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ACCOUNTING PROCEDURES 

I. General 
A. A separate project ledger or account must be established for each project.  This account must be 

cross-referenced to the National Park Service (NPS) project number noted on your project 

agreement. 

B. The NPS number must be used on all correspondence, contract documents, invoices, payroll or 

time sheets, equipment use sheets and other project documents. 

When issuing statements, press releases, requests for proposals, bid solicitations, and other 

documents describing projects or programs funded in whole or in part with federal money, all 

grantees receiving federal funds, including but no limited to state or local governments, shall 

clearly state; 

(1) the percentage of the total cost of the program or project that will be financed with 

federal funds; and 

(2) the dollar amount of the federal funds for the project or program. 

C. No costs, other than land options or preliminary engineering, may be incurred prior to the date 

of the federal project approval.  Costs are incurred when work is performed or good received. 

Final payments may be made after the project ending date provided the work incurred prior to 

this date. 

D. Local administrative costs and project indirect costs are not eligible for reimbursement. 

E. Operations and maintenance costs, including purchases of equipment are not eligible for 

reimbursement. 

F. The local official records of project expenditures must be retained for three (3) years after final 

payment or until approval of federal audit, whichever is longer 

II. Acquisition Projects 
A. Only the costs of purchase of land and costs incurred under the Uniform Relocation Assistance 

and Real Property Acquisition Policies Act (PL 91-646) shall be eligible for reimbursement. 

B. Costs of legal fees, boundary surveys, or other incidental costs are not reimbursable. 

C. Reimbursement is based on the purchase price of property or approved appraisal value, 

whichever is less. 



D. Acquisitions involving land donations must be handled according to special instructions available 

through your project officer 

E. Option payments may be made prior to the date of the federal approval provided they become 

part of the purchase price based on appraised value. 

III. Development Projects 
A. Procurement Standards: 

Grantees and sub grantees will use their own procurement procedures which reflect applicable 

State and local laws and regulations, provided that the procurements conform to applicable federal 

law and the standards identified in Chapter 675.3 Attachment A, Land and Water Conservation 

Funds Manual. 

1. Procurement by Small Purchase Procedures—Small Purchase Procedures are those relatively 

simple and informal Procurement methods for securing services, supplies, or other property 

that do not cost more than $25,000 in the aggregate.  If small purchase procedures are used, 

price and rate quotations will be obtained from an adequate number (minimum of 3) qualified 

resources. 

2. Procurement by sealed bids (formal advertising)—Bids are publicly solicited and a firm fixed-

price contract (lump sum or unit price) is awarded to the responsible bidder whose bid, 

conforming with all the material terms and conditions of the invitation to bid, is the lowest 

price. 

B. Force account work (use of sponsor’s work force) must be documented by time and attendance 

records which have been verified by the worker’s supervisor. 

C. Use of sponsor’s equipment must be supported by use records.  Rate (time or miles) must be 

supported by documented costs based on current Maine DOT use rates.  Commercial rates are 

not acceptable. 

D. Supplies or materials drawn from a sponsor’s central supplies must be itemized and reflect the 

actual cost to the sponsor. 

E. The donation of materials and/or services by qualified bona fide professional or contractor 

engaged in a given line of business may be recognized for reimbursement.  Approval of items 

and method of computing the donated value must be received from the state project officer 

prior to billing. 

F. Preliminary design and engineering costs incurred up to 3 years prior to the date of federal 

approval may be eligible for reimbursement.   



BILLING PROCEDURES 

I. General 
A. Billings should be submitted at the earliest possible time, but no more frequently than once a 

month. 

B. Sponsors will normally receive reimbursement by state check within 4-6 weeks of date of 

submission. 

C. The billing from the project sponsor shall be submitted to the Grants and Community Recreation 

Division.  It shall consist of the Reimbursement Request Form:  Illustration “A” and the Data 

Sheet:  Illustration “B” or “C” and accompanying documentation.  The data sheet shall be 

itemized to agree with the project ledger in the order of postings. 

II. Acquisition Projects:   
An acquisition project consists of the sponsor purchasing land for recreational purposes as 

described in the Project Agreement.  For each purchase, one copy of the following items must be 

submitted to the state: 

A. Current, State-approved appraisal. 

B. Letter offering of just compensation (approved appraisal value) to the Grantor (property owner). 

This letter must also contain proof that the Grantor was informed of PL 91-646 relocation rights. 

C. Waiver of just compensation if land purchased for less than fair market value. 

D. Receipts or other documentation for PL 91-646 expenses (if applicable, see Project Officer for 

information). 

E. Evidence of Title 

F. Copy of deed to property purchased. 

G. Copies of front and back of checks for purchase of property. 

III. Development Projects:   
A development project consists of the sponsor constructing recreation facilities as described in the 

Project Agreement.  One copy of each of the following items must be submitted to the state as 

part of the reimbursement request: 

*NO COSTS SHALL BE REIMBURSED PRIOR TO PROJECT APPROVAL AND PROPER BID PROCEDURES. 



A. Contracts 

1. Proof of advertising (when formal public process is used). 

2. Tabulation of bids (or quotes received for contracts under $25,000). 

3. Copy of signed contracts or purchase orders, including bonds, extra work orders, etc. 

4. Copy of each paid invoice. 

5. Copies of front and back of canceled checks. 

B. Purchased materials: 

1. Evidence of best price (quotes, bids, etc.) 

2. Copies of paid invoices. 

3. Copies of front and back of canceled checks. 

C. Force Account Personnel 

1. Copy of payroll sheets. 

2. Copy of time cards or attendance sheets to support payroll. 

3. Certification of work by supervisor. 

D. Force Account Equipment 

1. Detailed description of each piece of equipment (model, tonnage, bucket size, drawbar, 

etc.) 

2. Record of time used on project and rate (hours or mileage) 

3. Method of computing rates or charges. 

E. Materials drawn from Supply 

1. Evidence of cost 

2. Copy of journal. 

F. Donated materials. 

1. Itemized list of materials supplied. 

2. Value based on cost to donor or reasonable market value. 

3. Method of valuation. 



G. Donated services 

1. Time sheets showing hours worked and work performed. 

2. Basis for rates. 

3. Itemized list of time and charges. 

IV. Reimbursement Request 
Reimbursement requests will take the form of a transmittal letter / email, a completed expense 

summary sheet (blank copy provided with fully executed project agreement) and documentation for all 

claimed expenses and match. 

Transmittal form, expense summary sheet in original excel file format, and copies of all support 

documentation may be emailed directly to doug.beck@maine.gov  

A. Transmittal 

When submitting your reimbursement request include the information and certification statement 

below in your transmittal email / letter: 

Project Name:  

      

Project Number: 23-00 _ _ _ _ Request Number  This Request Amount: $ 

  Progress  Previous Request(s) Amount: $ 

  Final  Total Requests To Date: $ 

    Original Grant Amount: $ 

    Grant Funds Remaining: $ 

      
I certify to the best of my knowledge and belief that this report is correct and complete and that all costs cited 
were for the purposes set forth in the Project Agreement 
 

   

Name  Date submitted 
   

Title   

 

B. Expense Summary Sheet 

The following is an example of what a completed summary sheet should look like: 
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