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WebGrants Reporting Overview
 Status Reports

➢ Reporting frequency based on Funding 
Source

➢ Required to keep grant Active
➢ Must be up to date to receive reimbursement
➢ Final Report required to close project

• Now includes Required Completion Letter

➢ Built out in system by staff

Claims for Reimbursement
➢ 6 Month Activity Rule
➢ Any amount keeps project active
➢ Final Claim triggers Final Status Report 
➢ Staff available to assist

***Different from Status Reports***

WebGrants Correspondence
➢ Primary tool for communicating with Grant Staff
➢ Accessed through Grant Components in WebGrants
➢ Creates accurate record of communication for staff 

and sponsor



ᐃ Board approval is not a green light to start your project
→ Board approval ≠ Project approval
→ DO NOT incur expenses until you have a fully Signed Agreement along with an Approval to Proceed

→ Secondary Contact

→ Vendor (IV) Number (Register in Arizona Procurement Portal - APP) - **Cannot receive reimbursement without this**
→ Signed Resolution Required (*Does not apply to State or Federal Project Sponsors)

• We will hold sending the Final Agreement for Signature until a signed Resolution is Received

ᐃ Non-Ground Disturbing
→ A DRAFT Agreement will be sent through Correspondence for review

→ Project moved to “Underway” in WebGrants

→ Return DRAFT with requested changes within 30 days (Attachment B is boilerplate)

→ Final Agreement will be sent for e-signature

→ After final signature, we will send an Approval to Proceed

ᐃ Ground Disturbing 
→ Difference - Further review/approval is needed – SHPO/ADOT

• RTP = Federal Funding = ADOT EPG

• Heritage = State Funding = SHPO
→ After SHPO/ADOT Approval - same steps as Non-Ground Disturbing

• Agreement may contain Special Conditions from SHPO/ADOT

• Ex – Monitoring, avoidance, etc

Project Approved by State Parks Board



Board Approval Email Example



Project Start Date
• Approval to Proceed (AtP)
➢Do not incur expenses or match before receiving AtP along with a Fully Signed 

Agreement
➢ Approval sent after Project Agreement is fully signed
➢ Project Start Date, Reporting Frequency

• Work done starting on date specified in ATP is eligible for reimbursement

• Period of Performance – Start date until project end date

• Status Reports are required for all projects
• Status reporting frequency (quarterly, monthly, bi-monthly) stated on Project Agreement, Approval to 

Proceed

• For Clarification on Grants
➢ 2024-2025 Grants Manual/Administrative Guidelines 

https://arizona-content.usedirect.com/storage/2024-2025GrantManual.docx.pdf

https://arizona-content.usedirect.com/storage/2024-2025GrantManual.docx.pdf


Live Demos 

Correspondence

https://www.azparkgrants.com/

https://www.azparkgrants.com/


Correspondence
➢ Required means of communicating with Grant Staff for Approved Projects

➢ Faster response time

➢ Use to request adding new Grantee contacts (new contact must be registered 
in WebGrants)

➢ Creates accurate log of communication for Staff and Sponsor

➢ For questions about your project, go directly to Correspondence 
Component of your grant in WebGrants

➢ Please use Correspondence!



Live Demos 

Status Reports

https://www.azparkgrants.com/

https://www.azparkgrants.com/


Status Reports
• Key Points
✓ Reporting schedule built out by staff when the draft agreement is sent for review

• Reports are due the last day of specified months
*If report is submitted early, report on missed days in next report

✓ Keep reports concise
✓ Must be up to date to remain eligible for reimbursement

• System will send automatic reminders (example on next slide)

✓ Click “Submit” after all required sections are marked as complete
✓ A Final Status Report is required to close the project

• Complete by project end date or after submission of final claim

• Includes required completion letter template/upload section

• Please include photos and any relevant supporting documentation



Status Reports - Reminder Example



Reporting Frequency Chart

Rec Trails
(RTP)

Motorized
(OHV)

LWCF Heritage Fund
(HF) (Inactive for 2024/2025)

SLIF ARPA

Non-
Motor SEE TM LE

Small 
Grant

Emergency 
Mitigation Signage LWCF ORLP GS LRSP

Non-
Motor

Env 
Ed HP SLIF ARPA

Monthly X X X

Bi-Monthly X X

Quarterly X X X X X X X X X X

Yearly X

Status Reports

*Note for Law Enforcement Grants (LE) –  reports required for 2 years after project start date



Status Reports
Questions on Status Reports? 

Reach out to the following staff through Correspondence:

✓ LWCF and SLIF - Mickey Rogers/Jeff Schmidt

✓ OHV (Motorized)  - Matt Eberhart

✓ Non-motorized (HF and RTP) - Jeff Schmidt

✓ Historic Preservation Grants - Jessica LaPota



Live Demos 

Claims

https://www.azparkgrants.com/index.do

https://www.azparkgrants.com/index.do


Claims - Match
● RTP: 5.7% minimum required for each and every claim *Bank excess match for future claims*

➢ In-kind Match: Amount based off request+match so - Request Amount ÷ 0.943 • 0.057= in-kind
• E.g. $100 Invoice = $100 reimbursement Requires:

• $6.05 (100/.943*.057=$6.05) in-kind match
*Always round up, ADOT will reject if match is even one penny short

➢ Cash Match: Invoice Amount*0.057 – E.g. $100 Invoice = $94.30 reimbursement and $5.70 match
*Note for Federal Agencies: 5% of match must come from non-federal sources

• HF/SLIF/OHV: Match % varies based on project type (*match requirement always stated in agreement)

➢ In-kind match:Unlike RTP, amount based off of request (not including match), so:         
Request • Required Match % = in-kind

• E.g. If 10% is required, then $100 invoice needs $10.00 in-kind match
➢ Cash Match: Invoice amount*required match % - E.g. $100 Invoice, 10% match required = 

$90.00 reimbursement and $10.00 match
*Unlike RTP, Excess/all match can be submitted up front to cover future claims but this is 
not required as long as the minimum % is met for all claims. *No need to bank excess match*

• LWCF
➢ Request same as match, 1:1 required* (Unless otherwise specified in your agreement)



Claims
•Key Points Continued…

✓ Avoid submitting claims out of order

✓ Supporting Documents - only need to attach each document once

➢ Invoices/Receipts/Payroll/Mileage Maps

➢ Proof of payment (e.g. cancelled check, bank statement copy, copy of paystubs) **Prove the funds actually 
moved**

➢ *If match is required - Proof of match (e.g. copy of volunteer sign up sheets, detailed spreadsheet for banked 
match, bank statements and invoices/receipts for cash match)

✓ Use correct line items from budget (helps to have budget printed out or pulled up on separate screen)

✓ Include Invoice/Receipt Number, Invoice Date and Vendor Name in the Detailed Expenditure Record (DER)

✓ 10% rule –Updated Budget: ($500.00) =  $500 over budget for that line item - *WebGrants won’t let you submit 
>10%

✓ No data dumping

✓ Reporting Period – Period when the work was done (includes dates from invoices/payroll/etc.)

✓ Avoid Inactivity 
➢ Risk of losing funding if not submitted at a minimum of every Six (6) months (*Does not apply to Equipment Purchase only 

Grants)



Claims

● Try to submit a claim as soon as you have required documentation (invoice, proof of payment)
● Please avoid submitting multiple reimbursements - wait until previous is paid before submitting next claim
● If there is an issue with one, all will be delayed
● The budget does not update until claims are paid
● Sponsor and reviewer will have a much harder time ensuring line items are within budget



Claims



• Tips and Tricks
✓ Have budget printed out or pulled up on separate screen while inputting claim

➢ Helps ensure correct budget line items are used

✓ Match
➢ Proof of match is required

• In-kind Volunteer: Copies of volunteer sign up sheets, detailed spreadsheet (hours, dates, # of volunteers, 
work done, etc.)

• In-kind staff: detailed spreadsheet (hours, dates, work done), copies of pay stubs
• Monies: copies of receipts/invoices, proof of payment(something that shows the funds moved) e.g. copies of 

pay stubs, copies of bank statements, copies of cancelled check

➢ Banking Match for RTP Projects – see next slide

✓ Submit the Claim
➢ Marking all forms as complete does not submit the claim

• Must Click “Submit” after marking all required forms/components as Complete

Claims



Banking Match
➢ RTP

✓ Can submit excess/all proof of match up front, *but:
• If this is done, only enter the amount required to meet the 5.7% minimum in your 

claim (”Bank” the remaining match)
• Track this match on a spreadsheet (example on next slide)

• Deduct the 5.7% in subsequent claims
• Can add to total banked match if/when new proof of match is provided
• Provide updated spreadsheet with future claims (deduct from total)

• No need to keep submitting same proof of match ( Ex – sign up sheet)
➢ HF/SLIF/OHV/LWCF

✓ Can submit all match up front 
✓ No need to bank

• Excess match submitted up front will cover future claims as long as minimum match 
% is met



Banking Volunteer Match Example



Mileage Maps

Current (01/08/2024) AZ Mileage 
Reimbursement Rate: 65.5¢/mile

Reimbursement Example
168 miles • 0.655 = $110.04



Invoice & Proof of Payment





✓ Volunteer Rate: $33.49/hour/volunteer

✓ Mileage Reimbursement Rate: 65.5¢/mile (*AZ ONLY, NOT FEDERAL)

● Lodging - Based on: https://www.gsa.gov/travel/plan-book/per-diem-rates
*Rates are pre-tax

Current Rates

https://www.gsa.gov/travel/plan-book/per-diem-rates


Amendment Request
● Submit through correspondence
➢ Change of Budget (*Major Scope Changes require board approval*)

ᐤ Include Spreadsheet
✓ Detail how money is to be moved

i. *Can copy budget directly from WebGrants onto a spreadsheet

✓ Show Old and New Amounts for each line
i. *Increase in total project cost will require board approval

➢ Change of Scope
ᐤ New line/scope items require board approval

➢ Project Extension
ᐤ Reviewed on case by case basis

● *If Approved - an amended agreement will be sent for review and then for signature



Project Closeout

Final Claim Submission
Final claim payment will be held until receipt of:

1. Final Status Report
2. Completion Letter - now included in final 

report

➢ Reminders automatically sent 60 and 30 days before project end date 

➢ All Status Reports, Claims and Completion Letter should be submitted by project end date specified 
in the Agreement

○ Claims: must be submitted before project end date

➢ If Final Claim is submitted early, the Final Report and Completion letter will need to be received by 
staff before final claim is processed

○ Completion letter is now a required section of Final Report

*Note for Law Enforcement Projects – If final claim submitted before project end date, Status reports will still be required 
for 2 years following project start date.



Questions?
Status Reports

Motorized (OHV) Grants

Matt Eberhart: 480-695-2628

meberhart@azstateparks.gov  

Non-motorized Grants

Jeff Schmidt: 480-340-1305

jschmidt@azstateparks.gov

Heritage, SLIF, ARPA, LWCF Grants

Mickey Rogers: 602-542-6942

mrogers@azstateparks.gov

Claims 
Juan Colorado-Alvarez: 480-714-3337

jcolorado-alvarez@azstateparks.gov 

Alec Wilcox: 480-640-5821 

awilcox@azstateparks.gov 

• Staff is here to assist you to make this process as easy as 
possible

• Please reach out through Correspondence whenever 
assistance is needed

• We are always happy to setup a virtual meet to walk through 
claims and status reports 

• When in doubt, ask ☺

*Recording and Presentation will be posted soon on our website @ 
https://azstateparks.com/workshops

mailto:meberhart@azstateparks.gov
mailto:jschmidt@azstateparks.gov
mailto:meberhart@azstateparks.gov
https://azstateparks.com/workshops


ThaƑƨ yƒƲ ƉoƯ AtƗƈƫdƦƑƤ!

Next Workshop 
Land and Water Conservation Fund (LWCF)

Thursday 1/23/25 10:00 AM

Workshop Recording and Presentation will be posted @
https://azstateparks.com/workshops



Why do we do statewide Statewide 
Outdoor Recreation Planning?

• Required by statute. 
• Identifies and prioritizes outdoor recreation 

   issues for the next 5 years.
• Addresses all types of outdoor recreation,

   across all types of providers, across the state.



Grants and Planning Process



What is process for statewide 
planning?



•Required by statutes.

•It covers all trail-related outdoor recreation 
activities, across all public land managers in 
the state.

•Defines trail priorities (non-motorized, 
motorized, e-bikes and other emerging 
technologies) for the next five years.

•2025 Trails Plan has kicked off in August 
2023 (azstateparks.com/2025-trails-plan)

• Weigh in on trails in Arizona and for other 
information, go to
azstateparks.com/2025-trails-plan

DRAFT

2025 Trails Plan - We need YOU!

Land Managers’ 
Survey

Public Survey

http://azstateparks.com/2025-trails-plan


Statewide Outdoor Recreation Planning Resources are available at 
azstateparks.com/publications

Visit azstateparks.com/scorp or azstateparks.com/2025-trails-plan 

for more information

For more information about the 2025 Trails Plan process and how you can have your voice 
heard”

Email: trailsplan@azstateparks

Contact information:

    Dawn Collins

    dcollins@azstateparks.gov

    602-542-7128

http://azstateparks.com/publications
http://azstateparks.com/scorp
http://azstateparks.com/2025-trails-plan
http://azstateparks.com/publications
mailto:dcollins@azstateparks.gov

