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Overview

Project Costs

Arizona State Parks and Trails  (ASPT) plays a vital role in preserving our state’s natural and cultural treasures, 
operating under the mission: “To connect people with the outdoors and history of Arizona to build 
a lifetime of memories.” While we manage and protect 33 designated State Parks, our impact extends far 
beyond those boundaries. Revenue generated from dedicated grant programs flows directly into communities 
across Arizona, funding crucial projects from trail development and maintenance to historic preservation and 
outdoor education, ultimately enriching lives, boosting local economies and providing new outdoor recreation 
opportunities.

ASPT invites non-profits; local, county, state, federal, tribal governments; schools; and law enforcement  
agencies to submit grant applications for a variety of funding opportunities, including: 

•	 Heritage Fund  (HF)
•	 Land and Water Conservation Fund (LWCF)
•	 Off-Highway Vehicle Recreation Fund (OHV)
•	 Recreational Trails Program (RTP)
•	 State Lake Improvement Fund (SLIF) 

Only items approved by the Arizona State Parks Board and identified in the scope of work from the proj-
ect sponsor agreement are eligible for reimbursement and match. Eligible project costs are those identified  
specifically with and charged directly to a particular scope item.
 
Documents such as invoices, statements/claims and warrants, credit card receipts and credit card statements, 
or bank statement/canceled checks copies must support all expenditures. The project sponsor must reference 
the project by name and number on all documentation and must retain such documentation for five (5) years 
after the project closure date found on the project sponsor agreement.

Allowable Costs
The following criteria or categories describe allowable project costs, subject to grant staff discretion:

1. Pre-Agreement and Design/Engineering (D&E) and/or Consultant Costs  
(except Historic Preservation Projects)
ASPT must approve these costs as a specific item in the budget at the time the application is submitted.  
These must be incurred no later than three years prior to grant submission. 

2. Acquisition Costs for All Grant Programs
Property may be acquired through negotiated purchase or donation. Grant funds may not be used to acquire 
property through eminent domain or condemnation. Eligible acquisition costs include: appraisal and related 
fees; the fair market value of property acquired, as determined by an appraisal approved by the Arizona State 
Parks Board; and necessary relocation costs.

3. Personnel
Only the costs of personnel directly involved with approved project work are allowable, including travel  
expenses (not to exceed current Arizona state travel rates). If work requires employee supervision, the cost of 
the supervisor may be charged to the project. Overtime pay is not allowed except for OHV Law Enforcement 
grants if it is an approved scope item. Is it allowed if it is an OHV Competitive Grant for Law Enforcement?

https://gao.az.gov/sites/default/files/2025-01/5095%20Reimbursement%20Rates%20250127.pdf
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The project sponsor must maintain time and activity records for labor costs, including donated labor provided 
by volunteers. The records should document the date, the description of work, number of hours, rate of pay 
(or donation value).
 
Each record must be signed by the employee and supervisor attesting to the accuracy of the charge. The time 
record must reference the project by name and number as shown on the project sponsor agreement. Payroll 
documents for paid staff must also be maintained.
 
If donated labor is used, the amount allowed is the Volunteer Rate (this changes every year, see the current 
rate online at https://independentsector.org/research/value-of-volunteer-time) or the rate outlined in the 
agreement, unless it is for a licensed trade which can be counted at the current market rate. A certified trail 
crew supervisor may be charged at $35.39 per hour. If prison labor is used, only the actual amount paid for 
services rendered is eligible.

Time and expense incurred by a volunteer in getting to the project site is not an eligible cost or donation. Vol-
unteer time starts at the project site. State Parks will provide tracking sheets. The expense incurred by a proj-
ect manager who is transporting volunteers to a project site is an eligible cost, however volunteer time starts 
at the project site. For an example volunteer match form, please see Appendix D on page 52.

4. Supplies and Materials
The project sponsor may purchase supplies and materials for a project or they may be drawn from a central 
stock maintained by the project sponsor. When supplies or materials are drawn from a central stock, the proj-
ect sponsor must retain internal requisitions and issue documents. Reimbursement for such materials may not 
exceed the price charged to the project sponsor.

5. Equipment
Allowable costs include the cost of rented, leased or purchased equipment associated with the development 
of a project. Equipment required to make a facility initially operational such as pumps or sprinkler systems are 
also allowable. The project sponsor must maintain time and activity records for the equipment. 

6. Construction
Allowable construction costs include activities from site preparation to completion of a project, including ad-
vertising for bids. Construction, in general, may be carried out by contract with a private firm or by use of the 
project sponsor’s own personnel, materials and equipment (force account).

7. Discounts 
Discounts provided by contractors can be used as matching funds if the vendor provides documentation of 
the amount paid as well as the full market value.

Ineligible Expenses (Applicable to All Grant Programs)
Please note that the following items are generally ineligible for funding across all Arizona State Parks and Trails 
grant programs:

•	 Food, water, alcohol and snacks (including water at volunteer events, unless explicitly specified as 	
	 eligible for plain water)
•	 Landscaping strictly for beautification of the area
•	 Costs incurred prior to project approval, defined as the date when the ASPT Director (or designee) 	
	 has signed the Project Agreement (unless specifically allowed as pre•award costs in a particular 		
	 grant program)
•	 Administrative costs, overhead costs, or costs associated with grant application preparation
•	 Development of local or regional plans (unless specifically tied to a Master or Travel Management 	
	 Plan that results in trail designations or development)
•	 Promotional items (e.g., video/CDs/DVDs, brochures, t•shirts, posters, calendars)
•	 Projects that displace fish and wildlife species or reduce habitat and/or impact cultural  
	 and biological resources.

https://independentsector.org/research/value-of-volunteer-time/
https://independentsector.org/research/value-of-volunteer-time/
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•	 Anything contrary to state or federal law.
•	 Volunteer t•shirts, incentive payments or awards; ceremonial or entertainment expenses  
•	 Fundraising of any kind 
•	 Fines, penalties, charges for deficits, overdrafts, late payments or interest fees 
•	 Consequential damage judgments arising out of acquisition, construction or equipping of a facility, 		
	 whether determined by judicial action, arbitration, negotiation, or otherwise (damages to adjoining 		
	 property owned by other persons which are caused by noise, lights, vibration, etc.)
•	 Incidental costs associated with acquisition of real property, and of interests in real property, unless 		
	 allowable under A.R.S. § 34•401 to 439 or required by ASPT

How to Apply for Grant Funding
All applications are completed within Arizona State Parks & Trails online grant management system, WebGrants, 
at https://www.azparkgrants.com. All potential applicants must first speak with ASPT Grant Staff to discuss an 
applicant’s project before receiving permission to start an application in WebGrants. This ensures that proj-
ects align with grant deliverables and sets sponsors up for the best chance of success in obtaining grant fund-
ing. Step by step videos and instructions can be found on the ASPT website. In addition, Grants staff conduct  
regular Grant Workshops as live demonstrations for various stages of the grant management process. 

See the next page for a table breakdown of allowable costs

GRANT WORKSHOPS
See the Arizona State Parks & Trails Grants Workshops webpage for a list 
of workshop dates and previous workshop recordings. All workshops are 
offered in both in person and a virtual format. In addition, all workshops 
will be recorded and posted on the Grants Workshop webpage following 
each meeting.

JONES PARK IN ELOY
DECEMBER 2022

RIVER ISLAND OHV TRAILHEAD
JUNE 2025

https://www.azparkgrants.com/index.do
https://azstateparks.com/grants
https://azstateparks.com/workshops
https://azstateparks.com/workshops


PG 7P
ro

g
ra

m

L
an

d
 a

n
d

 W
at

er
 C

o
n

se
rv

at
io

n
F

u
n

d
 (

L
W

C
F

) 
S

ta
te

 A
ss

is
ta

n
ce

Ac
qu

isi
tio

n 
an

d/
or

 d
ev

el
op

m
en

t o
f 

pu
bl

ic 
ou

td
oo

r r
ec

re
at

io
n 

ar
ea

s a
nd

 
fa

cil
iti

es
; A

DA
/a

cc
es

sib
ilit

y u
pg

ra
de

s.

Fe
de

ra
l, S

ta
te

, C
ou

nt
y, 

Lo
ca

l, a
nd

 
Tr

ib
al

 G
ov

er
nm

en
ts

; S
ch

oo
ls 

an
d 

Sc
ho

ol
 D

ist
ric

ts

Up
 to

 
$1

,5
00

,0
00

P
u

rp
o

se
A

p
p

li
ca

n
ts

F
u

n
d

in
g

10
0%

 
(d

ol
la

r-f
or

-d
ol

la
r) 

ca
sh

 an
d/

or
 in

-k
in

d 
co

nt
rib

ut
io

ns

3 y
ea

rs
 fr

om
 N

at
io

na
l P

ar
k S

er
vi

ce
 aw

ar
d 

da
te

. D
es

ig
n 

an
d 

en
gi

ne
er

in
g 

co
st

s i
nc

ur
re

d 
wi

th
in

 3 
ye

ar
s o

f N
PS

 aw
ar

d 
wi

th
 p

rio
r 

ap
pr

ov
al.

M
at

ch
 R

eq
.

T
im

ef
ra

m
e 

/ 
K

ey
 N

o
te

s

U
n

d
er

st
an

d
in

g
 G

ra
n

ts
 w

it
h

 A
ri

zo
n

a 
S

ta
te

 P
ar

k
s 

&
 T

ra
il

s

L
W

C
F

 –
 O

u
td

o
o

r 
R

ec
re

at
io

n
 

L
eg

ac
y

 P
ar

tn
er

sh
ip

 (
O

R
L

P
) 

P
ro

g
ra

m

Ac
qu

ire
/d

ev
el

op
 p

ub
lic

 la
nd

s f
or

 
ou

td
oo

r r
ec

re
at

io
n 

in
 U

rb
an

ize
d 

Ar
ea

s 
(p

op
. 3

0,
00

0)
 S

er
vi

ng
 ec

on
om

ica
lly

 
di

sa
dv

an
ta

ge
d 

ne
ig

hb
or

ho
od

s.

St
at

e, 
Co

un
ty

, L
oc

al,
 an

d 
Tr

ib
al

 
Go

ve
rn

m
en

ts
; S

ch
oo

ls 
an

d 
Sc

ho
ol

 D
ist

ric
ts

 th
at

 se
rv

e a
n 

el
ig

ib
le

 ju
ris

di
ct

io
n 

wi
th

in
 a 

de
sig

na
te

d 
ur

ba
ni

ze
d 

ar
ea

Up
 to

 
$1

,5
00

,0
00

10
0%

 
(d

ol
la

r-f
or

-d
ol

la
r) 

ca
sh

 an
d/

or
 in

-k
in

d 
co

nt
rib

ut
io

ns

3 y
ea

rs
 fr

om
 N

at
io

na
l P

ar
k S

er
vi

ce
 aw

ar
d 

da
te

. L
W

CF
 d

oe
s a

llo
w 

so
m

e p
re

-a
wa

rd
 

co
st

s i
f s

pe
cif

ie
d 

in
 th

e a
gr

ee
m

en
t.

O
�

-H
ig

h
w

ay
 V

eh
ic

le
 (

O
H

V
) 

R
ec

re
at

io
n

 F
u

n
d

 G
ra

n
ts

De
ve

lo
p,

 m
ai

nt
ai

n,
 an

d 
m

an
ag

e O
HV

 
re

cr
ea

tio
n 

op
po

rtu
ni

tie
s a

nd
 m

iti
ga

te
 

re
lat

ed
 im

pa
ct

s. 
In

clu
de

s c
om

pe
tit

ive
 la

w 
en

fo
rc

em
en

t, 
m

ai
nt

en
an

ce
/m

iti
ga

tio
n,

 an
d 

sig
na

ge
 su

b-
pr

og
ra

m
s.

Fe
de

ra
l, S

ta
te

, L
oc

al,
 C

ou
nt

y, 
an

d 
Tr

ib
al

 G
ov

er
nm

en
ts

; N
on

-P
ro

fit
s 

Up
 to

 
$7

50
,0

00
No

 m
at

ch
 re

qu
ire

d.
 

Cu
ltu

ra
l/e

nv
iro

nm
en

ta
l/a

rc
ha

eo
lo

gi
ca

l 
as

se
ss

m
en

ts
 &

 P,
D,

E 
co

st
s e

lig
ib

le
 o

nl
y w

ith
 

pr
io

r a
pp

ro
va

l. L
aw

 E
nf

or
ce

m
en

t: 
Fo

r 
O

HV
-s

pe
cif

ic 
en

fo
rc

em
en

t/e
du

ca
tio

n 
on

 
pu

bl
ic 

la
nd

; e
xc

lu
de

s s
ea

rc
h/

re
sc

ue
 &

 fi
re

 
de

pa
rtm

en
ts

. M
ai

nt
/M

iti
ga

tio
n:

 F
or

 ex
ist

in
g 

m
ot

or
ize

d 
tra

il m
ai

nt
en

an
ce

; m
us

t b
e 

sh
ov

el-
re

ad
y &

 u
se

 A
SP

T 
co

nt
ra

ct
ed

 cr
ew

s; 
1-

ye
ar

 co
m

pl
et

io
n.

 E
m

er
ge

nc
y 

cir
cu

m
st

an
ce

s m
ay

 al
lo

w 
ex

pe
di

te
d 

ap
pr

ov
al/

no
 m

at
ch

. S
ig

na
ge

: F
or

 O
HV

 
na

vi
ga

tio
n/

in
fo

/s
af

et
y s

ig
ns

 in
 d

es
ig

na
te

d 
O

HV
 ar

ea
s; 

6-
m

on
th

 co
m

pl
et

io
n.

R
ec

re
at

io
n

al
 T

ra
il

s 
P

ro
g

ra
m

 
(R

T
P

)
De

ve
lo

p 
an

d 
m

ai
nt

ai
n 

re
cr

ea
tio

na
l t

ra
ils

 
an

d 
fa

cil
iti

es
 fo

r m
ot

or
ize

d 
an

d 
no

n-
m

ot
or

ize
d 

us
es

; p
ro

m
ot

e s
af

et
y a

nd
 

en
vi

ro
nm

en
ta

l p
ro

te
ct

io
n.

Fe
de

ra
l, S

ta
te

, L
oc

al,
 C

ou
nt

y, 
an

d 
Tr

ib
al

 G
ov

er
nm

en
ts

; N
on

-P
ro

fit
s.

N
on

-M
ot

or
iz

ed
: 

Up
 to

 $1
00

,0
00

M
ot

or
iz

ed
: 

Up
 to

 $7
50

,0
00

 

Sa
fe

ty
 &

 E
nv

. E
du

ca
ti

on
: 

Up
 to

 $2
5,0

00

5.7
%

 (c
as

h 
or

 in
-k

in
d)

Jo
in

tly
 ad

m
in

ist
er

ed
 b

y F
HW

A,
 A

ZD
OT

, a
nd

 
AS

PT
. P

ro
je

ct
s m

us
t b

e i
ni

tia
te

d 
wi

th
in

 6
 

m
on

th
s (

18
0 

da
ys

) o
f F

HW
A 

ob
lig

at
io

n.
 

Gr
an

ts
 m

us
t b

e c
om

pl
et

ed
 b

y e
nd

 o
f s

ta
te

 
fis

ca
l y

ea
r (

Ju
ne

 30
).

N
on

-M
ot

or
iz

ed
: F

or
 h

iki
ng

, b
icy

cli
ng

, 
in

-li
ne

 sk
at

in
g,

 eq
ue

st
ria

n,
 cr

os
s-

co
un

try
 

sk
iin

g,
 ac

qu
isi

tio
n,

 d
ev

el
op

m
en

t/m
ai

nt
e-

na
nc

e, 
eq

ui
pm

en
t. 

SE
E:

 P
ro

m
ot

e 
sa

fe
ty

/e
nv

iro
nm

en
ta

l p
ro

te
ct

io
n 

re
lat

ed
 to

 
tra

ils
; e

du
ca

tio
n 

pr
og

ra
m

s. 
Tr

ai
l M

ai
nt

en
an

ce
: F

or
 ex

ist
in

g 
no

n-
m

ot
or

ize
d 

tra
ils

; s
ho

ve
l-r

ea
dy

, u
se

 
AS

PT
 co

nt
ra

ct
ed

 cr
ew

s; 
1-

ye
ar

 co
m

pl
et

io
n.

S
ta

te
 L

ak
e 

Im
p

ro
v

em
en

t 
F

u
n

d
 (

S
L

IF
)

Fu
nd

 p
ro

je
ct

s o
n 

bo
di

es
 o

f w
at

er
 w

he
re

 
ga

so
lin

e-
po

we
re

d 
bo

at
s a

re
 p

er
m

itt
ed

, 
im

pr
ov

in
g 

bo
at

in
g 

ac
ce

ss
 an

d 
sa

fe
ty

.

Ar
izo

na
 G

am
e a

nd
 F

ish
 

De
pa

rtm
en

t, 
Bo

ar
d 

of
 

Su
pe

rv
iso

rs
 o

f a
ny

 co
un

ty
, 

Go
ve

rn
in

g 
bo

dy
 o

f c
ity

/t
ow

n.

Up
 to

 $7
50

,0
00

No
 m

at
ch

 re
qu

ire
d.

 
Pr

oj
ec

t m
us

t b
e i

ni
tia

te
d 

wi
th

in
 si

x m
on

th
s 

of
 aw

ar
d.

H
er

it
ag

e 
F

u
n

d
s 

(H
F

)
To

 p
re

se
rv

e, 
re

st
or

e, 
an

d 
in

te
rp

re
t 

Ar
izo

na
's 

hi
st

or
ic 

an
d 

ar
ch

ae
ol

og
ica

l 
re

so
ur

ce
s.

Fe
de

ra
l, S

ta
te

, L
oc

al,
 C

ou
nt

y, 
an

d 
Tr

ib
al

 G
ov

er
nm

en
ts

; N
on

-P
ro

fit
s.

H
er

it
ag

e 
LR

SP
Up

 to
 $1

00
,0

00

H
er

it
ag

e 
En

vi
ro

nm
en

ta
l 

Ed
uc

at
io

n
Up

 to
 $2

5,0
00

H
er

it
ag

e 
N

on
-M

ot
or

iz
ed

Up
 to

 $5
0,

00
0

No
 m

at
ch

 re
qu

ire
d.



Contact ASPT Grant Staff anytime at grantstaff@azstateparks.gov PG 8

Understanding the Process

How Projects are Reviewed 

Committee and Board Review
There are 3 active advisory committees with community members who are passionate about outdoor  
recreation. Each advisory committee reviews applications for specific grant funding. See details on the  
next page.

Grant applications are reviewed by ASPT Grant staff prior to distribution to the applicable Advisory  
Committee. ASPT Grant staff review applications for completeness and accuracy and provide a preliminary  
assessment of the application based on approved Grants Scoring Criteria. Upon staff review, grants are  
reviewed by our Advisory Committee(s) and Arizona State Parks Board (Board).
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Arizona State Parks Board
The Arizona State Parks Board, in accordance with A.R.S. § 41-511, shall consist of seven members. The state 
land commissioner shall be a member and the remaining members, each of whom shall be a bona fide resident 
of the state, shall be appointed by the governor pursuant to A.R.S. §38-211.

The appointive members shall be selected because of their knowledge of and interest in outdoor activities, 
multiple use of lands, archaeology, natural resources and the value of the historic aspects of Arizona, and be-
cause of their interest in the conservation of natural resources.

No less than one of the appointive members shall be representative of the livestock industry, one appointive 
member shall be professionally engaged in general recreation work, and one appointive member shall be pro-
fessionally engaged in the tourism industry.

Advisory Committees
The Arizona State Parks Board has three (3) Advisory Committees related to its grant programs. These com-
mittee members serve as experts in specific areas and advise the Arizona State Parks Board on public priori-
ties in the grant process.

The Arizona Outdoor Recreation Coordinating Commission (AORCC) 
Recommends criteria and policies for the equitable distribution of funding for outdoor recreation 
grants. AORCC serves State Parks by ensuring equitable and legal distribution of the Land and Water 
Conservation Fund (LWCF), State Lake Improvement Fund (SLIF), American Rescue Plan Act (ARPA) 
fund, Recreational Trail Program (RTP) and the Off-Highway Vehicle Recreation (OHV) funds.

The Arizona State Committee on Trails (ASCOT)
Advises staff and the Arizona State Parks Board on issues of interest pertaining to non-motorized 
trails. ASCOT is responsible for the State Trails Program which promotes, develops and preserves 
non-motorized trail opportunities throughout the state for mountain bikers, hikers, equestrians, and 
water trail users. State Parks staff works with ASCOT to advance and promote non-motorized trail use, 
providing technical trail assistance, promoting trail management and development, and providing trails 
related information and educational opportunities.

The Off-Highway Vehicle Advisory Group (OHVAG)
Acts as a conduit between the Arizona State Parks Board and the OHV community. OHVAG is respon-
sible for the two following specific jobs: to represent the public and recommend expenditures of mo-
torized grant funds.

https://www.azleg.gov/ars/41/00511.htm
https://www.azleg.gov/ars/38/00211.htm
https://azstateparks.com/arizona-outdoor-recreation-coordinating-commission-aorcc
https://azstateparks.com/arizona-state-committee-on-trails-ascot
https://azstateparks.com/ohvag
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Grant Partners
There are several key partners involved in the ASPT grants process. These partners provide a great deal of 
support to help ensure each sponsor’s grant is successful:

The Recreational Trails Program is an assistance program of FHWA.  FHWA provides policies, guidance and training to 
ASPT Grant staff in the administration of the Recreational Trails Program. Funds are passed from FHWA to ADOT and 
then to ASPT for claim reimbursement.

Environmental Planning Group (EPG) Conducts the cultural and environmental reviews of Federally-funded projects
Fiscal Department Processes all reimbursements and releases project funds.

Conducts all cultural reviews of state funded projects. SHPO also administers Historic Preservation Program Grants.  
For more information about these grants, please contact Jessica Lapota at jlapota@azstateparks.gov or by  
calling (602) 364-0059.

Information for Planning and Consultation (IPaC) is a project planning tool that streamlines the USFWS environmental 
review process and is preferred for all projects funded by the Land and Water Conservation Fund. 

For trail projects, ASPT works closely with the Army Corps of Engineers to ensure all required permits related 
to environmental requirements and waterways have been obtained. Army Corps of Engineers will help answer 
any questions about the project and guide the applicant through permitting requirements (if applicable).

NPS is responsible for conducting NEPA and Section 106 review of Land and Water Conservation Fund 
(LWCF) Projects. NPS also supports ASPT staff in processing new project approvals, amendments, and other 
tasks necessary for grant administration.

For trail projects, sponsors will work with one of the State Contracted Trail Crews. Detailed Trail Crew  
information can be found on page 29. 

•	 American Conservation Experience (ACE)
•	 Arizona Conservation Corps (AZCC)
•	 Cuddy Mountain Trail Company (CMTC)
•	 Flagline Trails
•	 Proline Trails
•	 Southwest Siteworks

Department of Transportation’s Federal Highway Administration (FHWA) 

Arizona Department of Transportation (ADOT)

State Historic Preservation Office (SHPO)

U.S. Fish & Wildlife Service (USFWS)

Army Corps of Engineers

National Park Service (NPS)

State-Contracted Trail Crews

https://highways.dot.gov/
https://azdot.gov/tags/environmental-planning-group-epg
https://azstateparks.com/shpo
https://ipac.ecosphere.fws.gov/
https://www.fws.gov/
https://www.usace.army.mil/
https://www.nps.gov/index.htm
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Completing Specialized Maps & Required Photos

Maps 
A series of maps shall be submitted with each application identifying all property to be acquired, developed, or 
maintained under the proposed project. Submit all maps in one (1) PDF document. The map shall include 
the following components, and identify the following items:

•	 North arrow, scale, project title and date prepared
•	 Property lines
•	 Project boundaries (LWCF)
•	 Parcel numbers and parcel sizes (LWCF)
•	 Existing development (include overhead utilities and/or easements)
•	 Locations of proposed ground disturbing activities 
•	 Surrounding land uses

Floor Plans 
Preliminary Floor and Elevation Plans 
•	 Floor plans must be submitted if structures are included as part of the project. 
•	 Preliminary construction drawings of floor plans for all proposed structures shall be submitted with 		
	 each application (Project Area Maps & Photos, section #3).
•	 An elevation must be shown to indicate the architectural treatment.
•	 Remember that structures must be designed and built as per the Architectural Barriers Act of 2010 
	 and A.R.S. § 34•401 and Title II, Americans with Disabilities Act of 1990
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Map & Photo Examples for Project Sponsors

Note: All maps and photos will be uploaded on the Project Area Maps & Photos Form in your application

State Map 

The State Map is used to show where the project is located in relation to the entire state of Arizona. Please 
be sure to highlight the nearest city on the map and indicate in the red text box additional details about the 
location of the project area. 
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Map & Photo Examples for Project Sponsors

Topographic Map #1 

Topographic Map #1 is meant to show what is surrounding the project area. What is the closest town/city? 
Is it next to any bodies of water? What other distinguishing features are close by? All of this information 
makes it easier for us to locate the project area ourselves. In this instance, you can tell the project area is 
within Oracle State Park, which is near the town of Oracle. This is important to help pin down the exact 
location of the project area. 
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Map & Photo Examples for Project Sponsors

Topographic Map #2 

The purpose of Topographic Map #2 is to highlight the topography of the area surrounding the project site. 
This map is critical for when Arizona Department of Transportation’s Environmental Planning Group (ADOT 
EPG) and the State Historic Preservation Office (SHPO) reviews the grant application. The lack of a de-
tailed topo map provided in the grant application is a major cause of delay for many applicants. 
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Map & Photo Examples for Project Sponsors

Imagery Map

The Imagery Map highlights the precise location of ALL scope items that require ground disturbance in the 
project. Any ground disturbance MUST be shown on this map. The more detail provided on this map, the 
better! Please keep in mind that the features shown on this map should have corresponding photos as well. 

COMMON MAP ERRORS 

Failure to Identify the Location of All Ground Disturbance Activities
	 Examples:
		   The application budget lists three (3) kiosks will be purchased with grant funds but on the 	
		      map(s) provided only two are identified.
		   A Ramada is listed on the budget but its location was not identified on any map.

Cattleguards & exact locations of interpretative signs are often not identified on maps.
		   Archaeologists from ADOT//SHPO must know exactly where these items will be placed.

Interpretative panels must be located and identified in the grant application. Please do not randomly 
mark locations only to change them when the grant has been approved.
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Map & Photo Examples for Project Sponsors

Granite Overlook Loop Trailhead Improvement Project Photos

On the Project Area Maps & Photos Form, applicants are required to upload at least eight (8) color photo-
graphs. Here is what we are looking for in the photos:

• General Project Area Photos. Selective shots showing what the project area looks like – ground surface,
	 vegetation, etc.

• Photographs should document as many of the proposed scope items as possible.

• Location of each ground disturbance activity. Based on your project activities, take ground photos  
	 showing where each interpretative sign, kiosk, cattle guard, restroom, trailhead, etc.. will be located.

• If there any buildings or structures (including mines, bridges, dams, canals, archaeological sites, etc.) that 	
	 are 50 years or older in or adjacent to the project area, please include photos of the building/structure and 	
	 identify as such.

Granite Overlook Loop Trailhead Area. 
(32.6101, -110.7399)

Location of the proposed ramada. 
(32.6099, -110.7397)
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Map & Photo Examples for Project Sponsors
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Map & Photo Examples for Project Sponsors

The old staircase will be replaced by a new one and a new interpretive panel will be installed.
(32.61, -110.7398)

Beginning of the proposed connector trail between the Granite Overlook Loop trail and a near-
by groupcampsite area. (32.6093, -110.7388)
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Map & Photo Examples for Project Sponsors

Second photo of the proposed connector trail. (32.6092, -110.7387)

Third photo of the proposed connector trail. (32.6093, -110.7385)
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Project Area Photos 
Applicants are required to upload a series of color photographs to their application. 
•	 General Project Area Photos: Selective shots showing what the project area looks like (ground surface, 		
	 vegetation, etc.) 
•	 Photographs should document as many of the proposed scope items as possible
•	 Location of each ground disturbance activity. Based on the approved project activities, take ground 		
	 photos showing where each interpretative sign, kiosk, cattle guard, restroom, trailhead, etc...  
	 will be located
•	 If there are any buildings or structures (including mines, bridges, dams, canals, archaeological sites, etc.) 	
	 that are 50 years or older in or adjacent to the project area, please include photos of the building/ 
	 structure and identify as such

NOTE: Please provide a short, written description of each photo 

Instructions on Uploading Photos: To Submit: combine all pictures on one (1) PDF file, save to your computer, 

and upload PDF to our online system.

Arizona Game and Fish Environmental Review Tool
Use this to create a map/list that identifies critical species or habitats located in the project area.

Required for the NEPA form (see below for additional information on NEPA):
•	 The Tool Kit includes many other mapping features to add layers, identify Section, Township, 
•	 Range; land ownership and to draw/identify trails, trailheads, location of signage, etc. 
•	 State Parks staff are available to provide support to all applicants in using this software. 
•	 Please go to https://ert.azgfd.gov to access the Game and Fish’s Environmental Review Tool.

With the exception of an education only project, all projects are required to submit an updated species map list 

and attach to the NEPA Form (separate form in the application).

Cultural & Environmental Resources Requirements

Cultural Clearance Review Form (CCRF) 
All project sponsors are required to complete the CCRF section of the application. Collecting archaeological 
surveys can be a lengthy process, thus ASPT encourages all applicants to submit all supporting documents 
with the application or as early as possible in the process. Submitting early may speed up the process of  
executing an agreement. 

Important to Involve the Archeologist During Application Phase
Over the past several years ASPT has processed, approved and sent more than half dozen awarded projects 
to ADOT/SHPO only to learn the agency archaeologist had no idea the project was being proposed. In several 
cases, these projects were outright canceled due to objections from the archeologist. Please involve them at 
the start of the application. 

https://www.epa.gov/nepa
https://ert.azgfd.gov/
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History of NEPA
Each project sponsor must provide State Parks with documentation which meets the requirements of the  
National Environmental Policy Act (NEPA), the Uniform Relocation Assistance and Real Property Acquisition 
Policies Act of 1970, as amended, and other applicable laws (such as laws regarding threatened and endan-
gered species, hazardous wastes and contaminated properties, historic and archeological resources, etc.). The 
completed form and supporting documentation must be submitted to State Parks before a Project Sponsor 
Agreement will be finalized.

Categorical Exclusion
The Federal Highway Administration (FHWA) defines Categorical Exclusions (CE) as actions that, based on past 
agency experience with similar actions, do not involve significant environmental impacts.

These actions DO NOT:
	 Induce a significant impact to planned growth or land use for the area.
	 Require the relocation of significant numbers of people.
	 Have a significant impact on any natural, cultural, recreational, historic or other resource.
	 Involve significant air, noise, or water quality impacts.
	 Have significant impacts on travel patterns.
	 Otherwise, either individually or cumulatively, have significant environmental impacts.

Required Action
Please fully complete the NEPA Form. Attaching the Game & Fish Environmental Review Tool (species/wildlife 
habitat) is required. 

NEPA Permitting Requirements
Grant projects may involve work that requires permits and clearances from various state and federal agencies. 
Project sponsors are encouraged to arrange pre-application meetings with appropriate federal, state and local 
government agencies to determine requirements, processes, time schedules and documentation required for 
proposed permit applications.

If awarded a grant, the project sponsor is responsible for obtaining all applicable permits and clearances no later 
than 90 days after the project agreement is signed. Construction funds will not be released until copies of all 
applicable permits and clearances are received in this office.

Is the Army Corps Of Engineers Permit Needed To Complete The NEPA Process?
If the answer to the following questions is yes or maybe, then an Army Corps of Engineers permit may be 
required. Please contact Kathleen Tucker as soon as possible for help in determining whether a permit is needed.

	

		  Kathleen Tucker | Senior Project Manager
		  (602) 230-6956 | kathleen.a.tucker@usace.army.mil

National Environmental Policy Act (NEPA) and 
Categorical Exclusion Checklist

https://www.epa.gov/nepa/what-national-environmental-policy-act
https://www.federalregister.gov/documents/2015/07/24/2015-18159/uniform-relocation-and-real-property-acquisition-for-federal-and-federally-assisted-programs-fixed#:~:text=Background-,The%20Uniform%20Relocation%20Assistance%20and%20Real%20Property%20Acquisition%20Policies%20Act,Federal%20or%20federally%20assisted%20projects.
https://www.federalregister.gov/documents/2015/07/24/2015-18159/uniform-relocation-and-real-property-acquisition-for-federal-and-federally-assisted-programs-fixed#:~:text=Background-,The%20Uniform%20Relocation%20Assistance%20and%20Real%20Property%20Acquisition%20Policies%20Act,Federal%20or%20federally%20assisted%20projects.
https://www.fhwa.dot.gov/environment/recreational_trails/
https://azdot.gov/business/environmental-planning/guidance-federal-aid-projects/nepa-guidance
https://ert.azgfd.gov/
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Section 106 Compliance
Based on several factors, including funding source, location and type of ground disturbance, some projects may 
require cultural resource surveys to be completed for the entire project area. 

Cultural resource surveys must be conducted by qualified professional archeologists that meet state and fed-
eral standards.

If an applicant is unsure if the project area has been previously surveyed for the presence of cultural/archaeo-
logical resources, please contact ASPT Grant staff, who can complete a preliminary review of previous surveys 
and known resources in the project area.

If a project proposing ground disturbance has not been previously surveyed, one will likely need 
to be completed. 

In certain circumstances, a cultural resources survey may not be required (e.g. ground previously disturbed). In 
these cases, applicants must provide ample written justification as to why a survey is not necessary. 

Federal agencies are required to consult with Native American Tribes; the relevant federal agency must conduct 
this Government-to-Government tribal consultation. Depending on the location of the project, additional con-
sideration of tribal issues may be required in the federal process. 

The applicant must check with the relevant federal agency to ascertain if tribal consultation 
has been completed before initiating the project in the field. 

ADOT cultural resource staff and ASPT Grant staff are available to assist project sponsors with 
questions pertaining to cultural resources and/or the NEPA/Section 106 compliance process.

NEPA/Section 106 Review and Approval Process
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Does your proposed project involve the discharge of any fill or dredged material into a wetland, lake 
(including dry lakes), river, stream (including intermittent streams, ephemeral washes, and arroyos), 
mudflat, sandflat, slough wet meadow, playa lake or natural pond? 

Examples of work that need an Army Corps of Engineers permit for the discharge of fill or dredged material into 
a wetland, lake, river, stream, mudflat, sandflat, slough, wet meadow, playa lake or natural pond: 
	 Backfill 
	 Bank protection (gabions, rock riprap, sand bags, etc.)
	 Bridge protection 
	 Earth movement within stream channels, wash channels, or wetlands 
	 Grading within stream or wash channels 
	 Landfills for future developments 
	 Mechanized land clearing 
	 Realignment of existing stream or wash channels 
	 Road Crossings 
	 Temporary stockpiling of material 

Does the proposed project involve placing or removing any materials or structures in the Colorado River 
or its adjacent wetlands? 

Examples of work that need an Army Corps of Engineers permit in the Colorado River and adjacent wetlands, 
backwaters, sloughs, oxbows, etc.
	 Bank protection 
	 Bulkheads 
	 Dock and pier construction 
	 Dredging and the disposal of dredged material 
	 Landfills 
	 Mooring-buoys 
	 Realignment of boat slips 
	 Removal of docks or piers 
	 Utility line crossings 

SHPO Historic Property Inventory Form
This form is provided within the application. ASPT Grant staff will review each project to determine if the His-
toric Property Inventory Form is needed. If yes, a PDF fillable form will be provided. The SHPO Historic Property 
Inventory Form is only required if historic period standing architecture (i.e., houses, bridges, farm structures, etc. 
that are over 50 years old) exists within the project area or may be affected by the project. 

Please NO Data Dumping
“Data Dumping” is the act of attaching dozens to hundreds of pages of surveys and assessments without spe-
cific project area references or providing a table of contents. Please provide specific pages, sections, etc. If you 
are unsure of the meaning of data dumping, please reach out to Grant Staff and we will be happy to assist.
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General Compliance
Application Deadline
All applications must be submitted through Arizona State Parks & Trails online grants management system 
WebGrants. While applications are accepted on a rolling basis, it is recommended that applicants submit their 
application early so ASPT Grant staff can provide notification if any additional items are needed to make the 
application complete. Every application for the current grant cycle will be evaluated based upon the merit of 
the proposed project and the criteria set forth in this manual, regardless of whether the proposal would expand 
a project funded in a previous cycle.

Project Must Be Shovel-Ready
Grants are available to projects that are ready to move forward immediately. Cultural and environmental clear-
ances must be reviewed and approved before project funding is authorized and the approval to proceed is is-
sued. Projects that do not receive funding, therefore, are not required to gather the documentation. However, 
all project sponsors must be aware that the cultural and environmental reviews will be required and should be 
prepared to provide the documentation.

Post-Award
When accepting a grant award from the Arizona State Parks Board, the project sponsor must sign a Project 
Agreement. This agreement is a contract identifying the terms and conditions of the grant award. We recom-
mend having an appropriate legal representative review this agreement to ensure that it will be acceptable. 
Revisions may be negotiated prior to acceptance. Expenditures can only be incurred after the ASPT Director 
(or designee) has signed the Project Agreement. 

Expenditures 6 Month Rule (RTP Only)
Requests for reimbursement must be made within each six (6) month period that the grant is active. ADOT has 
the authority to withdraw funding for a RTP project when this requirement is not met.  

Title Transfer and Site Development
Title transfer of lands proposed for acquisition, whether by donation, or negotiation, and the development of 
proposed facilities on the acquired land, or other land proposed for development may not commence until 
there is an executed Project Agreement (signed by sponsor and ASPT Director or designee). Such work or a 
cquisition accomplished prior to execution of the Project Agreement shall be the full responsibility of the project  
sponsor. A waiver may be requested in advance if the desired parcel must be acquired to avoid possible loss or 
price increase.

Reimbursement Requirements
Project sponsors must comply with invoicing and reporting requirements as specified in the Project Sponsor 
Agreement.

Procurement and Contracting
All procurement and contracting must meet applicable federal and state regulations and statutes and review for 
compliance. State Parks will provide the project sponsor with a table of clauses including the State Procurement 
Office Statutory Terms and Conditions and Uniform Terms and Conditions that must be used in contracting and 
procurement documents.

Reporting Requirements
Project sponsors must comply with status report requirements as specified in their Project Agreement.  For the 
majority of grants, quarterly reports are required; however there are exceptions. Please see the grant Project 
Type and Project Agreement for details. 

https://www.azparkgrants.com/index.jsp
https://www.azica.gov/sites/default/files/RFP_Brochure_StatutoryTermsandConditions.pdf
https://www.azica.gov/sites/default/files/RFP_Brochure_StatutoryTermsandConditions.pdf
https://spo.az.gov/for-agencies/resources-and-documents/standard-forms-and-documents
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Grant Closure
Project sponsors are required to submit a Project Sponsor Completion Letter within 60 days after project 
agreement expiration. All claims for reimbursement must be submitted within 30 days following the project 
end date. All financial close out documents are required within 60 days of grant close out, and all expenses 
must have been incurred before the project end date. A project sponsor may submit these documents prior to 
project agreement expiration provided all grant funded activities have been completed. Final payment will be 
withheld pending completion letter and final status report. The Project Sponsor Completion Letter is now 
a required section of the final status report. 

Eligible Travel
All approved project related travel costs must comply with Arizona Department of Administration Vendor  
Travel Policy and are subject to the rates established for travel by State Employees: A.R.S. §38-621 through 
§38-627, Reimbursement for Expenses; State of Arizona Accounting Manual. Please reach out to grant staff for 
further assistance to determine eligibility prior to making travel arrangements.

Appraisals
Appraisals for proposed land acquisitions must be prepared according to the requirements of the Uniform 
Standards of Professional Appraisal Practice by a State Certified Appraiser not more than one year before the 
date of purchase. If the appraisal was prepared more than one year before the date of purchase, an updated 
appraisal will be required. The appraisal must be in the “Complete and Self-Contained” format. Contact Arizona 
State Parks and Trails for additional information on acquisition project requirements.

Inspections 
All grant project sites are subject to periodic inspection by ASPT Grant staff. 

Operating and Maintenance 
The grantee is responsible for continued operation and maintenance of funded facilities for the term of public 
use as described in the project agreement. Grant funds are not available for operation and maintenance costs.

Disagreement Process
Disagreements with any decision or action, which are not resolved with ASPT Grant staff to the satisfaction of 
the project sponsor, may be addressed in the following manner within thirty (30) working days of receiving 
notice of staff’s decision:

The project sponsor may submit a written request for review to the ASPT Assistant Director who will address the 
matter and respond in writing within thirty (30) working days of receiving the request from the project sponsor. 

If the disagreement is not resolved with the Deputy Director’s intervention, the project sponsor may submit 
a written request for review and consideration to the ASPT Director. The Director will respond within thirty 
(30) working days of receiving the request. 

Compliance with Applicable Laws
All recipients and subrecipients of grant funds through ASPT must comply with applicable State and Federal 
laws, regulations and Executive Orders.

https://gao.az.gov/sites/default/files/2022-05/5065%2520Vendor%2520and%2520Other%2520Non-employee%2520Travel%2520190729.pdf
https://gao.az.gov/sites/default/files/2022-05/5065%2520Vendor%2520and%2520Other%2520Non-employee%2520Travel%2520190729.pdf
https://gao.az.gov/sites/default/files/2022-05/5065%2520Vendor%2520and%2520Other%2520Non-employee%2520Travel%2520190729.pdf
https://appraisalfoundation.org/imis/TAF/Standards/Appraisal_Standards/Uniform_Standards_of_Professional_Appraisal_Practice/TAF/USPAP.aspx?hkey=a6420a67-dbfa-41b3-9878-fac35923d2af
https://appraisalfoundation.org/imis/TAF/Standards/Appraisal_Standards/Uniform_Standards_of_Professional_Appraisal_Practice/TAF/USPAP.aspx?hkey=a6420a67-dbfa-41b3-9878-fac35923d2af
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Grant Scoring Criteria

Land and Water Conservation Fund scoring is determined by the SCORP.

Connection to Associated Planning Document 50

High Level Scoring Criteria (Motorized and Non-Motorized, State and Federal)

How well does the project align with State Trails Plan and other planning documents?

Comprehensive Budget 20
Does the budget have enough detail to understand costs but allow for flexibility?

Timeline / Planning 10
Is the project shovel ready? Is the timeline reasonable?

Application Quality 10
Are all required elements provided by the sponsor?

Special Considerations 10
Letters of support, matching funds, first-time applicants, and diversity of trail uses

TOTAL 100

Points
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Trail Crew Information

Whether the grant involves doing a Trail Maintenance Program project or a Competitive Motorized Grant 
project involving building new trails, reroutes or installing signs, a sponsor can recruit any of the six (6) trail crews 
on state-contract to do your trail work.  

American Conservation Experience (ACE)
(888) 958-6819  |  www.usaconservation.org

Arizona Conservation Corps (AZCC)
(928) 526-3280  | www.azcorps.org

Cuddy Mountain Trail Company (CMTC)
(208) 550-1193  |  www.americantrails.org/organizations
			   /cuddy-mountain-trail-company

Flagline Trails
(928) 814-8226  |  www.flaglinetrails.com

Proline Trails
(480) 318-5577  |  www.prolinetrails.com

Southwest Siteworks
(520) 904-2456  |  www.southwestsiteworks.com

Trail Crew Information Summary:
•	 Project Sponsors can choose from any of the six state-contracted trail crews to complete work. 

•	 Project Sponsors must select one of the contracted trail crews to do work under the State Parks RTP  
	 Trail Maintenance Program. 

•	 Project Sponsors must initiate contact with the contracted trail crews as the trail crews are not permitted 		
	 to solicit work from the project sponsors. 

•	 All contracted trail crews are required to meet program requirements and all other applicable state and 		
	 federal regulations. 

•	 Crews on contract have built trails at several Arizona State Parks sites. 

•	 All crews have experience building ADA compliant trails.

https://www.usaconservation.org/
https://azcorps.org/
https://www.flaglinetrails.com/
https://prolinetrails.com/
https://southwestsiteworks.com/
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Administrative Guidelines
These Administrative Guidelines were established to assist project sponsors in the successful and timely 
completion of their grant projects. The Arizona State Parks and Trails (ASPT) Grant Staff will work closely with 
project sponsors to answer questions and provide recommendations on grant projects. Should you have 
questions or concerns regarding a grant project, please contact grants staff.

Matthew Eberhart, State Off-Highway Vehicle Coordinator
(480) 695-2628  |  meberhart@azstateparks.gov 

Jeff Schmidt, GIS and Grant Program Manager
(602) 524-7124  |  jschmidt@azstateparks.gov 

Nina Lindsey, Chief of Grants and Trails
(602) 568-8845  |  nlindsey@azstateparks.gov

Arizona State Parks Website
azstateparks.com

Grants Program Web Page
azstateparks.com/grants

Webgrants (Online system)
https://www.azparkgrants.com

Administrative Guidelines For Awarded Grants

Grants Staff Contact Information

Websites

Alec Wilcox, Grants and Trails Coordinator
(480) 640-5821  |  awilcox@azstateparks.gov

Juan Colorado-Alvarez, Planner III
(480) 714-3337   |  jcolorado-alvarez@azstateparks.gov

https://azstateparks.com/
https://azstateparks.com/grants
https://www.azparkgrants.com/index.do
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These guidelines provide the policies and procedures that give project sponsors direction to successfully 
administer grant projects. They represent Arizona State Parks Board policy for grant administration.

Online Grants Management System: WebGrants | https://www.AZParkGrants.com

All grant programs are  managed through Arizona State Parks and Trails (ASPT) Online Grant Management 
Systems WebGrants and all applications must be submitted through WebGrants.

Grant Manual Updates
This manual is periodically updated to reflect project guidelines in accordance with changing funding opportu-
nities. Below are the individual program manuals for each fund that Arizona State Parks and Trails administers. 
These funds vary based on appropriations, tax revenues, and other factors, which are clearly outlined each 
fiscal year within WebGrants, the agency’s online grant management system.

Land and Water Conservation Fund (LWCF) State Assistance Program, Federal Financial 
Assistance Manual The LWCF Grants Manual sets forth the administrative policies, procedures and 
guidelines for LWCF grants. The LWCF manual is used as a guide in administering the programs when 
appropriate or when Arizona State Parks Board policy is silent. The Open Project Selection Process is 
used to determine project selection criteria.

Federal Recreational Trails Program (RTP) The Recreational Trails Program (RTP) provides funds 
to states to develop/maintain recreational trails and trail-related facilities for both non-motorized and 
motorized recreational trail uses. It is funded from motor fuel taxes collected from off-highway recre-
ational fuel use (OHVs) in each state.

State OHV Recreation Fund (A.R.S.§28-1176) The Arizona Off-Highway Vehicle Recreation Fund 
is comprised of 0.55% of Arizona’s fuel tax revenue, Non-Resident, and Resident OHV Decals. Arizona 
State Parks and Trails receives 60% of the funds for program administration and grant distribution.  
The OHV Recreation Fund’s spending guidelines are outlined in Arizona Revised Statute 28-1176  
and this manual.

Heritage Fund (Subject to annual appropriations) The Heritage Fund is an appropriated fund dis-
tributed by the state legislature to Arizona State Parks and Trails. These funds can be awarded to proj-
ects for Local, Regional, and State Parks (LRSP), Environmental Education, and Non-Motorized Trails. 
Arizona State Parks and Trails utilizes criteria outlined in Arizona Revised Statute (ARS) 41-503 and this 
Manual to determine project eligibility.

State Lake Improvement Fund (Subject to annual appropriations) The State Lake Improvement 
Fund is an appropriated fund distributed by the state legislature to Arizona State Parks and Trails.  The 
fund is used to fund projects on waters where gasoline-powered boats are allowed. Arizona State Parks 
and Trails utilizes criteria outlined in Arizona Revised Statute (ARS) 5-382 and this Manual to determine 
project eligibility.

Grant Administration

https://www.azparkgrants.com/index.do
https://www.nps.gov/subjects/lwcf/upload/LWCF-FA-Manual-Vol72_2023-10-01_508.pdf
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Overview of Project Agreements
The project sponsor must be able to demonstrate that the project is ready to move forward immediately 
upon receipt of an Approval to Proceed before the project application is submitted. Once a project is awarded 
funding by the Arizona State Parks Board and cultural and environmental reviews are completed by Arizona 
Department of Transportation (ADOT) Environmental Planning Group (EPG) and/or the State Historic Preser-
vation Office (SHPO), the project sponsor is required to sign an agreement with Arizona State Parks and Trails 
that identifies the terms and conditions that guide the parties through the administration of the funds and the 
completion of the approved project. 

Project Agreements contain the project title, identifying number(i.e. project number), grant award amount, 
budget scope items, project period, any program minimum required match, approved scope of work, and 
other special conditions pertinent to the award. Agreements reference the Administrative Guidelines, specif-
ic General Provisions that apply to the project sponsor or the current Intergovernmental Agreement in place 
with the project sponsor, and the applicable grant manual and original project application to provide additional 
guidance. 

Before a project will be considered for funding, the project sponsor must demonstrate that the project can 
meet the requirements of the State Historic Preservation Office (SHPO) and, for federal-aid projects, the  
National Environmental Policy Act (NEPA).

Procedures
1. All project sponsors must be able to provide documentation for review by the ADOT EPG and SHPO. Doc-
umentation includes cultural surveys of the project area and a project description that describes how cultur-
al resources in the project area will be avoided and how possible direct or indirect effects will be mitigated. 
Therefore, the project sponsor must conduct investigations during the project development stages to de-
termine the potential for impacts to existing cultural resources the project may cause. The surveys may take 
considerable time and may be expensive. The project sponsor must plan ahead and be prepared to provide the 
required documents within sixty (60) days of a request from State Parks staff.  It is highly recommended that 
this survey be submitted with the application referencing sections specifically related to the project.

2. Project sponsors who will be receiving federal-aid funds are required to provide documentation that meets 
National Environmental Policy Act (NEPA) requirements. The project development process must identify any 
existing environmental conditions that may delay or prevent development of the project. The project descrip-
tion must specifically identify how any sensitive areas will be avoided or possible direct or indirect effects will 
be mitigated. With the exception of an education only project or equipment purchases, all projects are re-
quired to submit an updated species map list from Arizona Game & Fish and attach to the NEPA Form (sepa-
rate form in application).

Project Agreements

	 a. The species list is generated by using the Game and Fish’s Environmental Review Tool which  
	 produces the required map. In addition, the Game & Fish tool also includes many other mapping  
	 features to add layers, identify Section, Township, Range; land ownership and to draw/identify trails, 		
	 trailheads, location of projected signage, and any area that will require ground disturbance. 

	 b. NOTE: Failure to provide these documents may result in funds being withdrawn for an approved 		
	 project and funds transferred to another trail project.

3. Meeting the SHPO deadline will ensure that a project agreement can be executed within six months (180 
days) after Arizona State Parks Board awards funding. A project may be canceled if for any reason a project 
agreement cannot be executed within 30 days of funding approval.

https://ert.azgfd.gov/
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	 a. If acceptable, the project sponsor signs the Project Sponsor Agreement with Attachment A and B 
		 returns them electronically within 30 working days of receipt for final execution by the Executive  
	 Director or the designer of ASPT.

	 b. ASPT will upload the signed agreement in WebGrants and make it available to both parties. The  
	 agreement is effective as of the date signed by ASPT and the project sponsor is notified that eligible  
	 project expenditures and match may begin.

	 c. ASPT will send an Approval to Proceed along with the signed Project Agreement to sponsor via  
	 WebGrants correspondence.

	 d. If the project sponsor cannot return the signed Project Sponsor Agreement within the 30 days from 		
	 the date of receipt, a time extension may be requested. The extension request must be justified in 		
	 writing and received by Arizona State Parks and Trails at least 10 working days prior to the end of the 		
	 30-day period.

	 e. If agreements are not signed and returned to Arizona State Parks and Trails within 30 working days 		
	 of the approved extended time period, the project may be canceled. ASPT will notify the project  
	 sponsor in writing when grant funding is canceled.

4. After the SHPO and/or federal approvals of cultural and NEPA requirements, a draft Project Sponsor 
Agreement with Attachment A and B are e-mailed to the project sponsor for review. The project sponsor has 
30 days to return the draft agreement back to ASPT staff with suggested edits. After this review, ASPT staff 
will send a clean agreement via email for electronic signature. The project sponsor must return this signed 
agreement within 30 days or may lose funding for the project.  The individual authorized in the Resolution 
or Authority to Apply document must sign the agreement. The agreement includes a signature line for legal 
counsel and review of the agreement is recommended, but not required.

Preservation and Conservation Easement Deed (PCED)
For Historic Preservation grants involving property development work, a Preservation and Conservation Ease-
ment Deed (PCED) is a special condition of the project sponsor agreement. This document binds the property 
owner and/or subsequent owners to assume responsibility for maintenance of the property for a specified 
number of years based on the grant award.

When an individual project receives more than $10,000 in Arizona Historic Preservation Heritage Funds, a 
Preservation and Conservation Easement Deed must be completed by the property owner and recorded by 
the County Recorder with the current deed to the property. A copy of the recordation must be sent to ASPT 
within 90 days of full execution. Disbursement of grant funds will be held until evidence of the PCED 
recordation is received by ASPT.
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Each project sponsor is expected to complete the project according to the original agreement within the ap-
proved period of performance stated on the executed agreement. ASPT recognizes however, that the project 

sponsor may encounter circumstances that may warrant an amendment to the project sponsor agreement.

Amendment Types
Permissible amendments include: scope changes, funding adjustments, time extensions/term adjustments, 
sponsorship change. Amendment requests must be submitted electronically to ASPT staff. Justification and 
appropriate support information must be attached to the request. The amendment policy of the Arizona State 
Parks Board defines each amendment type and specifies the approval authority.
*NOTE: Amendment requests must be submitted to the grant staff at ASPT at least three months prior to 
the project ending date or the amendment may not be considered.

Retroactive Amendments
Any requests for retroactive decisions must be approved by the Arizona State Parks Board. Requests must be 
detailed and must provide a revised timeline of project completion for all approved scope items.

Amendment Process
If Arizona State Parks and Trails approves the amendment, the project sponsor will receive an electronic 
agreement for e-signature. Within 30-working days of receipt, the project sponsor must return the signed 
documents to ASPT for signature by the Executive Director or designee. The amendment is effective as of the 
date of signing by Arizona State Parks and a copy of the executed agreement will be sent at that time.  If the 
request is denied, the project sponsor will receive notification of the denial.

Amendment Policy for Grant Project Sponsor Agreements
Project sponsor agreements authorized by the Arizona State Parks Board may be amended to accommodate 
changes to the original agreement. Authorized amendment types include: 1) time extensions, 2) scope chang-
es, 3) funding adjustments, and/or 4) change in project sponsor.

Notes to the Policy:
Upon project closure, an amendment shall not be necessary to reduce project costs from the original award 
if the approved project scope was accomplished for less money than the award. In lieu of the amendment, 
project sponsor shall prepare a “Project Closure” letter to ASPT summarizing grant fund expenditures and the 
disposition of unexpended funds. This letter shall be the official document specifying actual grant funds ex-
pended, closure of the project, and the disposition of unexpended funds.

Amendments to approve scope of work items or staff shall present retroactive time extensions to the appro-
priate Advisory Committee and then to the Board for approval consideration, with a staff recommendation for 
either approval or denial. Scope change amendments must include a revised cost schedule and a revised site 
plan.

The following explanation clarifies authorized amendment types including the approval 
authority for each and shall apply to each grant program administered by ASPT.

Amendments to the Agreement
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The project sponsor and State Parks staff will administer awarded projects according to the terms of the proj-
ect sponsor agreement and the guidelines in this manual. Following an award of grant funds, the project spon-
sor shall make every effort to expedite project work towards successful completion. LWCF and Recreational 
Trails Program projects are administered according to the appropriate federal grant manual, the terms of the 
agreement with the National Park Service or authorization of Federal Highway Administration, and the terms 

of the project sponsor agreement with ASPT.

Procurement Standards
If the project sponsor is a federal, state, or county governmental entity, procurement transactions shall be 
accomplished according to the project sponsor’s procurement standards. State procurement standards shall 
apply to all other entities to the fullest extent possible. Click here for State procurement standards or go to 
www.spointra.az.gov/resources/procurement-regulations.

Project Period
A development project must be completed within the time frame of the date the project sponsor agreement is 
signed by ASPT. (Generally, between 2 ½ and up to no more than 3 years.)  

An acquisition project should be completed within two (2) years of the date the project sponsor agreement is 
signed by ASPT.

A project including both development and acquisition should be completed by the end date listed in the proj-
ect sponsor agreement or risk loss of funding. If the project cannot be completed by the project end date, the 
project sponsor must request a time extension within three (3) months prior to the end date on agreement. 
Project time extensions must include extenuating circumstances to be approved.
 
All RTP and OHV projects must be active within any 6-month period meaning reimbursements must be  
requested within that time frame. Failure to meet this requirement may result in funds being withdrawn 
for the project.

Project Start-Up 
The project sponsor shall commence work on an approved project. Work is defined as: an executed consul-
tant agreement for studies, reports, or architectural/engineering projects; an executed construction contract 
or initiated on-site force account labor (construction or maintenance activities performed by a project spon-
sor’s personnel rather than by outside labor) for development projects; release of Request for Quotes (RFQ) 
for equipment purchases; initiation of negotiations to purchase real property for acquisition projects; or other 
documented evidence of project initiation.
 
For Recreational Trails and Off-Highway Vehicle grant awards must be shovel-ready. This means that work 
will begin immediately upon receiving an Approval to Proceed. 

Progress Reports
Following receipt of a fully executed Project Sponsor Agreement, the project sponsor is required to submit 
Status progress Reports to ASPT using WebGrants. These reports provide updates on project progress. The 
project sponsor must ensure that the reports are submitted in accordance with their Project Sponsor Agree-
ment. Depending on the funding opportunity, these reports are due annually, quarterly, bi-monthly

Project Management

https://spo.az.gov/for-agencies/resources-and-documents/procurement-regulations
https://spo.az.gov/for-agencies/resources-and-documents/procurement-regulations
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or monthly. Any progress report that is late will delay any reimbursement request or any new agreements 
moving forward until these reports are in compliance.  Late reports may affect future grant requests.

On-Site Inspections
ASPT staff or advisory committee members may make periodic on-site inspections of project sites. When-
ever possible, these inspections will take place with the project sponsor at a mutually agreeable time. During 
inspections, staff will determine compliance with the project sponsor agreement and provide problem-solving 
assistance.

Fund Acknowledgement and Signs
The project sponsor must provide permanent acknowledgement of grant funding assistance according to the 
following guidelines. At a minimum, fund acknowledgement shall include the following language:
“This project was financed in part by a grant from (name of grant program) and administered by the 
Arizona State Parks Board.”

Temporary Signs The project site may display temporary signs acknowledging the funding source upon 
initiation of construction and the signs may remain until the project is completed. There is no requirement to 
place a sign at an acquisition project site because of the effect such acknowledgement may have on the mar-
ket value of the land.
 
Permanent Signs Fund acknowledgement signs and decals are available from ASPT at no cost. A project 
sponsor must obtain approval from ASPT before using any other method of acknowledgement. ASPT will 
supply basic acknowledgement signs for approved projects to be used at project sites. Costs associated with 
additional fund acknowledgement and informational and/or directional signs are allowable project costs.
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Development Projects
Construction contracts must be awarded, or force account on-site work must be in progress, within 6 (six) 
months of the obligation award and fully executed project sponsor agreement. Each project sponsor is ex-
pected to proceed with the development of plans and specifications after receipt of the fully executed project 
sponsor agreement for the Arizona State Parks Board approved development project.
 
The project sponsor must give attention to the following items when proceeding with approved work.

The project sponsor must use an Arizona licensed architect/engineer registered under A.R.S.§ 32-1 – Profes-
sions and Occupations to prepare the plans and specifications for either contract or force-account construc-
tion work.

The project sponsor must submit a copy of the signed agreement between the project sponsor and the ar-
chitectural and/or engineering firm that conducts the work to ASPT if costs for this work are included in the 
approved project scope and budget.

NOTE: An officer or United States federal employee practicing as an architect, engineer, 
geologist, assayer, landscape architect or land surveyor is exempt from this requirement.

Upon completion of the solicitation of bids for construction contracts, the project sponsor must submit a copy 
of the bid award letter to ASPT (Appendix A).

Historic Preservation plans and specifications must be submitted to the HP Grant Coordinator who will for-
ward the plans and specifications to the State Historic Preservation Office (SHPO) for review.

SHPO has 30 days to complete a review and provide written comments. Upon completion of the review, the 
HP Grant Coordinator will notify the project sponsor and when appropriate, issue a Notice to Proceed (NTP).

The review ensures that the work to be accomplished is consistent with the Secretary of Interior’s Standards 
for Historic Preservation Certification. Grant payment requests will not be processed until the review occurs.

The following documentation must be submitted before any reimbursements are released: plans and spec-
ifications (For all buildings and bridges), list of bids received, award of bid letter (Appendix A), a justification 
statement if an award is made to a vendor other than the lowest bidder (must be approved by grant staff prior 
to selection).

Project Types

1. Arizona Licensed Architect/Engineer

2. Bid Solicitation Review

3. Plans and Specifications Review for Historic Preservation Projects

4. Required Documentation for Development Projects
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Required Documentation for Equipment Projects
The project sponsor must purchase approved equipment according to the project sponsor’s procurement 
standards; in the event the sponsor does not have internal procurement standards, state procurement stan-
dards must be utilized instead. Equipment purchased with Recreational Trails Program or Land and Water 
Conservation Funding must meet Buy America Build America standards and must be approved by ASPT staff 
prior to purchase.

Acquisition Projects for All Grant Programs EXCEPT Growing Smarter
The project sponsor must initiate negotiations to purchase land, water or property within six (6) months of the 
date on the fully executed project sponsor agreement.
 
Acquisition of land, water, property or interests therein may be accomplished through negotiated purchase or 
donation. All acquisitions must conform to the Arizona Board of Appraisal, the Uniform Standards of Profes-
sional Appraisal Practice (USPAP), and state and federal laws pertaining to acquisition.
 
ASPT will not provide grant assistance for, nor count as matching funds, land acquisitions at a price above the 
approved appraised value. An appraisal is considered valid if it was done within one year prior to the purchase.

Appraisal The project sponsor must obtain an appraisal of the property proposed for purchase according 
to the requirements of the Arizona Board of Appraisal and the USPAP. The appraiser must be an Arizona-li-
censed certified appraiser. The appraisal is valid for one year.
 
Appraisal Review Report The project sponsor must submit each appraisal to ASPT for review. ASPT con-
firms whether the preparation of the appraisal is in accordance with the USPAP and that the fair market value 
is appropriately supported.

ASPT may request a court-appointed “determination of value” of the review if the appraised value specified in 
the appraisal report is challenged. The approved appraised value as established by the appraisal review report, 
or a determination of value, sets the limit for grant assistance in the cost of land, water or other property.
 
Required Acquisition Documentation for All Programs 
The first grant payment request will not be processed until the following documentation is received:
•	 Appraisal report
•	 Written offer to purchase, including a statement of just compensation (not required for donations)
•	 Written offer to donate when all or a portion of a property is to be donated
•	 Documentation that the owner was given an opportunity to accompany the appraiser during the  
	 appraiser’s inspection of the property (this can come from the project sponsor)
•	 Evidence of purchase price
•	 Recorded title
•	 Title insurance no older than one year, or the project sponsor’s attorney certification that the title is  
	 free and clear of encumbrances
•	 A cultural resources evaluation pursuant to A.R.S. § 41-861 et. Seq. of the State Historic Preservation 
	 Act, if required by the State Historic Preservation Office (SHPO)

https://appraisalfoundation.org/products/uspap?hkey=a6420a67-dbfa-41b3-9878-fac35923d2af
https://appraisalfoundation.org/products/uspap?hkey=a6420a67-dbfa-41b3-9878-fac35923d2af
https://www.azauditor.gov/reports-publications/state-agencies/appraisal-board/report/arizona-board-appraisal-2013-04-15-000000
https://appraisalfoundation.org/products/uspap
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Waiver of Retroactivity for Acquisition Projects
Acquisitions completed prior to grant approval may be eligible for grant assistance under the following condi-
tions. A waiver of retroactivity applies only to real estate acquisition projects (land or structures). The waiver of 
retroactivity applies if it is necessary to acquire property, through purchase or donation, before a grant appli-
cation for acquisition assistance can be considered for funding, usually because the sale of a property is im-
minent and if not purchased, a significant opportunity would be lost. The Executive Director of Arizona State 
Parks, or a designee, must approve the waiver before the project sponsor acquires the property.

To obtain approval, the applicant must notify Arizona State Parks and Trails in writing of the necessity for the 
waiver and give justification for the proposed action prior to acquiring the property. The notification must 
include a site map and parcel map and the anticipated date of acquisition.
 
If Arizona State Parks and Trails approves the waiver and later awards the grant funds, then retroactive acqui-
sition costs (including land donation values) will be eligible for grant assistance.
 
Granting a waiver acknowledges the need for immediate action, but does not imply project approval. Retro-
active costs are incurred at the applicant’s risk, since the granting of the waiver does not in any way ensure full 
funding approval of the project.
 
If Arizona State Parks and Trails grants the waiver, the applicant must submit a grant application within the 
next 12 months.

Detail of Expenditure (DOE) Form
The Detail of Expenditure is used to list actual costs and match for eligible project expenditures in chronologi-
cal order.
•	 Each expenditure must reference a project scope item and an electronic transfer or acknowledgment 		
	 of a credit card purchase for each expenditure paid.
•	 Every match requires documentation including: volunteer time, staff time, equipment use, and any  
	 other match submitted.

ASPT will reimburse eligible expenditures included within the project’s approved scope of work. Reimburse-
ments are made provided the minimum match required for the program is met. 
 
Project sponsors must use the forms located in WebGrants and complete the Detail of Expenditure to request 
reimbursement. This fiscal accounting system must be used to ensure proper accounting of receipts and  
expenditures attributable to an awarded project.
 
Each expenditure must be supported with appropriate supporting documentation.
 
The project sponsor must retain all original support documentation, such as purchase orders, requisitions, 
invoices and evidence of payment, time sheets, transfer documents, appraisals and related acquisition doc-
uments. Support documents that don’t already include this information must identify the grant project name 
and number as shown on the project sponsor agreement. These documents must be retained for a period of 5 
years from grant closure.
 
A project sponsor must submit their Vendor ID from the Arizona Procurement Portal (APP) number prior to 
submission of first reimbursement. For information about APP registration, please see this link.

Grants Payments

https://app.az.gov/page.aspx/en/usr/login?ReturnUrl=%2fpage.aspx%2fen%2fbuy%2fhomepage
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•	 A Detail of Expenditure must be completed and sent electronically according to the instructions and 		
	 must accompany each grant payment request.

REMINDER: Supporting documentation including photocopies of purchase orders, requisitions, 
invoices, evidence of payment, time sheets, transfer documents, appraisals and related acquisi-
tion documents are also required.

Payment Process
Project claims may be submitted as frequently as weekly. Monthly requests are preferred. Please submit only 
one claim at a time. Please note that payments will typically take two (2) to four (4) weeks to process.

The project sponsor must complete the project by the project end date specified in the Project Sponsor 
Agreement’s period of performance. The Project Sponsor shall have no more than 60 days following the proj-
ect ending date to submit all required closure documents to ASPT through WebGrants. Failure to submit the 
closure documents within this timeframe may reflect negatively on the rating of the project sponsor’s future 
grant applications and may result in project termination. ASPT will hold final reimbursement until the 
project sponsor provides the close out letter and final status report. 

Required Closure Documents for All Grant Programs
The project sponsor must complete the Project Completion Letter in WebGrants to ASPT within 60 working 
days following project completion following the project end date. The following documents must be  
submitted in WebGrants to ASPT within 60 working days following project completion: 

•	 A completed final Grant Payment Request Form (Claim), which includes the Detail of Expenditure. 

•	 Final Status Report indicating that the project is 100% complete along with project photos. This  
	 Final Report must include that all approved grant expenditures and match have been completed. 

•	 An “as-built” site map for development projects or an “as-acquired” parcel map for acquisition projects. 

•	 A final deliverable such as a status report, brochure, video, survey, inventory report, or photos that  
	 include acknowledgement of grant funds awarded/ used.
	  
 
NOTE: The site map or parcel map need only depict work completed or parcels acquired 				  
with grant assistance. The project sponsor is not required to submit detailed engineering drawings 		
for site maps. Please try to keep maps 8.5” X 11” in size. Submit an “as-built” map if the project site 
is different from the map submitted with the application.

Project Closure and Project Completion Letter
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Final On-Site Inspections
ASPT may request photos of a completed project in lieu of performing an on-site inspection. In addition,  
project sponsors may be asked to attend an advisory committee meeting to report on finished projects.
 

Development Projects  
ASPT staff or their designees may schedule a final on-site inspection of the project site to determine compli-
ance with the terms of the project sponsor agreement and any amendments. Problems that become evident 
during the inspection may be reconciled by amendment, administrative action or other action appropriate to 
the funding program and the project.

Equipment Purchases and/or Land Acquisitions  
ASPT will determine the need for on-site inspections of equipment purchases and land acquisitions.  ASPT 
requires that any equipment purchased with grant funds must be properly maintained and serviced by the 
project sponsor. The project sponsor is required to provide ASPT with equipment, make, model, and VIN(seri-
al) number after purchase. The equipment must only be used for its intended purpose. Grants provided prior 
to July 1, 2025 require project sponsors to provide updates  to ASPT staff on the equipment’s use and purpose 
every 5 years. Failure to provide this report may delay future grant approvals. The project sponsor must con-
tact ASPT prior to disposal or transfer of any grant purchased equipment.

Document Reconciliation and Final Payment
If applicable, the final payment will be processed after ASPT staff receives all required closure documents.

Each awarded project will be closed, withdrawn or terminated according to the provisions of the project  
sponsor agreement.
 

Withdrawal
The project sponsor may withdraw the project at any time before the first grant disbursement is made without 
penalty.
 
If State Parks and the project sponsor agree that the continuation of the project would not produce benefi-
cial results commensurate with the further expenditure of funds the project sponsor may withdraw from the 
project sponsor agreement at any time before the date of completion. The two parties shall agree upon the 
withdrawal conditions, including the effective date and, in the case of partial withdrawal, the portion to be 
withdrawn. The project sponsor shall not incur new obligations for the withdrawn portion after the effective 
date, and shall cancel as many outstanding obligations as possible.
 
The project sponsor is required to reimburse all funds provided by the Arizona State Parks Board with the 
grant share of obligations properly incurred before the effective withdrawal date unless the project in question 
is brought to a state of public usefulness to the terms set forth by ASPT.

Termination
After initial payment, the Arizona State Parks Board may terminate the project in whole, or in part, at any time 
before the date of completion, whenever the Arizona State Parks Board determines that the project sponsor 
failed to comply with the terms or conditions of the grant. Arizona State Parks Board will promptly notify the 
project sponsor in writing of the determination and the reasons for the termination, including the effective 
date. All payments made to project sponsors shall be recoverable by ASPT under a project terminated  
for cause. 

Project Withdrawal and Termination
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Termination for cause is a contract provision that permits a party completely or partially to terminate 
performance of the contract for material breach or other stated causes.
 
When there is a “for cause” event, the contract usually requires that the party give the other party notice that 
adequately identifies the reasons for the alleged “for cause” event, and provides a period of time for the other 
party to cure the problem(s). Only if that party fails to rectify the problem(s) within the prescribed cure period 
does the affected party have the right to terminate the agreement.

Each awarded project is subject to audit by ASPT staff or designees according to the terms of public use as 
outlined in the Project Agreement. This signifies the official closeout of the grant.
 
The audit determines compliance with the terms of the project sponsor agreement and that all project expen-
ditures were allowable and documented. The project sponsor is responsible to comply with the project record 
retention requirement of maintaining project records for a period of five years.

Random Selection
An annual, random selection from closed projects determines which projects are audited. A minimum of one 
project per program may be selected.
 

Audit Checklist
Project sponsors are required to complete an ASPT audit checklist and provide the designated audit firm with 
an audit packet, which includes the documents listed on the audit checklist within 20 working days.
 

Audit Coordination
ASPT staff coordinates the audit process with the project sponsor and its designated audit firm.
 

Recovery of Grant Funds
In the event a disallowance of grant expenditure(s) was not determined prior to close-out of the grant, ASPT 
retains the right to recover an appropriate amount after fully considering the recommendations on disallowed 
costs resulting from a final audit.

Audit
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Claims Process: Reimbursing Project Expenses

This process outlines the steps and documentation required to successfully claim reimbursement for expenses 
incurred as part of your grant-funded project. Please reach out to Grant Staff prior to submitting a claim for 
additional assistance, if needed.

Step 1: Understand Eligible Expenses
Before making any purchases, carefully review your grant agreement to understand precisely which expenses 
are eligible for reimbursement. This typically includes categories like:
•	 Materials and Supplies: Items directly used for the project’s execution.
•	 Travel: Gas, lodging, and per diem (if applicable) for project-related travel.
•	 Services: Fees for contractors or consultants.
•	 Equipment Rental: Costs associated with renting necessary equipment.

Step 2: Make Approved Purchases and Retain Documentation
When making purchases, always:
•	 Use a traceable payment method (credit or debit card) for all transactions. Avoid cash payments  
	 if possible.
•	 Request and keep original receipts for all purchases. Digital receipts are acceptable if they contain  
	 all necessary information.
•	 Ensure receipts clearly show the vendor name, date, itemized list of purchases, subtotal, tax, and  
	 grand total.

Step 3: Compile Proof of Payment
Your proof of payment confirms that the transaction was completed and the funds were debited from your 
account. This is typically achieved through:
•	 Bank Statements: Highlight the specific transactions on your bank statement that correspond to your		
	 receipts. Ensure the statement shows the date, vendor, and amount.
•	 Credit Card Statements: Similar to bank statements, these provide a clear record of your purchases.

Step 4: Complete the Grant Claim Form
Fill out the official grant claim form provided by the granting organization. This form will typically require:
•	 Your grant number and project title.
•	 A breakdown of expenses by category.
•	 Total amount claimed.
•	 Your signature and date.

Step 5: Submit Your Claim
Organize all your documentation meticulously:
•	 Grant Claim Form
•	 Original Receipts (or clear copies/digital versions)
•	 Proof of Payment (highlighted bank/credit card statements)
Submit the complete package according to the grant provider’s instructions (e.g., via email, online portal, or 
postal mail). Keep copies of everything you submit for your records.
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a. Gas Purchase (Chevron)
Vendor: Chevron Station #7890
Address: 123 Main Street, Anytown, AZ 85001
Date: July 25, 2025
Time: 10:30 AM
Transaction Type: DEBIT
Card: **** **** **** 1234
Pump: 03
Product: Unleaded Plus
Gallons: 15.250
Price/Gallon: $3.799
Total Sale: $57.93
Auth Code: 001234
Transaction ID: 567890

b. Ace Hardware Purchase (Materials)
Vendor: Ace Hardware -Downtown
Address: 456 Oak Avenue, Anytown, AZ 85001
Date: July 26, 2025
Time: 2:15 PM
Transaction Type: CREDIT
Card: **** **** **** 5678
Items Purchased:
•	 (2) Heavy Duty Tarps (10x12ft) @ $24.99  
	 each = $49.98
•	 (1) Set of Rope & Bungee Cords 
	 (Assorted) = $12.50
•	 (1) First Aid Kit (Outdoor) = $18.75
•	 (4) Utility Buckets (5-gallon) @  
	 $6.25 each = $25.00
Subtotal: $106.23
Tax (8.1%): $8.60
Grand Total: $114.83

c. Amazon Purchase Invoice  
(Outdoor Recreation Items)
Invoice Date: July 27, 2025
Order Date: July 25, 2025
Order Number: 113-4567890-1234567
Payment Method: Visa ending in 9012 (Debit Card)
Ship To: [Your Name/Organization Name]
Address: [Your Address]
Items:
Product: Portable Camping Stove (Single Burner)
Quantity: 1
Price: $45.99
Condition: New
Product: Lightweight Backpacking Tent (2-person)
Quantity: 1
Price: $129.99
Condition: New
Product: Rechargeable LED Headlamp (2-pack)
Quantity: 1
Price: $28.50
Condition: New
Item Subtotal: $204.48
Shipping & Handling: $0.00
Total Before Tax: $204.48
Estimated Tax Collected: $16.56

Example Documentation for Grant Claims (Receipts)
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Bank Name: Anytown Bank & Trust
Account Holder: [Your Name/Organization Name]
Account Number: ******1234
Statement Period: July 1, 2025 -July 31, 2025

Date Description Amount (Debit)
Jul 25 CHEVRON 7890 Anytown AZ $57.93
Jul 26 ACE HARDWARE Downtown AZ $114.83
Jul 28 AMAZON.COM*1234567 WA $221.04

Example Proof of Payment (Bank Statement Excerpt)

By providing clear, itemized receipts and corresponding bank or credit card statements that show the  
successful debit of funds, you'll have a strong claim for reimbursement. Remember to always check your spe-
cific grant's guidelines, as requirements can vary.
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Post-Completion Requirements

The results of a completed project shall benefit the public according to the stated purposes of each 
grant-funding program. ASPT requires a project sponsor to operate and maintain the project for the period 
specified in the project sponsor agreement.
 

Operation and Maintenance
Property acquired or developed with grant assistance shall be operated and maintained as follows:
•	 The property shall be maintained to appear attractive and inviting to the public.
•	 Sanitation and sanitary facilities shall be maintained in accordance with applicable health standards.
•	 Buildings, roads, trails and other structures and improvements shall be kept in good repair throughout  
	 their estimated lifetime to prevent undue deterioration and to encourage public use.
•	 The facility shall be kept open for public use during reasonable hours and times of the year, according  
	 to the type of area or facility.
•	 Properties shall be kept safe for public use.

Self-Certification Inspections 
Growing Smarter Acquisitions parcels must complete an annual report through WebGrants by June 30.
 

Non-Compliance with Post-Completion Requirements
Project sponsors who do not meet the term of public use for grant-funded facilities must follow one of the 
remedies listed below to be in compliance with these guidelines. ASPT will consult with the project sponsor in 
determining the most appropriate remedy.
 

Obsolescence
The LWCF Grants Manual shall be used as guidance to process obsolescence requests. Only those requests 
that significantly contravene the original plans for an area shall require the Executive Director of ASPT (or des-
ignee) and in the case of LWCF, the National Park Service review and approval action. Notwithstanding neglect 
or inadequate maintenance on the part of the project sponsor, a recreation area or facility may be determined 
to be obsolete if:
•	 Reasonable maintenance and repairs are not sufficient to keep the recreation area or facility operating;
•	 Changing recreation needs dictate a change in the type of facility provided;
•	 Operating practices dictate a change in the type of facilities required; or
•	 The recreation area or facility is destroyed by fire, natural disaster or vandalism.
 
If a facility funded with LWCF is declared obsolete, the project area must continue to be available for public 
outdoor recreation in perpetuity.
 

Conversions
A conversion is required when a grant recipient is no longer maintaining a grant-funded facility to the standard 
originally stated in the project sponsor agreement approved by Arizona State Parks Board, or when the facility 
has been removed from public use. The facility must be replaced by one of equal value at the time of conver-
sion at the grant recipient’s expense.

If project areas are not properly meeting the term of public use, the LWCF State Assistance Program: Federal 
Financial Assistance Manual is used as guidance to process conversion requests under the LWCF; Local, Re-
gional, and State Parks; Recreational Trails Program; Trails; State Lake Improvement Fund; and Off-Highway 
Vehicle grant programs.

https://www.nps.gov/subjects/lwcf/upload/LWCF-FA-Manual-Vol72_2023-10-01_508.pdf
https://www.nps.gov/subjects/lwcf/upload/LWCF-FA-Manual-Vol72_2023-10-01_508.pdf
https://www.nps.gov/subjects/lwcf/upload/LWCF-FA-Manual-Vol72_2023-10-01_508.pdf
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Post-Completion Requirements

ASPT will process conversion requests administratively by obtaining Executive Director or designee approval. 
Conversions affecting LWCF project sites shall be forwarded to the National Park Service for approval follow-
ing action by the Executive Director or designee.
 

Repayment for All Grant Programs Except Growing Smarter and LWCF
In the event the project sponsor fails to provide for operation and maintenance of the facilities or equipment 
during the Term of Public Use, the project sponsor shall reimburse the appropriate grant fund as follows:
•	 100% of grant expended funds, 0-5th year;
•	 80%, 6th-10th year
•	 60%, 11th-15th year
•	 40%, 16th-20th year
•	 20%, 21st-25th year

NOTE: As an example, the 6th-10th year shall mean from the first day of the sixth year through the last day of 
the tenth year, beginning with the certified date of completion.
 
Repayment is not allowed for LWCF grant projects.
 

Repayment for Growing Smarter Acquisition Projects
The project sponsor is in default if it fails in the performance of any portion of this agreement or any condi-
tions of the Conservation Easement. Notice of and a description of the nature of the default will be mailed 
to the project sponsor. Failure to commence an ASPT-approved cure for the default or to seek amendment 
to the approved cure, within 60 days of project sponsor’s receipt of the written notice, shall be considered a 
default.

In case of a default of the contractual provisions stated in either this agreement or the conditions of the pat-
ent, ASPT retains the right to exercise remedies to the grant contract. Specifically, ASPT may request the fol-
lowing as remedies to a default: demand the return of the total grant award made pursuant to this agreement, 
interest on the grant award calculated at the court accessed judgment rate, attorney’s fees and court costs.
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Sample Bid Award Letter

Address the Bid Award letter to Arizona State Parks & Trails on the project sponsor’s letterhead and send to 
Arizona State Parks via email, or through correspondence in WebGrants. 
 
Date:
 
Chief of Grants and Trails
Arizona State Parks and Trails
1110 West Washington St, Suite 100    
Phoenix, Arizona 85007    
 
Dear (Chief of Grants and Trail’s name):
 
A bid proposal has been reviewed and found to be acceptable for the grant project numbered and titled: 
__________________________________
 
An award has been made to:
 
  	 Vendor’s Name:
  	 Address:
  	 Award Amount:
  	 Scope of Work:
 
Documents attached to this report include:
1)	 Certified list of bids received; and
2)	 A justification statement if an award is to a vendor other than the low bidder. A copy of the signed 
	 contract will be mailed to Arizona State Parks and Trails after it has been fully executed with the vendor.
 
A copy of the signed contract will be mailed to Arizona State Parks and Trails after it has been fully executed 
with the vendor.
 
Sincerely,
 
______________________________
Name
 
______________________________
Title
 
______________________________
Organization

Appendix A
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Project Completion Letter

Date:
 
Chief of Grants and Trails
Arizona State Parks
1110 West Washington St, Suite 100    
Phoenix, AZ 85007
 
Dear _______________,
 
This letter certifies that the grant project titled _______________,
and numbered _______________was completed on _______________ in accordance with the terms 
of the project sponsor agreement, including any approved amendments and complies with all applicable laws, 
rules and regulations.
 
This letter also certifies that this entity complied with all applicable state, local or other procurement rules and 
that the following documents are part of the project files for each awarded contract:
plans and specifications stamped by an Arizona licensed architect/engineer
award of bid letter for each construction contract
list of bids received for each construction contract
complete and signed copy of all construction contracts; and
a justification statement if an award is made to a vendor other than the lowest bidder.
 
All records and back-up documentation will be retained for five years. All facilities developed with grant funds 
will be available for public use for _________ years.
 
_________________________
Signature of person authorized to
sign for the Project sponsor
 
_________________________
Title of the above

Appendix B
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Arizona State Parks & Trails LWCF Site Inspection Form

Please review the form below to see what staff are looking for when conducting site visits. The form is com-
pleted by grant staff to ensure compliance for all LWCF projects. It is important that each grantee under-
stands the implications of not complying with LWCF policies and procedures.

•	 Is the property being used for the purposes intended?

•	 Is the property accessible to users with physical disabilities?

•	 Are the site/structures well maintained?

•	 Is there any visible graffiti or vandalism?

•	 Is the site and programs open to the general public including non-residents?

•	 Are the hours of operations posted?

•	 Are fees and charges reasonable?

•	 Are the scope items of the project on the project site?

•	 Are all buildings used for recreation?

•	 Was the  boundary verified with a determination that no conversion for non-recreational land  
	 use is necessary?

•	 Is the site free of any major problems?

•	 Indicate the overall condition of the site.

•	 Is there an LWCF/LRSP sign posted on-site?

Appendix C
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Volunteer Tracking Form Sample

Appendix D
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