responsibilities" 
The grantee is responsible for maintaining the following necessary documentation in relation to the contract documents:

1. Copy of advertisement with certification from publisher;

2. Description of methods of publicizing the advertisement, including dates and places;

3. Copies of all responses received;

4. Method and justification of contractor selection;

5. Bid tabulation;

6. Abstract of bids - cost breakdown;

7. Justification of the use of negotiation (if used);

8. Negotiation memorandum stating that prices are fair and reasonable (if negotiated);

9. Type of contract awarded and copy of signed and dated agreement or contract on AIA or approved form;

10. Copy of approved change orders on AIA or approved form;

11. Evidence of satisfactory completion of contract.

One copy of all documentation items (1-9) must be on file with the grantor agency before any reimbursement can be made; items (10) and (11) before final payment.  For other documentation required, see "Reimbursement Procedures" section immediately following.

NO REIMBURSEMENT CAN BE MADE UNTIL COPIES OF THE FOLLOWING DOCUMENTS ARE ON FILE AT THE DIVISION OF HISTORIC PRESERVATION.

REIMBURSEMENT PROCEDURES XE "Reimbursement Procedures" 
All grants awarded under this program operate on a reimbursable basis.  The reimbursement process generally takes three to four weeks if all documentation is in order.  If any documents (including copies of bills and canceled check images) are missing or in error, the reimbursement process will be greatly delayed.  Any requests for reimbursement which are incomplete will be returned to the grantee to be completed and resubmitted.

Documentation to be submitted to the Grants Administrator XE "Required Documentation:for Reimbursements" :

1. INFORMATION TO BE SUBMITTED WITH APPLICATION

a. Application form with black & white photographs (at least 8 x 10 in size), plans, and Project Data Sheet with list of work elements and estimates;

b. Certification of matching funds;

c. Proof of ownership of land and building;

d. Tax Exempt Letter - 501C3 Status (non-profit/tax exempt organization)

2. INFORMATION TO BE SUBMITTED BY FIRST BILLING - The following items 1 - 4 should be sent to the Division as soon as possible, but no later than the end of the first quarter, along with the first billing.  Items 5 - 8 must accompany all reimbursement requests.

a. Copy of Advertisement;

b. Bid tabulation;

c. Copies of signed contracts and change orders on AIA or approved forms;

d. Copy of signed covenant/memorandum of agreement;

e. Reimbursement request listing bills and checks (see sample);

f. Copies of all bills; on large contracts use Application and Certificate for Payment, (AIA document);

g. Copies of all canceled check images (front and back); each check image must be attached to the relevant bill;

h. Project Data Sheet with list of contract awarded amounts and amounts requested this billing. (This form should be attached to the front of all material submitted.)

3. INFORMATION TO BE SUBMITTED WITH SECOND AND SUBSEQUENT BILLINGS - Items 5, 6, 7 and 8, as above. 

a. Additional work elements can be added to the grant, but they cannot be reimbursed unless the Division is notified in advance, the approval is then received from NPS, and the Change Order is signed and on file with the Division.

4. INFORMATION TO BE SUBMITTED WITH THE FINAL BILLING -

a. Items 5, 6, 7 and 8 as above;

b. Completion report and "after" photographs (8x10 black & white) in duplicate.

c. Proof of Insurance

Grantee must have followed the following cost principles and standards:

1. Use of Funds

a. All federal assistance received must be expended by the grantee solely for the reasonable and eligible costs of individually approved acquisition and development projects.

b. The grantee may not delegate nor transfer its accountability for the use of grant funds.

c. No profit or other increment above cost in the nature of profit is allowed to the grantee.

d. The State of Louisiana will not be obligated to reimburse the grantee for costs incurred in excess of the amount approved in the appropriate grant agreement, unless the Division of Historic Preservation has approved an increased amount in writing, based on prior approval of a project amendment by the National Park Service.

2. Allowable Costs

The allowability of project costs is determined by the following:

a. The costs must be necessary, reasonable, and within the dates and scope of the approved project.

b. The costs are allowable to the extent of benefit properly attributable to the project.

c. The costs must be accorded consistent treatment through application of generally accepted accounting principles. (The grantee agrees to maintain accurate records of all expenditures related to the project.)

d. The costs must not be allocated to, or included as, a cost of any other federally assisted program in any accounting period (either current or prior).

e. The costs must be in conformity with any limitations, conditions, or exclusions set forth in the grant agreement, including appropriate cost principles of this chapter.
REIMBURSEMENT REQUESTS XE "Reimbursement Requests:Procedures" 
The following are procedures for requesting reimbursement (must be done each time you request reimbursement):

1. Document expenditures with canceled check images and invoices;

2. Submit to the Division of Historic Preservation's Grants Administrator COPIES of all documented expenditures.  Please staple together each set of documentation matching up checks with corresponding invoices.  

Please copy both sides of the cancelled check images.  Also, when more than three invoices and canceled check images are submitted for reimbursement, please attach a summary statement to each set of documentation, itemizing the expenditures.

  For example:
	List of Contractors/Suppliers
	List Each Invoice Amt.
	Check #

	
	
	

	Doe Construction
	$8,000
	201

	Doe Construction
	$2,000
	212

	Doe Construction
	$2,000
	217

	J. Smith, AIA
	$1,000
	190

	J. Smith, AIA
	$2,000
	218

	Building Consultants
	$1,000
	195

	Louisiana Lumber Co.
	$2,000
	202

	
	
	

	TOTAL SUBMITTED    $18,000

	Reimbursement Requested $9,000


3. The grants administrator will review your request to determine if expenditures are allowable costs for your project.  You will be reimbursed for 50% of the total amount of allowable, documented expenditures.

You may expect reimbursement in approximately three to four weeks, provided all of the necessary information has been submitted.

Questions concerning reimbursement procedures should be directed to

Tammy M. Bridges, (225) 342-8160.

APPENDIX A: SAMPLE COVENANT/MEMORANDUM OF AGREEMENT XE "Covenant/Memorandum Of Agreement:Sample Form" 
STATE OF LOUISIANA

DIVISION OF HISTORIC PRESERVATION

COVENANT/MEMORANDUM OF AGREEMENT

This agreement is made the             day of            , 20_   , by                                       (hereafter referred to as the "Owner") and in favor of the State acting through the State Historic Preservation Officer (hereafter referred to as the "Grantor") for the purpose of the preservation of a certain Property known as (enter the property name as it is listed on the National Register of Historic Places), located at (enter the street address, city, parish, and state), which is owned in fee-simple by the grantee and is listed on the National Register of Historic Places.

The Property is comprised essentially of grounds, collateral, appurtenances, and improvements and is known as (enter the property name).  The property is more particularly described as follows:

(Enter legal description, including parish reference, consisting of repository, book and page number(s).)

In consideration of the sum of (enter the HP grants amount) received in grant-in-aid assistance through the Grantor from the National Park Service, United States Department of the Interior, the grantee hereby agrees to the following for a period of (enter the required term) years:

1. The Owner agrees to assume the cost of the continued maintenance and repair of said Property so as to preserve the architectural, historical or archaeological integrity of the same in order to protect and enhance those qualities that made the Property eligible for listing in the National Register of Historic Places.

2. The Owner agrees that no visual or structural alterations will be made to the property without prior written permission of the Grantor.

3. The Owner agrees that the Grantor, its agents and designees shall have the right to inspect the property at all reasonable times in order to ascertain whether or not the conditions of this agreement are being observed.

4. The Owner agrees that when the property is not clearly visible from a public right-of-way or if the property includes interior work assisted with Historic Preservation Fund grants, the property will be open to the public for the purpose of viewing the grant-assisted work for no less than 12 days a year on an equitably spaced basis, and at other times by appointment.  Nothing in this agreement will prohibit the Owner from charging a reasonable, nondiscriminatory admission fee, comparable to fees charged at similar facilities in the area.

5. The   (Owner)      agrees to comply with Title VI of the Civil Rights Act of 1964, as amended;  the Americans with Disabilities Act as amended; and with Section 504 of the Rehabilitation Act of 1973, as amended.  These laws prohibit discrimination on the basis of race, color, sexual orientation, national origin, disabilities, religion, age or sex.  In implementing public access, reasonable accommodation to qualified disabled persons shall be made in consultation with the Louisiana Division of Historic Preservation.

6. The Owner further agrees that when the Property is not open to the public on a continuing basis, and when the improvements assisted with Historic Preservation Fund grants are not visible from the public right-of-way, notification will be published in newspapers of general circulation in the community in which the Property is located, giving dates and times when the Property will be open, (a minimum of 12 days annually).  Documentation of such notice will be furnished annually to the State Historic Preservation Officer during the term of the agreement.

7. This agreement shall be enforceable in specific performance by a court of competent jurisdiction.

8. SEVERABILITY CLAUSE
It is understood and agreed by the parties hereto that if any part, term, or provision of this agreement is held to be illegal by the courts, the validity of the remaining portions or provisions shall not be affected, and the rights and obligations of the parties shall be construed and enforced as if the contract did not contain the particular part, term, or 
provision held to be invalid.
	WITNESSES:
	
	SIGNED BY:

	
	
	

	
	
	Owner

	
	
	

	
	
	Date Of Signature

	
	
	

	WITNESSES:
	
	SIGNED BY:

	
	
	STATE OF LOUISIANA

	
	
	

	
	
	Phil Boggan
Assistant Secretary  &  State Historic
    Preservation Officer

Office of Cultural Development

	
	
	

	
	
	,Nicole Hobson-Morris, Director
Division of Historic Preservation

	Witnessed by Notary Public
	
	


APPENDIX B: REQUEST FOR PROPOSALS XE "Request For Proposals:Sample Form" 
REQUEST FOR PROPOSALS

901 Veneto Street

Rome, Louisiana

1. General Information
The City of Rome is requesting proposals for the rehabilitation of its property at 901 Veneto Street.  901 Veneto is an 1855 Greek Revival, 2 ½ story townhouse listed in the National Register of Historic Places.  The project will include all repairs to the masonry building with its historic interior elements and the installation of all new mechanical systems for the use of the building as office and gallery space.

2. Scope of Work:
The intent of this request is to receive written proposals from contracting firms to provide services for the rehabilitation of 901 Veneto Street as a multi-use building.

The general services required under this phase include:

a. All work must meet the plans and specifications.

b. All work must be coordinated with the city, the architect and the Division of Historic Preservation.

c. Since federal grant funds are involved, all work must meet the Secretary of the Interior's Standards and Guidelines for Historic Rehabilitation Projects.

3. Time Schedule:
All persons submitting proposals shall provide estimated time 

schedule for completion of work.  All work must be completed by 

June 30.

4. Submission of Proposals:
Written proposals offered under this request shall be submitted and shall include the following:

a. expenses beyond the basic services.  Project must be a firm-fixed price.  Name of the firm making the proposal, with name of the principal, mailing and street address and telephone number.

b. Names of the person, or persons, who will be directly responsible for the work.

c. Brochure or statement describing the history of the firm making the proposal.

d. List of similar projects and experience in restoration, rehabilitation, and preservation work.

e. The fee proposed for the work to be done under this request, together with rates for work and reimbursable Contracts for cost-plus-a-percentage-of-cost are not allowed.

5. Award of Contract:
A standard of AIA Form of Agreement (Contract) will be awarded within 15 days after the submission of proposals.  The City reserves the right to reject any and all proposals, and all persons submitting proposals will be notified of the results at that time.  The consultant shall be required to sign a contract with the City of Rome.

APPENDIX C: SAMPLE ADVERTISEMENT FOR BIDS XE "Advertisement For Bids:Sample Form" 
ADVERTISEMENT FOR BIDS

Sealed bids will be received until 3:00 PM on              (date)          at the                         Building, (address of bid opening)       Louisiana, for the         (preservation, restoration, rehabilitation, etc.) work on            (name of project)               at     (address of project) Louisiana, at which time and place the bids will be opened and read aloud.  Bidders with experience in historic building preservation and restoration are desired.  If requested, a list and description of previous preservation and restoration work, along with references, shall be provided to the owner prior to the bid date. Construction documents for this project may be obtained from the Owner                (name)                  ,   (address) at the                            Building, Monday through Friday between the hours of           AM and          PM beginning on           (date)        , 20   .  A document deposit in the amount of $______ per set is required.  The deposit, refundable upon return of documents in good condition, shall be made to the Owner.  Bidders are advised that federal funds are involved, and that the project will be subject to such controls and conditions peculiar to such involvement.  The Owner reserves the right to reject any and all bids.  For further information, contact either:

Owner:




   
Architect:

Address:




Address:

Telephone:




Telephone:

APPENDIX D: SAMPLE NEWSPAPER ADVERTISEMENT XE "Newspaper Advertisement:Sample Invitation To Bid" 
Your invitation for bid must appear at least three (3) times (either thrice in one publication or once each in three (3) different publications) in a newspaper that covers the area affected by the project. There are suitable trade journals for the New Orleans area.  A copy of the advertisement with an invoice showing the dates published must be sent to the Division of Historic Preservation.  

INVITATION TO BID

NAME OF JOB:  PRUDHOMME ROQUIER HOUSE RESTORATION

NAME OF OWNER:  SERVICE LEAGUE OF NATCHITOCHES, INC.

DESCRIPTION OF WORK:  FLOORS SANDED AND REFINISHED, SCRAPING WOODWORK, INTERIOR PAINT WORK, GENERAL CARPENTRY WORK, ROOF REPAIRS, EXTERIOR PAINT WORK, CENTRAL AND HEAT

QUALIFICATIONS FOR BIDDING:  BIDDERS SHOULD BE EXPERIENCED IN RESTORATION WORK.

TIME ALLOTTED FOR BIDDING:  BIDS SHOULD BE RECEIVED BY APRIL 1, 20__.  SEND TO:  PAT THOMAS, P. O. BOX 448, NATCHITOCHES, LA  71457 OR CALL (318) 352-9904.

MISCELLANEOUS:  THIS PROJECT IS PARTIALLY FUNDED BY FEDERAL FUNDS.  OWNER RESERVES THE RIGHT TO REJECT ANY AND ALL BIDS.

APPENDIX E: REQUIRED ADDENDA FOR CONSTRUCTION CONTRACTS - $10,000 OR MORE XE "Construction Contracts of $10,000 Or More, Required Addenda:Sample Form" 
ADDENDA NECESSARY TO ALL CONSTRUCTION CONTRACTS OF $10,000 OR MORE TO SATISFY THE NATIONAL PARK SERVICE FEDERAL GRANT REGULATIONS AS SET FORTH IN THE JUNE, 2007, EDITION OF THE NPS-49 NATIONAL REGISTER PROGRAMS GUIDELINES AND OMB’S “Uniform Guidance: 

Administrative Requirements, Cost Principles, and Audit Requirements for Federal Awards.” 

I. EQUAL EMPLOYMENT OPPORTUNITY

A. During the performance of this contract the Contractor agrees to  the following:

1. The Contractor will not discriminate against any employee or applicant for employment because of race, sex, religion, national origin, age, sexual orientation or handicap.  The Contractor will take affirmative action to insure that applicants are employed and that employees are treated during employment without regard to race, sex, religion, national origin, age, sexual orientation or handicap.  Such action will include, but not be limited to the following:  employment, upgrading, demotion, or transfer; recruitment or recruitment advertising; and selection for training,             including apprenticeship.                                                                                  

The Contractor agrees to post in conspicuous places, available to employees and applicants for employment, notices to be provided by an appropriate agency of the federal government setting forth the requirements of these non-discrimination provisions.

2. The Contractor will state in all solicitations or advertisements for employees placed by or on behalf of the Contractor that all qualified applicants will receive consideration for employment without regard to race, sex, disabilities, religion, national origin, age, sexual orientation or handicap.

3. The Contractor will send to each labor union or workers' representative with which he has a collective bargaining agreement or other contract or understanding, a notice to be provided by the owner, advising the labor union or workers' representative of the Contractor's commitments under Section 202 of Executive Order No. 11246 of September 24, 1965, as amended, and will post copies of the notice in conspicuous places available to employees and applicants for employment.

4. The Contractor will comply with all provisions of Executive Order No. 11246, and with the rules, regulations, and relevant orders of the Secretary of Labor.

5. The Contractor will furnish all information and reports required by Executive Order No. 11246, and by the rules, regulations, and orders of the Secretary of Labor or pursuant thereto, and will permit access to his books, records, and accounts by an appropriate agency of the federal government and by the Secretary of Labor for purposes of investigation to ascertain compliance with such rules, regulations, and orders.

6. In the event of the Contractor's noncompliance with Equal Opportunity conditions or with any such rules, regulations, or orders, the contract may be canceled, terminated, or suspended in whole or in part, and the Contractor may be declared ineligible for further government contracts in accordance with procedures authorized in Executive Order No. 11246, and such other sanctions may be imposed and remedies invoked as provided in the Executive Order, or by rule, regulation, or order of the Secretary of Labor, or as otherwise provided by law.

7. The Contractor will include all clauses, (1) through (7), inclusive in every subcontract or purchase order unless exempted by rules, regulations, or orders of the Secretary of Labor issued pursuant to Section 204 of Executive Order No. 11246, so that such provisions will be binding upon each subcontractor or vendor.  The Contractor will take such action with respect to any subcontractor or vendor as the appropriate agency of the federal government may direct as a means of enforcing such provisions, including sanctions for noncompliance, provided, however, that in the event the Contractor becomes involved in, or is threatened with, litigation to protect the interest of the United States.

a. Exemptions to the requirements of the above Equal Opportunity conditions are construction contracts or subcontracts not exceeding $10,000, and contracts or subcontracts with regard to work performed outside the United States by employees who were not recruited in the United States.

b. Unless otherwise provided, the above Equal Opportunity provisions must be inserted in all subcontracts involving the performance of construction work not performed at the site of construction.

II. CERTIFICATION OF NONSEGREGATED FACILITIES (This certification is applicable to contracts and subcontracts exceeding $10,000 which are not exempt from (1) above, the Equal Opportunity provisions.)

A. By entering into an agreement related to the work described in the contract documents, the Contractor or subcontractor certifies 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.  As used herein, the term "segregated facilities" means any waiting rooms, work areas, rest rooms, washrooms, 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 on the basis of race, sex, religion, age, sexual orientation, handicap or national origin, because of habit, local custom, or otherwise. 

However, with reference to rest rooms, washrooms, locker rooms dressing areas and housing facilities, the term "segregated facilities" does not include separation on the basis of sex.  The Contractor further agrees that he/she will obtain certifications from proposed subcontractors prior to the award of subcontracts exceeding $10,000 which are not exempt from the Equal Opportunity provisions of (1) above; that he will retain such certification files; and that he/she will forward the following notice to such proposed subcontractors (except where the proposed subcontractors have submitted identical certifications for specific time periods):



"NOTICE TO PROSPECTIVE SUBCONTRACTORS OF REQUIREMENTS FOR CERTIFICATION OF NONSEGREGATED FACILITIES

A certification of non-segregated facilities, as required by the May 9, 1967, order (32 Federal Register 7439, May 19, 1967) on elimination of segregated facilities, by the Secretary of Labor, must be submitted prior to the award of a subcontract exceeding $10,000 which is not exempt from the provisions of (1) above, Equal Opportunity.  The certification may be submitted either for each subcontract or for all subcontracts during a period, i.e. quarterly, semi-annually, or annually.”

B. The penalty for making false statements in certification is prescribed in 18 U.S.C. 1001.

C. All mechanics and laborers, employed or working directly upon the site of the work will be paid unconditionally and without subsequent deduction or rebate (except such deductions as are permitted by 29 CFR 3), the full amount due at time of payment computed as wage rates not less than the minimum wage levels determined by the Secretary of Labor.

III. COPELAND "ANTI-KICK BACK" ACT   The Contractor will comply with the Copeland "Anti-Kick" Back Act (18 U.S.C. 874) as supplemented in Department of Labor Regulations (29 CFR 3).

IV. CONTRACT WORK HOURS AND SAFETY STANDARDS ACT (This provision applies to contracts for construction in excess of $2,000 and for other contracts in excess of $2,500 which involve the employment of mechanics or laborers.)

The Contractor will comply with sections 103 and 107 of the Contract Work Hours and Safety Standards Act (40 U.S.C. 327-330), as supplemented by the Department of Labor regulations (29 CFR 5).  Under section 103 of the Act, each Contractor shall be required to compute the wages of every mechanic and laborer on the basis of a standard workday of 8 hours and a standard work week of 40 hours.  Work in excess of the standard work day or work week is permissible provided that the worker is compensated at a rate not less than 1 ½ times the basic rate of pay for all hours worked in excess of 8 hours in a calendar day or 40 hours in the work week.  Section 107 of the Act is applicable to construction work and provides that no laborer or mechanic shall be required to work in surroundings or under working conditions that are unsanitary, hazardous, or dangerous to his health and safety as determined under construction, safety, and health standards promulgated by the Secretary of Labor.  These requirements do not apply to the purchases of supplies or   materials or articles ordinarily available on the open market. 

V. CONVICT LABOR will not be employed in projects assisted under the Historic Preservation Fund (refer to Executive Order No. 11755 and 18 U.S.C. 4082).

VI. TERMINATION OF THE CONTRACT  If the Contractor fails to begin the work under the contract within the specified time, or fails to comply with any of the contract items, or is guilty of a substantial violation of the Contract Documents, or shall perform the work unsuitably or shall discontinue prosecution of the work, or if the Contractor shall become insolvent or be declared bankrupt or commit any act of bankruptcy or insolvency, or shall make an assignment for the benefit of creditors, or for any other cause whatsoever shall not carry on the work in any acceptable manner, the Architect, or Engineer or the Owner, if there is no Architect or Engineer employed by the Owner, shall give notice in writing to the Contractor and his surety of such delay, neglect or default, specifying same, and if the  Contractor within a period of 10 days after such notice shall not proceed in accordance therewith, then the Owner shall upon written certificate from the Architect or Engineer of the fact of such delay, neglect or default, and the Contractor's failure to comply with such notice, have full power and authority, without violating the contract, to take prosecution of the work out of the hands of said Contractor, to appropriate or use any or all materials and equipment on the grounds as may be suitable and acceptable and may enter into an agreement for the completion of said contract according to the terms and provisions thereof or use such methods  as in his opinion shall be required for the completion of said contract in an acceptable manner.  All costs and charges incurred by the Owner, together with the costs completing the work under the contract shall be deducted from any money due or which may become due said Contractor.  In case the expense so incurred by the Owner shall be less than the sum which would have been payable under the contract, if it had been completed by said Contractor, then the said Contractor shall be entitled to receive the difference, but in case such expense shall exceed the sum which would have been payable under the contract, then the Contractor and the surety shall be liable and shall pay to the Owner the amount of said excess.

IF THE CONTRACT IS OVER $100,000, ADD:

VII. CLEAN AIR ACT   The Contractor shall comply with all applicable standards, orders, or regulations issued pursuant to the Clean Air Act of 1970, as amended (42 U.S.C. 1857b.et.seq.).

IF THE CONTRACT IS NEGOTIATED AND OVER $10,000, ADD:

VIII. The Contractor agrees that the Louisiana Division of Historic Preservation, The Secretary of the Interior, the Comptroller of the United States, or any of their duly authorized representatives will have access to any books, documents, papers and records of the Contractor which are directly pertinent to a specific grant program for the purpose of making audit, examination, excerpts and transcriptions.

FURTHER NPS REQUIREMENTS CONCERNING CONTRACTORS

IF THE CONTRACT IS OVER $100,000, THE FOLLOWING BOND REQUIREMENTS XE "Contracts:Bond Requirements"  MUST BE MET:

A. A bid guarantee from each bidder equivalent to 5 per cent of the bid price.

B. A performance bond on the part of the Contractor for 100 per cent of the contract price.

C. A payment bond on the part of the Contractor for 100 per cent of the contract price.

These provisions should be in the specifications under Supplementary Instructions to Bidders.  They do not constitute part of the contract.

THESE CONTRACTING PROVISIONS ARE SET BY THE FEDERAL GOVERNMENT AND ARE SUBJECT TO SUCH ALTERATIONS AND ADDITIONS AS THE NATIONAL PARK SERVICE MAY MAKE FROM TIME TO TIME.  IF IN DOUBT OVER ANY PROVISIONS AT A PARTICULAR TIME, PLEASE CALL THE GRANTS ADMINISTRATOR (Tammy M. Bridges, at (225)342-8160).

APPENDIX F: REQUIRED ADDENDA FOR CONSTRUCTION CONTRACTS LESS THAN $10,000 XE " Construction Contracts Less Than $10,000, Required Addenda:Sample Form" 
ADDENDA NECESSARY TO ALL CONSTRUCTION CONTRACTS OF LESS THAN $10,000 TO SATISFY NPS FEDERAL GRANT REGULATIONS AS SET FORTH IN THE JUNE , 2007, EDITION OF THE NPS GRANTS MANUAL AND OMB’S “Uniform Guidance: Administrative Requirements, Cost Principles, and Audit Requirements for Federal Awards.” 

 :

I. EQUAL EMPLOYMENT OPPORTUNITY  The Contractor will not discriminate against any employee or applicant  for employment because of race, sex, religion, national origin, age or  handicap and will comply with anti-discrimination legislation of Title  VI of the Civil Rights Act, Section 504 of the rehabilitation Act of 1973 and the  Age Discrimination Act of 1975.

II. COPELAND "ANTI-KICK BACK" ACT The Contractor shall comply with the Copeland "Anti-Kick Back" Act (18 U.S.C. 874) as supplemented in the Department of Labor Regulations (29 CFR 3).  This act provides that each contractor shall be prohibited from inducing, by any means, any person employed in the construction, completion, or repair of public work (including publicly funded work) to give up any part of the compensation to which he is otherwise entitled.

III. CONTRACT WORK HOURS AND SAFETY STANDARDS ACT  The Contractor shall comply with sections 103 and 107 of the Contract Work Hours and Safety Standards Act (40 U.S.C. 327-330), as supplemented by the Department of Labor Regulations (29 CFR 5).  Section 103 requires an 8-hour day and a 40-hour week, with any overtime (work beyond 8 hours a day or 40 hours a week) paid at a rate at least 1 ½ times the basic rate for the given worker.  Section 107 provides that laborers and mechanics shall not be required to work in conditions unsanitary, hazardous, or dangerous to their health and safety under standards promulgated by the Secretary of Labor.

IV. CONVICT LABOR Convict labor will not be employed in projects assisted under the Historic Preservation Fund. (Refer to Executive Order 11755 and 8 U.S.C. 4082.)

APPENDIX G: SAMPLE REQUIRED SIGN WORDING XE "Required Sign Wording:Sample" 
REQUIRED SIGN WORDING

(project name)

This restoration carried out under the auspices of

the Division of Historic Preservation, Office of Cultural Development

Louisiana Department of Culture, Recreation and Tourism

And

National Park Service

U. S. Department of the Interior

Restoration of this property, which is listed in the National

Register of Historic Places, has been funded with the assistance

of a matching grant-in-aid from the Department of the Interior,

National Park Service, under the provisions of the National Historic

Preservation Act of 1966 

(Small lettering)

Note: The lettering must be in dark green on cream.  The minimum size is 20" x 30".
Sign must be erected when construction begins and must remain until the project is completed.

APPENDIX H: PROJECT COMPLETION REPORT XE "Project Completion Report" 
PROJECT COMPLETION REPORT

Four (4) copies of this report must be submitted with the Final Billing and photographs.

A.
PROPERTY AND OWNERSHIP IDENTIFICATION

1.  National Register title and address of the grant assisted property:

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

2.  Project Number: ______________________________
3.  Name and address of grantee, if different from (1) above.

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

B.
FISCAL REPORT

1. Total Project cost:  _________________

NPS share:  _________________

2. Final work-cost breakdown:   (please attach)

3. Amount of NPS funds expended:  _______________________

4. Non-federal funds applied during the project period:

Donor - _________________________________

Source - _________________________________

Kind of match - ____________________________

Amount - _________________ 

38
   

C.
REPORT AND PHOTOGRAPHS XE "Photographs"  IN DUPLICATE

(Please note that color photographs are NOT acceptable.)
1. Include at least three (3) black and white photographs of not less than 8 x 10 inches of the "before" appearance and three (3) of the "after" appearance. (send two (2) copies of each photo)

2. Each photograph must be numbered and LABELED.  List each photograph by number on a separate sheet entitled, "Photographs for Project, Address, Grant Number            ."  Each must be captioned with a clear description of what is being shown, including any appropriate information relative to procedures, materials, testing, etc.

3. Include one black and white photograph (minimum size of 5 x 7 inches) of project sign. 

4. Describe the use to which the property will be put after the project work is completed (attach separate sheet if necessary):

5. Briefly evaluate the project work, including other problems which still need to be addressed (attach separate sheet if necessary):

6. When stated in the project application or required by special condition, attach reports of consultants and test results.

APPENDIX I: CHECKLIST OF ITEMS TO BE SUBMITTED XE "Checklist Of Items To Be Submitted" 
	CHECKLIST OF ITEMS TO BE SUBMITTED BY GRANT RECIPIENTS

	ITEMS
	DATE RECEIVED 
BY DIVISION
	NOTES

	Application with

     Plans, Photos & Project Data Sheet
	
	

	Certification of Matching Funds
	
	

	Letter of Acceptance of Grant
	
	

	Signed Covenant/Memorandum of Agreement
	
	

	Copy of Recorded Covenant
	
	

	Bid Tabulation
	
	

	Copy of Signed Contracts
	
	

	Copy of Change Order
	
	

	Request for Reimbursement #1
	
	

	Request for Reimbursement #2
	
	

	Request for Reimbursement #3
	
	

	Request for Reimbursement #4
	
	

	Project Completion Report 
    with Photographs 
	
	

	Proof of Insurance
	
	

	Tax Exempt Letter Stating 501C3 Status 
    (Non-profit/ tax exempt organization)
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