
 
 
 
 
 
 

  
Request For Funds 

Tool Kit Guidance 



Requesting Funds  

O Budgets and Budget Modifications 
O Eligible Expenses 
O Ineligible Expenses 
O Supporting Documentation 
O Retainage – 2% 
O Exhibits 



Budgets & Budget  
    Modifications  

O Cumulative line-item amendments of $5,000 or more must 
receive prior written TSEP approval 

O If a modification of less than $5,000 is necessary, need to 
make sure eligible TSEP costs if TSEP will be paying  

O ALL budget amendments must be notated on the bottom of 
the Uniform Status of Funds Spreadsheet 

O Contingency funds are generally only to be used for 
construction costs 



More on Budgets &  
Budget Modifications 

O Update the budget after the bids have come in 
O Example if bids come in low: 

O Budget is $600,000 but bids come in at $550,000. 
Difference of $50,000 and TSEP is 50% of the 
project. $25,000 would be moved from TSEP 
Construction to Contingency.  The remaining 
$25,000 would be split proportionately between 
other funders. 

O If bids come in high: 
O This will depend on how much, if TSEP has any 

contingency in the budget and who the other funders 
are 



Eligible Expenses 
O Grantees can only be reimbursed for costs that have 

actually been incurred 
O Eligible Administration Costs:  Must be directly 

related to the administration of the project 

O Personnel 

O Professional Services 

O Legal & Bond Counsel Fees  

O Travel & Training 



Eligible Expenses  
O Must be classified and accounted for on a direct-cost 

basis.  Indirect costs are not eligible for 
reimbursement 

O Time sheets and invoices must be itemized and 
include: 
O Detailed description of work performed 
O Number of hours for each task 
O Hourly rate being charged 
O Amount being billed for each task 
O Dates, invoice number and tasks completed 
O Total amount being billed 

 

 



Invoices  
O A description of work performed  
O The number of hours worked to accomplish 

each item 
O The amount being billed for each item 
O Work performed date(s) and work items 

completed, if upon request from TSEP 
O Beginning and ending billing period dates 
O A description of any other eligible expenses 

incurred during the billing period  
O The total amount being billed 
 



Exceptional Administrators Invoice# 11 
PO Box 99999 
Love, MT 59001 

Bill to: Town of XYZ  

Services Covered 8/1/2015 - 9/1/2015 
Services for: Wastewater Project 

Date Activity Hourly Rate # Hours Total Due 
8/1/2015  Help Town with budget 40 1 $40.00  
8/3/2015  Attend council meeting 40 2 $80.00  

8/25/2015  Finalized budget 40 1 $40.00  
        $0.00  
        $0.00  

        $0.00  
Total Services       $160.00  

Expenses        

Date   
# of 
miles/day     

8/3/2015  
Mileage to attend council 
meeting 60 0.555 $33.30  

8/3/2015  
postage to send start-up 
documents     $6.70  

Total Expenses       $40.00  

Total Invoice       $200.00  

I hereby certify that I personally or the organization that I represent have furnished the services 
herein reported for the project listed above.. 

Service Provider ______________________________________ Date___________________ 



Eligible Expenses 

O Any reasonable cost directly related to planning, design, 
construction, acquisition, site improvements, 
reconstruction, or identified scope of work 

O Connection charges (hook-up fee and connection costs), 
water meters and meter installation, SID or RID property 
assessments 

O Eligible expenses incurred  
 after April 27, 2015 



Ineligible Expenses  
O Costs related to annual operation and maintenance 

O Purchase of non-permanent furnishings and fixtures 
or equipment that is not permanently installed 

O Costs incurred prior to April 27, 2015 

O Non-executed contract 

 

 



Supporting Documentation
  

O All expenditures must be accompanied by supporting 
documentation 

O Invoices, purchase orders, lease agreements, etc. 

O Document all expenditures associated with local 
government employees, including: 
O Time sheets 

O Name & title 
O Beginning and end date of billing period 
O Activities performed, hours billed and hourly rate 
O Total amount of services being billed 

 

 



Supporting Documentation,
 Continued… 

O Timesheets should clearly 
differentiate between time 
charged to the TSEP project 
versus time charged to other 
local government duties 
 

O You can only be reimbursed for 
costs that have been incurred 

 

 



Retainage 
O TSEP will retain two percent (2%) of the total 

grant until: 
O The project has been completed - a Certificate of 

Substantial Completion has been issued 
O Final closeout documents have been submitted for 

approval 

 

 



Miscellaneous 
O Contractor Pay Application & Change Orders 

O Need 3 signatures for reimbursement:  
O Engineer 
O Contractor 
O Grantee 

O 1% Gross Receipt Tax 
O Request for Funds 

O Signatures & Signature Certification Form 

 

 



More Miscellaneous … 
 

O If reimbursement of a local government 
official’s time is included in the request, that 
person cannot represent one of the signatures 
 

O Update Signature Certification Form & 
Management Plan as needed throughout 
project 

 





 

Exhibit 2-D 
 Designation of Depository for Direct Deposit of TSEP Funds  
 

SECTION 1 (To be completed by TSEP recipient) 
 
 The ________________________________________________________________  
Name, Address and ZIP Code of TSEP Recipient's Bank   
has been designated as the depository for all funds to be received from the Montana Department of 
Commerce resulting from TSEP Contract No. 
 MT-TSEP-                                                          for deposit to:  checking or  savings 
 
                                                                               
Account Name / Account # / American Bankers Association # (ABA –Routing/Transit)  
                                    
                                                                          
__________________________________________________________________                            
Name of Grant Recipient                                                         Address 
                                        
___________________________________________________________________                   
Signature of Chief Elected Official         Date                     Title of Chief Elected Official  
      or Executive Officer                                                           or Executive Officer 
                                     
___________________________________________________________________ 
Email address for notification of payments made to grantee from TSEP 
 
________________________                                                                   
                                               
 
                                          Section II (To be completed by the bank)   
 
The account identified in Section I has been established with this bank.  All necessary documentation, 
including a power of attorney where necessary, which will legally enable this depository to receive state 
warrants from the State Auditor's Office for deposit to: 
 
                                                                                                       
Account Name and/or Number 
 

                                                           _____________________________ 

Name of Bank                                                  Address 
 
                                                          ______________________________  
Signature of Authorized Bank Officer              Title of Authorized Bank Officer 
 
_____________________________                                                                           
 Date 
 



SECTION I -  RECIPIENT INFORMATION                                    
CONTRACT NUMBER DRAWDOWN 

NUMBER   
TOTAL AMOUNT REQUESTED                                     
$                                           

MT-TSEP-CG-17-900 2 $110,250.00 
Name and Address of TSEP Recipient Make Deposit Payable To: 
TOWN OF XYZ BANK OF XYZ 
PO BOX 100 
XYZ, MT 59000 

  

A                                       
Amount Budgeted 

B                         
Amount Expended 
Prior to this Draw 

C                           
Amount Requested 

D                                        
Balance Remaining After This 

Draw 

1.  ADMINISTRATION BUDGET $2,000.00 $200.00 $250.00 $1,550.00 

2. Percent 

% of Total Grant % of Column A 
    

0.004 0.10     
3.  Activity Budget $498,000.00 $20,000.00 $110,000.00 $368,000.00 

4. Percent 

% of Total Grant % of Column A 
    

0.996 0.04     
TOTAL TSEP GRANT BUDGET $500,000.00 $20,200.00 $110,250.00 $369,550.00 

      
TOTAL Amount 

Requested $110,250.00 
REMARKS:         
SECTION III - LOCAL APPROVAL 

Please submit draw request and all supporting documentation and reports to: Montana Department of Commerce, Community Development 
Division, PO Box 200523,  Helena MT 59620-0523 
DATE: SIGNATURE Mayor 
DATE: COUNTERSIGNATURE Clerk 
SECTION IV - DOC APPROVAL 

EXPENDITURES  REASONABLE, APPROPRIATE   ________        
APPROVED BY: 

 SIGNATURES CORRECT                                       ________  
CONSISTENT WITH PRECEDING DRAW & SABHRS  ________  TITLE: 
ADMINISTRATION DOES NOT EXCEED 10%       __________   
BUDGET AMENDMENT APPROVED                     _________      DATE:   



Progress and Photos   
O Each Request for Funds submission must include 

a progress report with timelines and details, such 
as anticipated date of next milestone   
O Achievements 
O Problems 
O Changes 

O Photos – throughout the project, reflect 
information provided in progress report 



EXHIBIT 2-B 
  
TSEP PROJECT PROGRESS REPORT 
  
NAME OF TSEP RECIPIENT: __Town of XYZ_____________________ 
  
GRANT CONTRACT NUMBER:  #MT-TSEP-CG-17-900 
  
DRAWDOWN NUMBER: _____2____________________ 
  
TOTAL AMOUNT REQUESTED:   ____$110,250.00______ 
  
DATE:    __9/15/2015_______________________ 
  
Administration:   Amount Requested $___$250.00____________________ 
  
Invoices included are: $100 for grant administrative services from Exceptional Administrators and $150 for the Town in order for the clerk and 
Mayor to attend the TSEP Administrative Manual workshop 
  
Activity:  Amount Requested $____$110,000.00__________________________ 
  
Invoices included are: $10,000 for Engineer Extraordinaires for Final Design and the first pay application for Do Wonders Contractors for 
$100,000.00 
  
Project Status (Administration/Financial and Construction): 
  
The Town entered a contract with TSEP on July 1, 2015.  The clerk along with the mayor attended the TSEP Administrative Manual workshop in 
June. 
  
The Engineer completed final design on the project July 30, 2015.  The bid/specs were sent to DEQ and TSEP for review on August 2, 2015.  DEQ 
and TSEP commented, adjustments were made and DEQ gave final approval August 10, 2015. 
  
Bids were advertised on August 12, 19, and 26th in the XYZ Journal.  Bids were opened September 1, 2015.  Do Wonders Contractors was 
determined to be the low bid and a Notice to Award was issued. A pre-construction meeting was held September 5, 2015.  Construction started 
September 6, 2015.   The project is above 30 days ahead of schedule based on the contract implementation schedule.  The completion of the 
project is scheduled for June 2016. No change orders have been initiated as of this report. 
  
At the time of this report 26% of the TSEP has been expended.   



Uniform Status of Funds  & 
Invoice Tracking Spreadsheets 
O Both forms must accompany each Request for 

Funds 
O Uniform Status 

O Budget for all funding sources 
O Track movement of funds and remaining balances 

O Invoice Tracking 
O Details and follows invoices for all payments for all 

funding sources involved in the project 

 



UNIFORM STATUS OF FUNDS SPREADSHEET 
FOR:                                                                                                                         
DATE:                                                                                 XYZ Project                   5/8/2015      

  Funding Source:     TSEP                        Funding Source:     RRGL                        Funding Source:     SRF                        

Funding 
Source:      
Local                       Total Budget 

ADMINISTRATIVE/ 
FINANCIAL COSTS: 

Budgete
d 

Previously 
Expended 

Amount of 
Draw 

Balance 
Remaining Budgeted 

Previously 
Expended 

Amount of 
Draw 

Balance 
Remaining Budgeted 

Previously 
Expended 

Amount of 
Draw 

Balance 
Remaining 

Balance 
Remaining  Budgeted Expended Balance 

Personnel Costs       $0.00       $0.00       $0.00 $250.00 $500.00 $250.00 $250.00 

Office Costs       $0.00       $0.00       $0.00 $250.00 $500.00 $250.00 $250.00 

Grant Administration 
$1,000.

00 $100.00 $100.00 $800.00       $0.00 $1,000.00   $100.00 $900.00 $0.00 $2,000.00 $300.00 $1,700.00 

Legal Costs $500.00 $100.00   $400.00       $0.00 $500.00   $100.00 $400.00 $0.00 $1,000.00 $200.00 $800.00 

Audit Fees       $0.00       $0.00       $0.00 $100.00 $100.00 $0.00 $100.00 

Travel & Training $500.00   $150.00 $350.00       $0.00       $0.00 $0.00 $500.00 $150.00 $350.00 

Interim Interest       $0.00       $0.00 $500.00   $100.00 $400.00 $0.00 $500.00 $100.00 $400.00 

Bond Cost       $0.00       $0.00 $500.00   $100.00 $400.00 $0.00 $500.00 $100.00 $400.00 
Total Administrative 
Costs 

$2,000.
00 $200.00 $250.00 $1,550.00 $0.00 $0.00 $0.00 $0.00 $2,500.00 $0.00 $400.00 $2,100.00 $600.00 $5,600.00 $1,350.00 $4,250.00 

ACTIVITY COSTS:                           $0.00 $0.00   

Land Acquisition 
$1,000.

00 $1,000.00   $0.00       $0.00       $0.00 $0.00 $2,000.00 $2,000.00 $0.00 

Preliminary Engineering 
$10,000

.00 
$10,000.0

0   $0.00       $0.00       $0.00 $0.00 
$10,000.0

0 
$10,000.0

0 $0.00 

Final Engineering Design 
$50,000

.00 
$10,000.0

0 
$10,000.0

0 
$30,000.0

0       $0.00 $5,000.00     $5,000.00 $0.00 
$55,000.0

0 
$20,000.0

0 
$35,000.0

0 

Construction Engineering       $0.00       $0.00 
$50,000.0

0   
$10,000.0

0 
$40,000.0

0 $0.00 
$50,000.0

0 
$10,000.0

0 
$40,000.0

0 

Construction     
$364,50

0.00   
$100,000.

00 
$264,500.

00 
$125,000.

00   
$50,000.0

0 
$75,000.0

0 
$947,500.

00   
$50,000.0

0 
$897,500.

00 $0.00 
$1,437,00

0.00 
$200,000.

00 
$1,237,00

0.00 

Contingency 
$72,500

.00     
$72,500.0

0       $0.00 
$52,500.0

0     
$52,500.0

0 $0.00 
$125,000.

00 $0.00 
$125,000.

00 

Total Activity Costs 
$498,00

0.00 
$21,000.0

0 
$110,000.

00 
$367,000.

00 
$125,000.

00 $0.00 
$50,000.0

0 
$75,000.0

0 
$1,055,00

0.00 $0.00 
$60,000.0

0 
$995,000.

00 $0.00 
$1,679,00

0.00 
$242,000.

00 
$1,437,00

0.00 

TOTAL PROJECT COSTS 
$500,00

0.00 
$21,200.0

0 
$110,250.

00 
$368,550.

00 
$125,000.

00 $0.00 
$50,000.0

0 
$75,000.0

0 
$1,057,50

0.00 $0.00 
$60,400.0

0 
$997,100.

00 $600.00 
$1,684,60

0.00 
$243,350.

00 
$1,441,25

0.00 

8/30/2015  
Construction budget came in $75,000 less estimate, $22,500 moved from Construction to Contingency, TSEP is 30% of 
budget  

Calculation  $500,000/$1,684,600=30% 
$75,000*30%=$22,5
00 

TSEP Grant divided by total budget  equals cost savings percent 
Difference of construction budget and bid tabs times cost savings percent equals cost savings to be put into 
contingency  



UNIFORM INVOICE TRACKING SPREADSHEET FOR:                                                                                    
DATE:                                                                   Town of XYZ         DATE:   5/8/2015          

Vendor's Name 

Invoice or 
Pay 
Estimate 
Number             

Invoice Date or 
Time Period 
Covered 

Total 
Amount of 
Invoice 

Warrant 
Number Date Paid         

Funding 
Source, 
Amount 

Expended, 
Drawdown 

Number       

Total Amount 
Paid This 
Invoice 

            
Funding 
Source: Funding Source: Funding Source: Funding Source:   

            TSEP # RRGL # SRF # Local #   

Exceptional Administrators 10 08/01/15  $100.00 500 08/15/15  $100.00 1 $0.00 $0.00 $0.00 $100.00 

Wowser Clerk 08/01/15  $250.00 501 08/15/15  $0.00 $0.00 $0.00 $250.00 1 $250.00 

XYS Post Office 08/01/15  $250.00 502 08/15/15  $0.00 $0.00 $0.00 $250.00 1 $250.00 

Intelligent Law Offices 100 08/02/15  $100.00 503 08/15/15  $100.00 1 $0.00 $0.00 $0.00 $100.00 

Sewer Land Opportunities 2000 07/15/15  $2,000.00 499 07/15/15  
$1,000.0

0 1 $0.00 $0.00 $1,000.00 1 $2,000.00 

Town of XYZ 07/01/15  $150.00 $150.00 1 $0.00 $0.00 $0.00 $150.00 

Engineer Extraordinaires 2150 07/30/15  
$20,000.0

0 
$20,000.

00 1 $0.00 $0.00 $0.00 $20,000.00 

Exceptional Administrators 11 09/01/15  $200.00 600 09/15/15  $100.00 2 $0.00 $100.00 $0.00 $200.00 

Engineer Extraordinaires 2160 09/01/15  
$20,000.0

0 
$10,000.

00 2 $0.00 $10,000.00 $0.00 $20,000.00 

Do Wonders Contractors 1 09/01/15  
$200,000.

00 
$100,000

.00 $50,000.00 $50,000.00 $0.00 $200,000.00 

Intelligent Law Offices 150 09/01/15  $100.00 $0.00 $0.00 $100.00 $0.00 $100.00 

Copy and submit to the applicable 
funding agency with each drawdown 
request. TOTALS 

$243,350.
00      

$131,450
.00   $50,000.00    $60,400.00    $1,500.00    $243,350.00 



How to Submit Request  
O Mail, 
O Email, or 
O File Transfer -  https://transfer.mt.gov/

  



Questions? 
 

O See additional tool kit guidance on TSEP website at: 
    http://comdev.mt.gov/TSEP/tsepapplyingforgrants.mcpx  

 

O Just ask, we are here to help you and your project 
succeed 

 

   DOCTSEP@mt.gov 
 

   406-841-2770  
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