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Congratulations!!!
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Best Practices for Grant Management
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Grant Agreement

• Outlines how and when funds can be disbursed

• Legally Binding

• Three important dates:

• Completion Date (when work must be completed by)

• Final Request for Disbursement Date (final invoice date)

• Termination Date (when grant will close)

• Grant number will be used on future documents
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Conditions Precedent

• Board resolution (from your board) accepting the funds

• Proof of insurance

• EcoAtlas Entry

• Landowner agreement (If physical improvement and you don't own property)

• Proof that all necessary permits have been obtained

• Work program 
• Budget 
• Schedule of tasks to be completed
• Plan for acknowledgement of funding
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Grantee Board Resolution
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• Authorizes a 
designated person to 
act as a representative 
of the grantee

• Template can be found 
here: Board Resolution 
Template

https://www.sfbayrestore.org/sites/default/files/2019-09/sfbra_-resolution-template_-_grantee-post-award.doc
https://www.sfbayrestore.org/sites/default/files/2019-09/sfbra_-resolution-template_-_grantee-post-award.doc


Proof of Insurance

• Amounts and types of 
insurance vary by project 
type, check grant 
agreement

• Typically, at minimum: 
• General Liability

• Automotive Liability

• Worker’s Compensation
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EcoAtlas Entry

• California EcoAtlas

• Grantees are required  to 
use the Project Tracker tool 
to create and maintain an 
EcoAtlas entry

• Work with SFBRA staff to 
create entry

• Instructions can be 
found here: Project 
Tracker Instructions For 
Grantees
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https://www.ecoatlas.org/
https://www.sfbayrestore.org/sites/default/files/2025-03/Project%20Tracker%20Instructions%20for%20Grantees_032025.pdf
https://www.sfbayrestore.org/sites/default/files/2025-03/Project%20Tracker%20Instructions%20for%20Grantees_032025.pdf
https://www.sfbayrestore.org/sites/default/files/2025-03/Project%20Tracker%20Instructions%20for%20Grantees_032025.pdf
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Work Program

• Establishes the project's budget & schedule

• Is checked against your invoices

• Can be amended more easily than the grant agreement 

• Outlines: 
o The specific tasks to be performed

oA schedule of completion for the project
▪ list the date for completing each project component

oA project budget
▪ list intended funding sources for each project component

▪ Template can be found here: SFBRA Work Program Template

11

https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fwww.sfbayrestore.org%2Fsites%2Fdefault%2Ffiles%2F2023-11%2FSFBRA_Work-Program-Template-for-Grantees.docx&wdOrigin=BROWSELINK


Work Program : Project Description

• Short, high-level summary of your project
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Goal

Steps 
toward 
goal



Work Program: Scope of Work
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Work Program: Schedule
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Work Program: Budget

• Simple entries allow for more flexibility
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Task 
Number

Task Title SFBRA Grant

1 Project Management $37,250

2 Planning $12,386

3 Construction $89,565

4 Community Engagement $12,500

Indirect Cost Rate (18%) $27,199

TOTAL $178,900



Work Program: Budget Details
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• Direct Costs:
• Project supplies
• Travel costs
• Staff time/labor
• Stipends

• Indirect/Overhead Costs (max 20%):
• Rent, office supplies and equipment

• Contractors and Subcontractors

Budget guidelines can be found here: 
SFBRA General Budget Guidelines

Direct Expenses

https://www.sfbayrestore.org/sites/default/files/2024-08/SFBRA%20Budget%20Guidelines_May2024_0.pdf


Work Program: Plan 
for Acknowledgement

• Signage or other 
interpretive elements

• Social media posts

• Websites

• Program brochures

• Press releases 

• Signage guidance can 
be found here: SFBRA 
Acknowledgement 
Guidance
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https://bayareametro.sharepoint.com/sites/SFBRA/Shared%20Documents/Forms/AllItems.aspx?csf=1&web=1&e=T9QScv&CID=66be7e88%2Dca7c%2D43ca%2D8612%2D270c791625c3&FolderCTID=0x012000A0A24B255A27634E9A0C32E439D586E3&id=%2Fsites%2FSFBRA%2FShared%20Documents%2FProject%20Management%2FFor%20Grantees%2FConditions%20Precedent%2FSigns%20and%20acknowledgement%2FSF%20BRA%20Logos%20and%20Signage%20Guidance%2Epdf&viewid=c3e79c60%2Da292%2D454a%2Da2bd%2D973e576b7691&parent=%2Fsites%2FSFBRA%2FShared%20Documents%2FProject%20Management%2FFor%20Grantees%2FConditions%20Precedent%2FSigns%20and%20acknowledgement
https://bayareametro.sharepoint.com/sites/SFBRA/Shared%20Documents/Forms/AllItems.aspx?csf=1&web=1&e=T9QScv&CID=66be7e88%2Dca7c%2D43ca%2D8612%2D270c791625c3&FolderCTID=0x012000A0A24B255A27634E9A0C32E439D586E3&id=%2Fsites%2FSFBRA%2FShared%20Documents%2FProject%20Management%2FFor%20Grantees%2FConditions%20Precedent%2FSigns%20and%20acknowledgement%2FSF%20BRA%20Logos%20and%20Signage%20Guidance%2Epdf&viewid=c3e79c60%2Da292%2D454a%2Da2bd%2D973e576b7691&parent=%2Fsites%2FSFBRA%2FShared%20Documents%2FProject%20Management%2FFor%20Grantees%2FConditions%20Precedent%2FSigns%20and%20acknowledgement
https://bayareametro.sharepoint.com/sites/SFBRA/Shared%20Documents/Forms/AllItems.aspx?csf=1&web=1&e=T9QScv&CID=66be7e88%2Dca7c%2D43ca%2D8612%2D270c791625c3&FolderCTID=0x012000A0A24B255A27634E9A0C32E439D586E3&id=%2Fsites%2FSFBRA%2FShared%20Documents%2FProject%20Management%2FFor%20Grantees%2FConditions%20Precedent%2FSigns%20and%20acknowledgement%2FSF%20BRA%20Logos%20and%20Signage%20Guidance%2Epdf&viewid=c3e79c60%2Da292%2D454a%2Da2bd%2D973e576b7691&parent=%2Fsites%2FSFBRA%2FShared%20Documents%2FProject%20Management%2FFor%20Grantees%2FConditions%20Precedent%2FSigns%20and%20acknowledgement
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Start Work

• Must receive a notice to 
proceed before starting work

• You can bill to the grant 
starting on the date of the 
Notice to Proceed letter
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Invoicing

• Submit invoices using Request for 
Disbursement (RFD) form

• Must be consistent with work program

• No more frequently than monthly and no less 
frequently than quarterly

• Invoice = Progress Report + RFD + Backup 
Documentation

• Will be routed for signatures after SFBRA staff 
review

• RFD Guidelines can be found here: SFBRA RFD 
Instructions
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https://www.sfbayrestore.org/sites/default/files/2023-01/SFBRA%20Request%20for%20Disbursement%20Form%20Instructions_FINAL.pdf
https://www.sfbayrestore.org/sites/default/files/2023-01/SFBRA%20Request%20for%20Disbursement%20Form%20Instructions_FINAL.pdf


Invoicing: RFD

This side of the form summarizes 
the expenses from the billing period

Task #, name & budget must match 
your approved Work Program

Withholding of 5% kept until final 
deliverables completed
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Invoicing: RFD

Breaks down expenses listed on 
previous page

All expenditures require you to submit 
backup documentation

Provide breakdown of labor costs by 
staff title, rate, and hours worked

% Indirect cost must match Work 
Program (typically up to 20%)

Subcontractor charges
23



Backup Documentation: Expenses

• Paid receipts

• If purchased online, show 
"shipped"

• No bank statements

• Save your receipts!

24



Backup Documentation Examples: Travel
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• Personal vehicle mileage reimbursement rate (with travel record). Effective 
January 1, 2025: $0.70/mile

• OR Gas (with receipt)
• + rental car cost (if applicable)

• Lodging (hotel receipt)

• Parking and tolls

• Food can be billed per CalHR meal reimbursement rates



Backup Documentation Examples: 
Subcontractors

•Provide subcontractor invoices as backup. 

• Examples: 
• Cultural resource specialist
• Community engagement specialist
• Design consultant
• Project-related accounting or technical assistance
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Progress Reports

• Main highlights as they relate to 
the tasks you outlined in your 
work program

• Update on project progress by 
task

• Optional:
• We love pictures & stories!  Send 

directly to PM

• Template can be found here: 
Progress Report Form
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https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fwww.sfbayrestore.org%2Fsites%2Fdefault%2Ffiles%2F2020-11%2FRFD-progress-report-form.docx&wdOrigin=BROWSELINK


Invoicing Process
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SFBRAinvoic

e@scc.ca.gov

1. Grantee

•Emails invoice to 
SFBRAinvoice@scc.ca.gov
with project name & 
contract #, copies their 
PM

• Includes unsigned invoice 
with fund source, back up 
docs, and progress report

2. Contracts

•Reviews invoice for any 
revisions, notifies PM for 
changes or that it is ready 
for review

3. Project Manager

•Reviews Invoice for any 
issues and resolves those 
with grantee (if 
necessary)

•Routes invoice for 
Docusign

4. MTC Finance

•Cuts check for grantee to 
be mailed

mailto:SFBRAinvoice@scc.ca.gov
mailto:SFBRAinvoice@scc.ca.gov
mailto:SFBRAinvoice@scc.ca.gov


Advance Payment

• Talk to your project manager if reimbursement will be challenging for your 
grant

• Evaluated on a case-by-case basis

• If approved, this will be the payment method for the entirety of the grant

• Send an email to your grant manager with:
• Organization Name

• Project Name

• Restoration Authority grant agreement number

• Brief explanation as to why advanced payment is necessary

• Example of staff timesheet records showing time tracked to different projects or activities (only 
required if the grantee will be billing for staff time)
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Throughout your project:

• Keep us involved!

• Invite us to:

• Site visits

• Community events

• Public events

• Press conferences
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Project Completion 

• Final invoice for remaining project 
costs and withheld amounts 

• Final Lessons Learned summary 
report of the project
• Template found here: Lessons 

Learned Template

• Projects that require monitoring 
and maintenance provide regular 
reports after project completion
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https://bayareametro.sharepoint.com/:w:/r/sites/SFBRA/_layouts/15/Doc.aspx?sourcedoc=%7BFF63CF80-A614-4BED-BD03-278A28116F0C%7D&file=Lessons%20Learned%20Report_Oct%202022.docx&action=default&mobileredirect=true
https://bayareametro.sharepoint.com/:w:/r/sites/SFBRA/_layouts/15/Doc.aspx?sourcedoc=%7BFF63CF80-A614-4BED-BD03-278A28116F0C%7D&file=Lessons%20Learned%20Report_Oct%202022.docx&action=default&mobileredirect=true


Resources

• https://www.sfbayrestore.org/resources-grantees

• Your project manager
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https://www.sfbayrestore.org/resources-grantees
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Thank you!
Questions?


	Slide 1: New Grantee Onboarding Webinar
	Slide 2: Congratulations!!!
	Slide 3: Best Practices for Grant Management
	Slide 4: Grant Agreement
	Slide 5: Best Practices for Grant Management
	Slide 6: Conditions Precedent
	Slide 7: Grantee Board Resolution
	Slide 8: Proof of Insurance
	Slide 9: EcoAtlas Entry
	Slide 10: Best Practices for Grant Management
	Slide 11: Work Program
	Slide 12: Work Program : Project Description
	Slide 13: Work Program: Scope of Work
	Slide 14: Work Program: Schedule
	Slide 15: Work Program: Budget
	Slide 16: Work Program: Budget Details
	Slide 17: Work Program: Plan for Acknowledgement
	Slide 18: Best Practices for Grant Management
	Slide 19: Start Work
	Slide 20: Best Practices for Grant Management
	Slide 21: Invoicing
	Slide 22: Invoicing: RFD
	Slide 23: Invoicing: RFD
	Slide 24: Backup Documentation: Expenses
	Slide 25: Backup Documentation Examples: Travel
	Slide 26: Backup Documentation Examples: Subcontractors
	Slide 27: Progress Reports
	Slide 28: Invoicing Process
	Slide 29: Advance Payment
	Slide 30: Throughout your project:
	Slide 31: Best Practices for Grant Management
	Slide 32: Project Completion 
	Slide 33: Resources
	Slide 34

