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l d d iWelcome and Introductions

Amy Mazzella di Bosco – PROP Data Mgt Chair

Stacey Dill – PA DEP 

Todd Pejack – PA DEP

Mark Vottero – PA DEP



Our goal for today is to provide you with helpful tipsOur goal for today is to provide you with helpful tips
and valuable troubleshooting information so that your
disbursement requests are processed as efficiently as
possible to avoid any returns or delays!

Questions will be addressed at the end of the webinarQuestions will be addressed at the end of the webinar. 

Q ti b b itt d l t i ll th h thQuestions can be submitted electronically through the 

Go To Meeting Portal at the top right of your screen.

Thank you for participating in today’s webinar!
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First and foremost, read the directions included with theFirst and foremost, read the directions included with the
disbursement forms. There is a lot of helpful information
included to help you put together a seamless
di b t tdisbursement request.

INSTRUCTIONS FOR COMPLETING THE DISBURSEMENT REQUEST FORM FOR
ACT 101, SECTION 902 MUNICIPAL RECYCLING PROGRAM GRANTS

Please read all instructions carefully before completing your application.  
Failure to provide the required information and supporting documentation will 
delay reimbursement.



Introduction (cont.)

What happens to my Disbursement Request (DR) after submission?

Central Office logs 
received DR

Central Office sends 
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Office

Regional Office 
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COVER PAGECOVER PAGE

• No action needed.
• Do not write on this page.
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Documentation & Examples

Eligible invoices contain the following information:Eligible invoices contain the following information:
• Vendor name, address, and phone number
• Invoice date
• Work completion date(s)
• Cost breakdown (item unit price and total)
• Quantity ordered
• Item/Work description
• Freight/Shipping costsFreight/Shipping costs
• Applied discounts
• Proof of payment

Ineligible documentation:
• Price Quotes
• Purchase Orders• Purchase Orders
• Estimates
• Proposals
• Invoice without proof of payment



Documentation & Examples (cont.)

BAD EXAMPLE

PRICE QUOTE  



Documentation & Examples (cont.)

GOOD EXAMPLE

PAID INVOICE



Documentation & Examples (cont.)

INVOICE
BAD EXAMPLE



Documentation & Examples (cont.)

INVOICEINVOICE
GOOD EXAMPLE

WORKWORK 
COMPLETED 

MUST BE 
WITHIN THE 
CONTRACT 

PERIOD



Documentation & Examples (cont.)

In-house eligible 
documentation contains the 
following information:

Nowhere Township, 123 Ghost Road, Nowhere, PA 91125
717.800.1234g

• Municipality letterhead
• Staff name(s), title(s), and wage 

rate(s)

To whom it may concern:

The following table corresponds to Itemized 
expenditures in budget category 6, land associated 
cost expenditures. 

• Description of work completed
o per day, per person

• Date(s) work completed
• Cost breakdown

Chaz Sheidler, SME Manager @ $13.48 per hour

Date Hours Total Description
7/14/14 4 $           53.92  Construct block bins for leaves• Cost breakdown 

o Item unit price and total
• Quantity
• Total cost

10/20/14 8 $        107.84  Trench excavation
2/18/15 8 $        107.84  Pave compost site

Total 20 $        269.60 

SincerelySincerely,

Nowhere Township Manager



Documentation & Examples (cont.)

Remember!

Items not specified in the scope of work are ineligible for reimbursementItems not specified in the scope of work are ineligible for reimbursement.

For example:
A. Accessories on equipment (e.g. spreaders, plows, radio packages )A. Accessories on equipment (e.g. spreaders, plows, radio packages…)
B. Website annual host fees, maintenance fees, or operational costs
C. Extended equipment warranties
D. Educational materials containing non-recycling related informationg y g



Act 101 Section 902  Municipal Recycling Program Grant p y g g
Disbursement Requests

1 Introduction1. Introduction

2. Cover Page

3. Documentation & Examples

4. Part A: Itemized Expenditure Page(s)
5. Part B: Fiscal Summary/Disclosure Statement

6. Part C: Progress Report



PART A:  ITEMIZED 
EXPENDITURE LIST 

Verify ALL invoice submissions 
align with the Scope of Work and 

b dget catego f om o cont actbudget category from your contract 
narrative and/or letter of mutual 

consent.

Organizing invoices in the same 
order they are listed on this page 
will ensure a complete submissionwill ensure a complete submission 

and reduce processing time. 

NOTES:
Do NOT list invoice line items• Do NOT list invoice line items 
separately

• DO list one invoice per line
• COST column should reflect total 

eligible invoice amount (e.g. 
subtract sales tax)



PART A:  ITEMIZED 
EXPENDITURE LIST (cont )EXPENDITURE LIST (cont.) 

Use one of the following:Use one of the following:
1. Date item received
2. Date service/work completed
3. Date of attached invoice

DO NOT USE THE DATE PAID

NOTE:  
If the work was or will be 

l t d ft thcompleted after the 
contract termination date, 
it is INELIGIBLE to claim.



PART A:  ITEMIZED EXPENDITURE LIST (cont.) 

Example 
Disbursement Request (DR) #1

Invoice submission total = “Current expenditures claimed”

If DR #1 “current expenditures claimed” are 
LESS than approved costs,

Then “amount in excess of budget” is $0 and 
“current eligible expenditures” total is added to 

fiscal summaryfiscal summary 

$2,226.86 $2,226.86 $1,438.80$788.06



PART A:  ITEMIZED 
EXPENDITURE LIST (cont.) 

Example 
Disbursement Request 

DR #1 (cont.)

Match expenditures
DEP Share eligible costs 

p

$2,226.86 $2,226.86 $1,438.80$788.06



PART A:  ITEMIZED EXPENDITURE LIST (cont.) 

Example Disbursement Request DR #2 

Invoice submission total 
= 

“Current expenditures claimed”

DR #2 “Current Eligible Expenditures” calculations:

DR #1 = $2,226.86
DR #2 = $1,573.14

Total = $3,800.00

Total submitted = $3,800.00
Approved Costs - $3,300.00
Therefore, Excess = $500.00

Current Eligible Expenditures for DR #2 = $1,073.14

$2,226.86 $0 $1,438.80$788.06$1,073.14 $3,300.00 $511.94 $1,300.00 $0 $561.20 $2,000.00 $0



PART A:  ITEMIZED 
EXPENDITURE LIST (cont.) 

Second exampleSecond example
DR #1

65,000         0           65,000        0

CURRENT EXPENDITURES CLAIMED     $66,250
AMOUNT IN EXCESS OF BUDGET $1 200

Even if the  
actual invoice is 
$66,250---use  
the APPROVED 
COST for theAMOUNT IN EXCESS OF BUDGET         $1,200            

CURRENT ELIGIBLE EXPENDITURES  $65,000
COST for the 

CURRENT  
EXPENDITURE
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PART B:  FISCAL SUMMARY/DISCLOSURE STATEMENT

EXAMPLE

DISCLOSURE 
STATEMENT

902 G t d d i

STATEMENT

902 Grants awarded in 
2016 and any future 902 
Grants WILL NOT have 

PART B:  FISCAL 
SUMMARY---DEP will be 
completing this page and 
completed copies will be 

sent to Grantee uponsent to Grantee upon 
approval of the 

disbursement request.



902 Grants awarded PRIOR to 2016 WILL have a PART B: FISCAL SUMMARY

PART B:  FISCAL SUMMARY/DISCLOSURE STATEMENT (cont.)

902 Grants awarded PRIOR to 2016 WILL have a PART B:  FISCAL SUMMARY



NEGATIVE (-) NUMBERS 
SHOULD NEVER BE ON 
THE FISCAL SUMMARY

PART B:  FISCAL 
SUMMARY/DISCLOSURE 

STATEMENT (cont.)
Total Expenditures 

To-Date 
SHOULD NEVER THE FISCAL SUMMARY

( )
SHOULD NEVER 

EXCEED 
Approved Costs



% To Be Paid  
column works IF 

and ONLY IF

NEGATIVE (-) NUMBERS 
SHOULD NEVER BE ON 

PART B:  FISCAL 
SUMMARY/DISCLOSURE 

STATEMENT (cont.)
and ONLY IF 

ALL total 
approved costs 

THE FISCAL SUMMARY

are spent

NOTE:  The grant will 

ALWAYS pay out at 90% of 

li ibl t dl feligible costs, regardless of 

line item percentages.



NEGATIVE (-) NUMBERS 
SHOULD NEVER BE ON 
THE FISCAL SUMMARY

PART B:  FISCAL 
SUMMARY/DISCLOSURE 

STATEMENT (cont.)
Total Match To-Date 

SHOULD NEVER 
exceed Total Match

SC SU

DEP can withhold 10% of funds to meet grant requirements.



PART B:  FISCAL SUMMARY/DISCLOSURE STATEMENT (cont.)

TERRIFIC TIPS!

 If you overspend in one category 

PLAN AHEAD!

and underspend in another 
category, talk to your regional 
contact. If necessary, funds can 
be shifted between categories via

 Only items in your application 
and those discussed at your 
pre-app meeting can be included 

be shifted between categories via 
a Letter Of Mutual Consent 
(LOMC). 

in your grant agreement.

 One 3-month grant agreement 
extension may be permitted if

 Postage is ALWAYS match ONLY. 

 Total required match can be 
submitted on first DR or at anyextension may be permitted if 

requested in advance.
submitted on first DR or at any 
time during the grant period. 
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INSTRUCTIONS FOR COMPLETING THE PART C – PROGRESS REPORT

PART C:  PROGRESS REPORT

INSTRUCTIONS FOR COMPLETING THE PART C – PROGRESS REPORT

Each disbursement request is to be accompanied by a report that details the progress you are making in completing 
the project as outlined in the grant agreement. The report should cover the period for which you are seeking 
reimbursement under this request. When writing the report, you should utilize the following outline on the form 
provided:provided:

Provide a general summary of the work completed thus far, keeping in mind the desired outcome of your project 
and the timetable proposed in your grant application. Describe any setbacks, delays, successes and surprises 
experienced.

For each Approved Budget Category of your grant agreement, provide a detailed description of the work performed 
during the time period covered by this report. Include such information as purchase procedures used, delivery date 
of equipment purchased, item performance, frequency of item use, dates of educational material(s) distribution and 
your overall satisfaction with items purchased or created.

Provide copies of materials or documents developed for the project during the time period of the report.

ACT 101, SECTION 902, MUNICIPAL RECYCLING PROGRAM GRANT DISBURSEMENT REQUEST FORM

PART C PROGRESS REPORTPART C: PROGRESS REPORT

GRANTEE: AGREEMENT NUMBER: 

TIME PERIOD COVERED BY THIS REPORT: FROM TO .
M th/Y M th/YMonth/Year Month/Year

- 6 -



PART C:  PROGRESS REPORT

Progress Reports should:
 Accompany every DR

 Cover progress of project from last report to date

Work

In
 Cover progress of project from last report to date

 Highlight successes & failures Progress

Final reports should be submitted within 
6 months of project completion and

Future 
Goals 6 months of project completion and 

accomplish the following:
 Summarize interim project reports

 Highlight overall successes & failures

Goals

Assess 
Achievement

 Highlight overall successes & failures

 Assess goal achievement

 Discuss future goals

Highlight

Summarize
g



We will conclude with questions and answers at this
time:

Amy Mazzella di Bosco amdb@goglra.org

Stacey Dill – PA DEP      stdill@pa.govy @p g

Todd Pejack – PA DEP    tpejack@pa.gov

Mark Vottero – PA DEP mvottero@pa.govMark Vottero PA DEP   mvottero@pa.gov

Questions can be submitted electronically through theQuestions can be submitted electronically through the 

Go To Meeting Portal at the top right of your screen.

Thank you again for participating in today’s webinar!


