


READ GRANT AGREEMENTS 

There could be special conditions required as part of the project implementation or 
restrictions on funding activities.  

Be sure the following people have read or have copies of the grant agreement. 

• Grantee 

• Payee 

• Grantee’s Project Managers 



USE CORRECT FORMS 
Grantees may have both types of grant agreements where the applications were 

received on or before December 31, 2013 and on or after January 01, 2014. 
• Applications are dated “when received”  
• The budget categories in Exhibit A will determine which forms and budget categories 

must be used. 
When incorrect forms are submitted, new ones are asked for. 



DEFICIENT RECEIPTS OR INVOICES 

1. Never send originals. 

2. Be sure receipts are legible. 

3. Do not send items more than 
once. 

4. Always send items to Your 
OWEB Project Manager first. 
(Unless directed otherwise). 

5. Dates of service are listed. 

6. Description, quantities, and 
item prices are shown. 

a. If not, copies of contracts 
may be requested. 



MISSING FORMS 

• Permits, landowner agreements, licenses or other agreements, as required in the 
Grant Agreement, not submitted to OWEB prior to or with the “first” Request for 
Release of Funds form. 



SECURED MATCH (ISN’T) 

25% Non-OWEB match not secured prior to “first” 
payment request. 

In order to accept match, Match Funding Form 
(Attachment “A”) must:

A. Have the “Secured” box checked 
B. Have Signatures on the Attachment or 

“signed” Letters of Support from the 
entity contributing to the project.  

a. All Signatures must be from the Entity 
or Organization providing match. 



120 DAY ADVANCES HOLD THINGS UP 

1. Can’t receive another advance until any previous advance is cleared on that grant 
a. If advance is less than $1,000 an advance may be allowed. 

2. May request an extension to 120 day advance.  
a. Must be writing with justification provided.  
b. Goes to RPR first, who then forwards to Salem for Fiscal Manager approval. 

3. First letter -120 notification / 2nd letter is a Cut-Off.  
a. If grantee is placed on cut-off status it could be up to 1 year on reimbursement 

only. 



OUTSTANDING REPORTS 

• No new grant 
agreements or 
amendments if 
outstanding reports on 
any grant. 

• No amendments on a 
grant, if there are 
outstanding reports or 
120 day advances on 
that particular grant. 



SIGNATURES 
The Request for Release of Funds is not signed. 



BUDGET CHANGES AREN’T REFLECTED 

• The Request for Release of Funds does not reflect the same budget 
categories/amounts as shown in Exhibit A of the Grant Agreement or as 
Amended. 



CONTACTS 

• Current email address/phone numbers are not 
listed on the Request for Release of Funds form. 


