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Congratulations!

Thank you!



Grantee Manual

Your Project Manager

Resources

https://scc.ca.gov/grants/grantee-manual/


Grant 
Agreement

Acquisition 
Document Review

Grantee Invoice 
Request Letter

+ 

Check mailed to 
Escrow

Acquisition Projects (unique)

- Appraisal
- Preliminary Title Report 
- Environmental Assessment
- Purchase and Sale Agreement
- Grant Deed or Conservation Easement
- Baseline Conditions Report
- Monitoring and Reporting Plan (easements)
- Sign Plan
- SCC Offer To Dedicate (OTD)
- Escrow Instructions
- Prelim Closing Statement

- Invoice Request Letter 20 
business days ahead of closing

- Letter template provided by 
PM

- Check mailed directly to 
escrow



The Conservancy approved your grant, now what?

Grant Agreement

Work Program 
and Other 
Conditions 
Precedent

Notice to 
Proceed

Start Work
Progress Reports 

& Invoicing
Project 

Completion



Grant Agreement

• Payee Data Record (Standard 204 Form)

• Three important dates:

• Completion Date (when work must be complete)

• Final Request for Disbursement Date (final invoice date)

• Termination Date (when grant will close)

• Your grant agreement has a # GXX-XXX that will be used on future documents



Next up... Conditions Precedent to Disbursement

Grant Agreement

Work Program 
and Other 
Conditions 
Precedent

Notice to 
Proceed

Start Work
Progress Reports 

& Invoicing
Project 

Completion



• Grantee Board Resolution

• Proof of Insurance

• A statement identifying and confirming all permits and approvals have 
been obtained (for implementation)

• Work Program

▪ Budget

▪ Subcontractors

▪ Plan for acknowledgement

Conditions Precedent to Disbursement



Authorizes a designated 
person to act as a 
representative of the grantee

Here’s a template you can use

Grantee Board Resolution

https://scc.ca.gov/webmaster/ftp/pdf/forms/modelresolutiongranteepostaward.pdf


• $2,000,000 in liability for 
construction

• $1,000,000 in liability for 
planning 

• May need bonding and/or lien 
release depending on your 
project (if >$250k).

Proof of Insurance



General Liability:

(Including operations, products and 

completed operations, as applicable)

$2,000,000 per occurrence for bodily injury, personal injury and 

property damage.  If Commercial General Liability Insurance or other 

form with a general aggregate limit is used, either the general 

aggregate limit must apply separately to the activities under this 

agreement, or the general aggregate limit must be twice the required 

occurrence limit.

Automobile Liability
$1,000,000 per accident for bodily injury and property damage.

Worker’s Compensation and Employer’s 

Liability  

Worker’s compensation as required by law and Employer’s Liability of 

no less than $1,000,000 per accident for bodily injury or disease.

Watercraft Liability (for private vessel) 

coverage, if required under 1.d., above

In the following amounts:

a. Vessels under 26 ft.: $1,000,000 combined single limit. 

b. Vessels over 26 ft. or vessel involved in research: $2,000,000 

combined single limit.

Course of Construction:
“All Risk” (Special Perils) coverage form, with limits equal to the 

completed value of the project with no coinsurance penalty provisions.

Property Insurance 90 percent of full replacement cost of the facilities or structures.

Common insurance minimums



Questions



Work Program

Purpose

• Project roadmap

• Tasks, deliverables, schedule, 
and a task-level budget

• Shared understanding with 
Conservancy PM

• Living document; can be 
modified

Link to work program here

https://scc.ca.gov/webmaster/ftp/pdf/forms/workprogramtemplate.docx


Work Program: Project Description

Concise, high-level summary of your project

goal

steps 

towards 

goal



Work Program: Scope of Work

•Task 2 Name of Task

•[Insert description of the work that will be completed for this task. Use subtasks only if necessary. Deliverables 

are products, not actions, that are submitted to the project manager that demonstrate project milestones or 

effectiveness, such as plans, reports, photos, etc.] 

•Subtask 2.1

•[Insert brief description]

•Subtask 2.2

•[Insert brief description]

•Task Deliverable(s):

• [Deliverables are products, not actions, that can be emailed to your project manager to demonstrate that 

you are meeting project milestones. For Task 1 Project Management, please keep the deliverables 

written in black text. For all other Tasks, you may choose what deliverables you will submit to your 

Conservancy Project Manager.]



Work Program: Schedule



Work Program: Budget

Simplicity allows flexibility

Task 

Number

Task Title Coastal 

Conservancy 

Grant

1 Project Management $37,250

2 Planning $12,386

3 Construction $89,565

4 Community Engagement $12,500

Indirect Cost Rate (18%) $27,199

TOTAL $178,900



Work Program: Budget Details

A. Grantee Expenditures

1. Direct Expenditures

• Materials/Supplies

• Mileage/Travel

• Equipment

• Food

2. Staff time, Stipends

B. Subcontractors

C. Indirect Costs

See budget guidelines here

*Updated

https://scc.ca.gov/webmaster/ftp/pdf/forms/budgetguidelinesnonprofit.pdf


Examples:

• Signage or other interpretive 

elements

• Social media posts

• Website announcements

• Press releases

• Program brochures

Work Program: 
Plan for Acknowledgement

Logos guidance & images on our website

Note: we understand that the Conditions Precedent may take a lot of staff time, so talk 
to your SCC Project Manager about charging some staff time to your grant before you 
get your Start Work letter. 

https://scc.ca.gov/webmaster/ftp/pdf/forms/logoguidance.pdf
https://scc.ca.gov/grants/resources-for-current-grantees/coastal-conservancy-logos/


Next up… Notice to Proceed

Grant Agreement

Work Program 
and Other 
Conditions 
Precedent

Notice to 
Proceed

Start Work
Progress Reports 

& Invoicing
Project 

Completion



Notice to Proceed or 
“Start Work” Letter

start work date



Now you can start work!

Grant Agreement

Work Program 
and Other 
Conditions 
Precedent

Notice to 
Proceed

Start Work
Progress Reports 

& Invoicing
Project 

Completion



Questions



Next up... Progress Reports & Invoicing

Grant Agreement

Work Program 
and Other 
Conditions 
Precedent

Notice to 
Proceed
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Progress Reports 

& Invoicing
Project 

Completion



Invoicing- How do I get paid?

When?

• Submit invoices no more frequently than monthly, no less than quarterly

• Invoicing deadlines are enforced and falling behind can result in a “stop work”

• First invoice period starts at start work letter date

• Invoices cannot cross over into a new fiscal year: FY = July 1 to June 30

What?

Invoice = Progress Report + RFD + backup documentation

RFD = Request for Disbursement Form

• Combine all docs into a single PDF and email to invoices@scc.ca.gov and cc your 
project manager

• Send deliverables separately to your PM

https://scc.ca.gov/webmaster/ftp/pdf/forms/rfd.pdf
mailto:invoice@scc.ca.gov


Excel & PDF formats available on 
SCC website linked here

https://scc.ca.gov/grants/resources-for-current-grantees/


RFD Page 1

This side of the form summarizes 
the expenses from the billing 
period and funds spent to date

The address must match your STD 
204 form (Payee Data Form)

Task #, name, and budget must 
match your approved Work 
Program

Withholding = final 5% or $100k, 
whichever is less



RFD Page 2

This page breaks down the expenses 
listed on Page 1 as follows:

(A) Grantee Expenditures

(1) Labor: Breakdown of labor costs by 
staff title, rate, and hours worked

(2) Subcontractors: list invoices

(3) Direct Costs: list materials, 
equipment, travel costs

(B) Indirect costs- rate must match Work 
Program

You must provide backup for all 
expenditures in section (A) (2) and (3)

Total must 
match page 1



Backup Documentation: Sub-contractors

• Provide subcontractor invoices as backup- must include a description of work 

completed and fees/cost

• Subcontractor provides a service through a contract with the grantee- examples: 

• Cultural resource specialist

• Community engagement facilitator

• Design consultant

• Project-related technical assistance



Backup Doc Examples: Materials

• Paid receipts

• If purchased online, show "shipped"

• No bank statements

• Save your receipts!



Backup Doc Examples: Travel Expenses
• Personal vehicle mileage reimbursement rate (with travel record)

OR

• Gas (with receipt)

+ rental car cost (if applicable)

• Lodging (hotel receipt)

• Food (pier diem rate)

• Parking and tolls

Link to Travel Reimbursement rates here

https://scc.ca.gov/webmaster/ftp/pdf/forms/scctravelcost.pdf


Progress Report

• Use the template

• PR period same as billing period

• Update on project: overall and 
progress by task- description of 
billed costs

• Status of deliverables

• Optional: We love pictures & 
stories! -> send directly to PM

https://scc.ca.gov/webmaster/ftp/pdf/forms/rfdprogressreport.docx


• Talk to your project manager if reimbursement will be challenging for your grant

• Eligible for grantees serving disadvantaged, low-income, and under-resourced 

communities or organizations with modest reserves and potential cashflow problems. 

• Advanced funds must be in a federally insured, interest-bearing account.

• Deposits, including interest and withdrawals need to be tracked.

Advanced Funds



Next up... Project Completion

Grant Agreement

Work Program 
and Other 
Conditions 
Precedent

Notice to 
Proceed

Start Work
Progress Reports 
& Invoicing

Project 
Completion



You did it!

Invite us to:

• Site visits

• Community events

• Public events

• Press conferences

And keep in touch ☺

The Life of Your Project



Project Completion

• Submit all deliverables

• Submit final request 
for disbursement and 
progress report

- Request withholding and 
check “Final Invoice” box



Grantee Resources

Index of forms

Resources

https://scc.ca.gov/grants/resources-for-current-grantees/
https://scc.ca.gov/webmaster/ftp/pdf/forms/IndexofForms.pdf


Q & A
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