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INTRODUCTION

This manual will guide grantees on managing the 2010 Scrap Tire Grant (STG) awarded by the Ohio Department of Natural Resources (department), Division of Recycling & Litter Prevention (division).  Grant contact officials, cooperating enterprise representatives if applicable, and other administrative and support personnel should use the manual during the progress of the grant project.  The department's authority and guidelines to provide this grant are found in the Ohio Revised Code (ORC), Chapter 1502.  This manual contains the specific policies in effect to administer the 2010 STG.  Although these policies address all management requirements, the division chief reserves the right to make exceptions to these requirements when circumstances warrant.  If policies are revised, updates will be provided.

This manual must be used in conjunction with the following 2010 STG documents:

· 2010 Application Handbook

· 2010 Application submitted by the grantee

· 2010 Agreement (contract)

Any individuals directly responsible for managing the grant program must be familiar with all of the above documents.

 RELATIONSHIP OF THE DIVISION TO THE GRANTEE

The grantee is responsible to properly manage the grant project.  You are required to designate an authorized official to administer the grant.  This individual signs all documents and is directly responsible for the overall grant.  Scrap tire grantees will serve as liaisons between their cooperating enterprises and the division.  

Grantees will follow all policies and procedures in this manual, maintain fiscal and program accountability, and ensure that no grant expenditures exceed the budgeted amounts.  At no time will the total amount of a grant be increased.

GRANT ADMINISTRATION

Accounting System

The grantee must use an accounting system that complies with “generally accepted accounting principles.”  Grantees must record the receipt of funds by type and source and the expenditure of funds by approved line items.  Local government accounting systems that comply with standards and procedures published by Ohio’s state auditor meet the department’s accounting standards.  The accounting system must provide a timely and accurate record of transactions and must produce reports that correspond with appropriate receipts and disbursements, the expended and unexpended balance for each line item, and the total funds expended and the unexpended.

Audits

Grant-related financial records of grantees, and their cooperating enterprise if applicable, are subject to department, state, and local government audits.  These records must be maintained for a period of six years after grant closeout.  Audits may result in adjustments to the amount of reimbursement due the grantee, or require the grantee to repay the division any improperly expended or unaccounted grant funds.  In the event of a special audit, the grantee will be responsible for the actual cost of the audit.  The department’s Office of Internal Audits must determine said costs.  Department auditors will require review of, but not limited to, the following information while on official audits:

· All purchase orders, invoices and vouchers that involve grant and matching funds

· Internal accounting ledgers and/or journals showing grant and matching expenditures

· A chart of accounts that identifies the fund and/or account from which grant and matching expenditures are made

· An inventory that documents all information specified on the Equipment Inventory final report form (Appendix B) for each piece of equipment priced at $300 or more that was purchased with grant and match funds

· Copies of all reports required by this manager’s manual and the grant agreement

The Ohio Department of Natural Resources, Office of Internal Audits, will on an annual basis, perform risk assessments that identify grantees requiring an audit in the coming year.  If the original intent of the grant is not satisfied, or if multiple infractions exist, these actions could raise the risk assigned to your organization and result in such an audit.  Therefore, it is imperative that all grants be conducted in compliance with grant guidance, all eligible grant expenditures are supported by documentation, and the original intent of the grant is sufficiently satisfied.
Contract/Sub-Grant Agreement

Grantees are required to enter into and execute a contract (sub-grant) agreement with the cooperating enterprise, if applicable, to implement the grant's approved activities.  This agreement should include, but not be limited to, the project parameters by which both parties will operate, a payment schedule, and reporting responsibilities.  The grantee must require the cooperating enterprise, if applicable, to submit all appropriate financial documents, including shipping and receipt documents, invoices, contracts and division annual reports prior to the transfer of any grant funds to the cooperating enterprise.

Grantees are required to ensure that contracts or subgrants awarded for the establishment of project-related facilities by a contractor include provisions, guaranteeing the availability of suitable land or property, in or on which to operate.  In addition, the grantee and the contractor must obtain any necessary licenses, permits, or inspections required by a governmental agency.  Furthermore, the property will be maintained in compliance with all directives given by health, safety, or fire officials, resulting from regular or special inspections by those agencies.  In addition, the grantee must maintain sufficient insurance on any property for which grant funds have been expended, to improve the property site or to help re-establish the physical 

plant of the operation, in case of fire, theft, or other destructive occurrence.  The grantee must maintain insurance in an amount sufficient to cover the replacement value of any grant-funded equipment.
Separate Account

ORC Section 1502.02 and the grant agreement require all grantees, and their cooperating enterprises if applicable, to create and maintain a separate account for grant funds received from the 2010 STG and for cash donations received for their STG program.  This separate account must remain open throughout the effective dates of the grant agreement, and during whatever additional time is necessary to close out all charges and payments related to the grant.

All interest earned on the separate account must be deposited into the same account.  These monies will be used to support scrap tire recycling projects described in ORC Section 1502.03 (A) (1-3) and may be used any time during or after the effective date of the grant award.  Monies generated from any grant-funded activity are not required to be deposited into the separate account.  The grantee must document all cash donations received for the grant project as to the amount, name, and address of the donor, and the date each donation was received.  The grantee must use cash donations received for tax credit purposes pursuant to ORC Section 5733.064, for any purpose identified under ORC Section 1502.03, and in a manner consistent with the same.  The donations may be used any time on or after the effective date of the grant award.

Matching Funds

Grantees are required to provide a 100 percent match of the grant award.  If the grantee has a cooperating enterprise, the cooperating enterprise must provide the 100 percent matching funds.  Matching funds will be accounted for in the same manner as grant funds, except that they do not have to be deposited in the separate account.

Advance Payment

Upon approval of the grant agreement and subject to cash availability, the division provides each grantee with an advance payment to cover approved grant expenses.  A final payment will be withheld to reconcile the grant account at the end of the grant period or the closeout of the grant.  Any grant-related expenditure made prior to the effective date of the grant agreement will not be reimbursed.
Closeout

The grant will be closed out after the division receives and approves the completed final report and has an opportunity to witness the project equipment in operation.  The maximum grant period is 24 months; however, the grantee may request to fiscally close out the grant early with an optional deadline of June 30, 2011.  The scheduled close out date for the 24-month period is June 30, 2012.  Both close out dates require submission of all division grant closeout reports.  The final report is due no later than 45 days after the grant expiration date.

Total expenditures cannot exceed the amounts budgeted in each final approved category.  The division will authorize a final payment for the grantee if the maximum allowable payment is 

greater than the advance payment issued.  If the maximum allowable payment for the grantee is less than the payment issued, these unused funds must be returned to the division, payable to: Ohio Treasurer, within 45 days of closeout notification or the division may forward the matter to the Ohio Attorney General’s Office for collection services.
Contracts, Purchases, and Personnel Policies

The grant agreement contains requirements and restrictions that regulate subcontracts, purchases of goods and services, and employment policies.  Local government procurement and employment regulations must be followed to the extent that they are consistent with the requirements of the agreement.  A written agreement is required between the grantee and the service provider whenever professional services exceed $1,000 and will be paid for with grant and/or matching funds.

Grant funds will not, without prior written approval from the division, be obligated after the termination date of the grant.  In addition, grant funds will not be used to supplant or to replace any existing funding for grant projects. 
Equipment and Site Improvement Disposition:  
The grantee will maintain records for each piece of equipment costing more than $300 acquired through this grant.  During the three-year period from the date the grantee is the recipient of any equipment for which $3,000 or more of grant funds were expended, the grantee will not convert the equipment to uses other than those originally approved by the division, and will not transfer the equipment without cost, and cannot sell the equipment without written approval of the division.  If for any reason during the three-year period the grantee determines that the equipment is no longer needed for its originally approved use, the grantee will provide written notification to the division regarding the finding.  With written approval of the division, the grantee may convert the equipment to a use other than that originally approved, transfer the equipment without cost, or sell the equipment.  For sales made during the three-year period, the grantee will repay to the division payable to: Ohio Treasurer, within forty-five (45) days of the approved sale of the equipment, in accordance with the following schedule:

1. Within one year of the date the grantee received the equipment, the grantee will repay to the division ninety percent (90%) of any expended funds granted by the division for the originally approved purchase of the equipment.

2. During the second year after the date the grantee received the equipment, the grantee will repay to the division seventy percent (70%) of any expended funds granted by the division for the originally approved purchase of the equipment.

3. During the third year after the date the grantee received the equipment, the grantee will repay to the division fifty percent (50%) of any expended funds granted by the division for the originally approved purchase of the equipment.

4. Following the third year after the date the grantee received the equipment; the grantee may dispose of the equipment in a manner consistent with local regulations and without the approval of the division.

The chief of the division reserves the right to make exceptions to the equipment and site improvement disposition requirements and repayment methods.  During the three-year period from the date the grantee, and their cooperating enterprise if applicable, is the recipient of any grant funds for site improvements exceeding $3,000, the grantee, and their cooperating enterprise if applicable, will not sell facilities to which site improvements were made, for uses other than those originally approved, without written approval of the division.  If for any reason during the three-year period the grantee, or their cooperating enterprise if applicable, finds that facilities where site improvements were made are no longer needed for their originally approved use, the grantee, and their cooperating enterprise if applicable, will notify the division in writing.

With written approval of the division the grantee, and their cooperating enterprise if applicable, may convert the facilities to a use other than that originally approved, transfer the facilities without cost, or sell the facilities.  For sales made during the three-year period, the grantee will make payment to the division within forty-five (45) days of the approved sale of the facilities according to the same repayment schedule outlined above.

Site Visits, Assistance, and Meetings

Division staff may visit grantees, and their cooperating enterprise if applicable, during the grant period.  These site visits will be scheduled in advance and provide the division with knowledge of the grantee’s progress toward meeting project objectives.  Site visits also ensure that fiscal documentation and record keeping requirements are met, while providing an opportunity to exchange information.

REQUIRED RECORD KEEPING

Grantees must maintain adequate records in the format prescribed on page two.  Such records must document all allowable expenses.  Grantees should not submit these records to the division with the annual reports, but maintain them for auditing purposes.  The cooperating enterprise if applicable must follow the same record keeping procedures required by the grantee.

ANNUAL REPORTS

Annual reports (Appendix A) are comprised of two summaries, detailed below.  All grantees must submit a Project Summary and Financial Summary.  Send the annual report as an email attachment to matthew.dummitt@dnr.state.oh.us.  After annual reports are processed and approved, the division provides each grantee with a letter stating the effective date of the report.  Grantees must submit annual reports as an email attachment on the forms provided in Appendix A.

Project Summary 

The Project Summary lists the accomplishments of the grantee, and their cooperating enterprise if applicable, and updates the status of a grant per the original application.  

Financial Summary

This summary identifies grantee, and their cooperating enterprise if applicable, expenditures toward approved grant projects.  The division approves or disapproves expenditures according to the approved grant budget.  The official project budget figures can be found on the Project Details section of your original grant application.  All annual report documents must be submitted, even if no expenses were incurred during a particular year. 
FINAL REPORT

The final report includes a Project Summary, Financial Summary and an Equipment Inventory form (located in Appendix B). 

This report monitors the effectiveness of each STG project and Ohio’s STG program.  Grantees must submit the Final Report as an email attachment to matthew.dummitt@dnr.state.oh.us.

In the event an email cannot be sent, please mail Annual and Final Reports to:
Ohio Department of Natural Resources

Division of Recycling & Litter Prevention

Attention: Grant Management Coordinator 

2045 Morse Road, Building B-1

Columbus, Ohio 43229-6693

TIMETABLE OF REPORTS 
	Name of Report
	Reporting Period Covered
	Due Dates

	Annual Report
	July 1, 2010 – June 30, 2010
	July 15, 2011

	Final Report
	July 1, 2010 – June 30, 2011
	August 15, 2012


ALLOWABLE COSTS 

Costs allowed to be reimbursed with grant or match funds include, but are not limited to:

Contracts

Grantees must document the contractor name, an itemized list of services including costs and the payment date.  A copy of all contracts and sub-grant agreements with name, terms and amount of the contract must be kept on file.
Equipment
An inventory for each piece of equipment purchased with grant and/or match funds must be maintained and kept updated.  See Appendix B for the Equipment Inventory form requirements. 

Other


Documentation for line items under “Other” must identify the item purchased, the purchase date and the purchase price or amount paid.

UNALLOWABLE COSTS

Costs that cannot be reimbursed with grant or match funds include, but are not limited to:

· Costs related to harvesting scrap tires from, or operating monofills and monocells

· Projects that utilize equipment or processes that have not yet been advanced to the commercialization stage, or that have not been demonstrated to operate effectively under pilot project conditions
· Tire collection, storage, or retreading operational equipment and expenses

· Indirect costs, overhead costs, building purchase, and land acquisition

· Costs to design or produce promotional materials

· Costs to acquire computers, copiers, or other office equipment

· Outdoor beautification projects, and any food or entertainment costs
· Costs related to non-contractual labor and salaries  
· Costs related to resurfacing running tracks
· Other costs excluded in ORC Chapter 1502

Appendix A - ANNUAL REPORT - Project Summary

Grantee:  
Date:  

Cooperating Enterprise (if applicable):  
Project Goals and Objectives:
	Describe what activity took place during this reporting period to accomplish the objectives of the project, and how many tons of material was manufactured or processed.

	Is the project on schedule?  If not, what steps are being taken to correct delays?


Appendix A - ANNUAL REPORT - Project Summary (continued)
	Location and Physical Plant:  Describe any site improvements made during this reporting period.  List any equipment purchased or installed.  Describe any project-related problems with the location or facility.

	Project Marketing:  Describe any activities that have been conducted to promote or increase the awareness of the STG project.

	Additional Information or Comments:  If needed, please use this space to record any additional information that is pertinent to the STG project or provide comments or suggestions.


Appendix A - ANNUAL REPORT - Project Summary (continued)
Materials and Products: Use the spaces provided to report the quantities of recyclable materials used and/or products sold during the reporting period that can be attributed to the grant-funded project.

	Project Type
	Project Description
	Tons of scrap tires used

	Civil Engineering
	
	

	Manufacturing or Processing
	
	


Appendix A - ANNUAL REPORT - Financial Summary

	Project Type:  
	Total Project Funds Spent:

	Contract:  (provide brief description of services)
	
	$

	Equipment:  (provide brief description)
	
	$

	Other:  (provide brief description)
	
	$


Appendix B - FINAL REPORT - Project Summary

All grantees must complete this report.  Please consult with your cooperating enterprise, if applicable, to provide accurate and up-to-date information.  This report helps the division evaluate the economic effectiveness of Ohio’s STG program.

Grantee:  
Date:  

Cooperating Enterprise (if applicable):  
Summary and Comments:

	Since your grant award, describe the progress, success, failure, etc., related to your STG project.  Describe how it may have impacted Ohio’s scrap tire recycling markets in Ohio and how this process may be utilized by other Ohio companies.




Appendix B - FINAL REPORT - Project Summary (continued)
	Material Specification
	Tons per year

(TPY)
	Percent increase in operation’s use of material
	Value of feedstock used

	
	
	TPY
	
	%
	$
	

	
	
	TPY
	
	%
	$
	

	
	
	TPY
	
	%
	$
	


	Projected additional employees as a result of this project:
	


Appendix B - FINAL REPORT - Financial Summary

	Project Type:
	
	Total Project Funds Spent:

	Contract:  (provide brief description of services)
	
	$

	Equipment:  (provide brief description)
	
	$

	Other:  (provide brief description)
	
	$


Appendix B - FINAL REPORT - Equipment Inventory

All grantees must list each piece of equipment purchased in full, or in part, with grant funds that costs $300 or more.  Include all of the listed information for each piece of equipment.  Copy this form as needed to account for all equipment purchased.

	Equipment Type:
	Model Year:

	Model #:
	Delivery Date:

	Serial / ID #:
	Grant Year Obtained:

	Equipment Location:

	Total Grant Spent: $
	Total Match Spent: $
	Total Spent: $


	Equipment Type:
	Model Year:

	Model #:
	Delivery Date:

	Serial / ID #:
	Grant Year Obtained:

	Equipment Location:

	Total Grant Spent: $
	Total Match Spent: $
	Total Spent: $


	Equipment Type:
	Model Year:

	Model #:
	Delivery Date:

	Serial / ID #:
	Grant Year Obtained:

	Equipment Location:

	Total Grant Spent: $
	Total Match Spent: $
	Total Spent: $


	Equipment Type:
	Model Year:

	Model #:
	Delivery Date:

	Serial / ID #:
	Grant Year Obtained:

	Equipment Location:

	Total Grant Spent: $
	Total Match Spent: $
	Total Spent: $
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