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OHIO CLEAN DIESEL SCHOOL BUS FUND

GRANT ADMINISTRATION REFERENCE FOLDER (GARF) 

Congratulations on receiving a grant from Ohio’s Clean Diesel School Bus Fund!  By applying for and receiving a grant, you are joining the growing number of Ohio educators, administrators, and other concerned school officials who recognize the importance of reducing children’s exposure to diesel exhaust from school buses.  

Every three months throughout the duration of your grant you will be required to submit a brief activity and fiscal progress report.  This folder provides the format for those reports and other documents necessary to meet the conditions of your Grant Agreement with Ohio EPA, and Ohio EPA’s grant agreement with US EPA, who provided the federal funds that are supporting a portion of your project.  In order to make the reporting process as simple and straight forward as possible, we are providing you with guidelines for preparing your reports.
Contained in this Grant Administration Reference Folder (GARF) are the following items.

1. Highlights of Grant Agreements Obligations
2. Instructions for Requesting Modifications and Time Extensions
3. Form for Activity and Fiscal Quarterly Progress Reports
4. Form for Closing Activity and Fiscal Report
5. Form for Requesting Payment
We wish you great success with your project!  Please call, write or visit us whenever you have questions.  We also welcome any suggestions you would like to share that might help us improve our program.
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Office of Environmental Education (OEE)
P.O. Box 1049

Columbus, OH  43216-1049

Phone:  (614) 644-2873

Fax: (614) 752-0727
Email:  oeef@epa.ohio.gov
Web:  www.epa.ohio.gov/oeef/schoolbus.aspx       
HIGHLIGHTS OF GRANT AGREEMENT OBLIGATIONS

Please review your Grant Agreement carefully and be sure your Fiscal Agent also is familiar with your obligations under this Agreement, your budget and any conditions placed on the award of your grant.  Becoming familiar with these obligations prior to initiating your project will help you to avoid reporting problems at the end of your grant project.  We would like to focus your attention on a few of the obligations, referenced here with their page numbers in the Grant Agreement.

•
Term of Agreement (Page 1): The term of the Grant Agreement is the time period you are bound to the requirements of the Agreement.  This begins with the date the Grant Agreement was signed by both parties and runs through the date Ohio EPA issues a written letter of closure, and includes the five‑year records retention requirement.  This time period is different from the Project Period.


•
Project Period (Page 1): Your Project Period is the timeline you decided you needed to undertake your project from the initiation of your project activities to the completion of your project evaluation.  Extending the Project Period requires a written (or e-mailed) request and approval.


•  Good Faith Efforts (Page 2):  Ohio EPA has been unable to identify Disadvantaged Business Enterprise vendors of diesel retrofit equipment, and has asked US EPA for information on this.  We will share any information we receive with grantees.  Please make your own good faith effort to identify DBE vendors at the local level.  We have included in your packet a guidance document from US EPA on “Good Faith Efforts”.  Also, the Ohio Department of Administrative Services procurement procedure included identification of minority and disadvantaged business enterprises when they sought bids for the 2010-2011 biennium state term contract with vendors providing diesel equipment for this program.  That contract is available at www.procure.ohio.gov/OrigContract/RS901810_OC.pdf   for grantees to use at their option.  

•  Logos (Page 3):  Ohio EPA will email the appropriate logos as electronic files to the project director.  Please include them in publicity about your grant project.  If a portion of your grant is paid with economic stimulus funds, Ohio EPA will include a copy of the federal guidance document “General Guidelines for Emblem and Logo Applications” with this packet.
 
•
Two Copies of Products (Page 3): Please provide Ohio EPA with two copies of your district’s publicity and educational materials about your efforts to reduce school bus emissions with funding from this project.  If reproducing a product involves a major expense, please discuss this in advance with staff members in the Ohio EPA Office of Environmental Education (OEE).


•
Balance of Grant (Page 3): Ohio EPA will send you payments from the total grant award as you submit invoices for equipment purchased and work completed.  Please submit a request for payment form with  copies of invoices as soon as you receive them from the vendor.  Ohio EPA will process payments as quickly as we can once we receive your invoices, and you may expect payment normally within three to four weeks. The Request for Payment form is included in this Folder.  If you know what the amount of the invoice will be, you may submit the signed Request for Payment Form up to two weeks ahead of when you think you will receive the invoice, to help us expedite processing of your payment.  We can then authorize payment immediately when you provide copies of the invoices.  If the amount changes from what was on the original Request for Payment Form that you submitted, please send a revised form with the invoices.  Please be aware that Ohio EPA will withhold the final ten percent of the grant funds until all requirements of the Grant Agreement are met (except for the five‑year records retention).  You can expect to receive the final ten percent payment from Ohio EPA after your closing reports are submitted and approved.  Please be sure your Fiscal Agent understands this condition.


•
Expenditures Incurred Prior to Effective Date of Agreement (Page 4): Debts for activities under this grant must not be incurred prior to the effective date of this Agreement.  It is permissible to order retrofit equipment while awaiting your initial grant payment, but Ohio EPA is not able to reimburse you for payments made for that equipment before the effective date of this Agreement.

•
Activity/Fiscal Progress & Closing Reports (Pages 4-5): Please mark on your calendar the dates your Activity and Fiscal Reports are due to Ohio EPA. We have allowed a one-year project period for these grants, but if you complete the project earlier, you may certainly submit the reports before the due date.  If you complete the project within the first three months, you may forego submitting interim progress reports, and instead submit a comprehensive closing report.    This folder includes an explanation of the information required and formats for the Activity and Fiscal Reports.  All fiscal reports must be signed by two individuals, unless the parties agree otherwise.  The reports may be signed by the Project Director, Authorizing Agent and/or the Fiscal Agent. 


•
Project Budget Modifications (Page 5): You do NOT need to seek prior approval from Ohio EPA for minor modifications to your grant budget so long as the change does not increase the total project cost or the specific equipment you plan to install on the buses.  For more major changes to the budget (such as changes to the equipment you intend to install on any bus), please seek prior approval from Ohio EPA.

•
Project Activity Modifications (Page 5): You DO need to request, in writing (or by e-mail), prior approval from Ohio EPA to modify your grant activities, for example to retrofit a different bus than one on the list in your approved grant proposal.  Every effort will be made to respond quickly to your requests so that your project is not delayed.

•
Separate Accounting/Records Retention (Page 5): You must maintain separate accounting records of grant funds and retain these records for five years from the date the grant is closed.  


•
Access and Audit (Page 6): Ohio EPA and the Auditor of State have  the right to conduct a compliance audit of your financial records of the Grant Project.  Maintaining complete records will be beneficial to you in the event of an audit.


•
Disputes/Termination (Page 6): We look forward to an enjoyable and productive working relationship with all of the grantees, however, in the event a controversy or dispute  regarding your obligations under your Grant Agreement arises, conditions for resolving these disputes are identified in Article IX.


•
Certifications and General Provisions (Pages 7-10): Be aware of all general provisions and in particular the ones dealing with Subcontracting, Contractual Services, Campaign Contributions, and Soliciting Donations.

ADDITIONAL REQUIREMENTS FOR RECIPIENTS OF FEDERAL FUNDS
· Byrd Anti-Lobbying Act:  Grantees receiving awards of $100,000 or more of federal funding shall complete the required certification or lobbying forms in accordance with the Byrd Anti-Lobbying Act.  Any Grantee who makes a prohibited expenditure under 40 CFR Part 34 or fails to file the required certification or lobbying forms shall be subject to a civil penalty of not less than $10,000 and not more than $100,000 for each expenditure.  If your grant includes more than $100,000 in federal funds, Ohio EPA included these forms in this packet.  Please complete and return the required “Certification Regarding Lobbying” to Ohio EPA immediately, indicating that you are not using federal funds for this purpose.  If you do engage in lobbying activities with other funds, please also complete and return the additional form “Disclosure of Lobbying Activities.”  Ohio EPA will forward these forms to US EPA. 
· Limitations on consulting fees in federally funded projects: If Ohio EPA approves the Grantee to hire a consultant on an hourly or daily basis, the amount paid to the consultant shall not exceed $587.20 per day or $73.04 per hour, whichever is less.  
· Prohibition under the Trafficking Victim Protection Act of 2000:  As a sub-recipient of a federal grant, you and your employees may not engage in severe forms of trafficking in persons during the period of time that the award is in effect; procure a commercial sex act during the period of time that the award is in effect, or use forced labor in the performance of the award or sub-awards under the award.  
· Purchasing preference for recycled content in federally funded projects:  In accordance with Section 6002 of the Resource Conservation and Recovery Act (RCRA) (42 USC 6962), local governments using federal funds must give preference in procurement programs to the purchase of specific products containing recycled materials identified in guidelines developed by US EPA.  These guidelines are listed in 40 CFR 247.  As of 6/30/2009, Ohio EPA has been unable to identify any vendors of diesel retrofit equipment with significant recycled content, and has asked US EPA for information on this.  We will share any information we receive with grantees.  Please make your own good faith effort to identify products with recycled content at the local level. 
If you have any questions concerning your obligations under the Grant Agreement during the course of your grant project, please call the Office of Environmental Education staff at 614‑644‑2873.  

INSTRUCTIONS FOR REQUESTING MODIFICATIONS AND TIME EXTENSIONS TO YOUR GRANT AGREEMENT
We understand budgets submitted with grant applications are best estimates of expenditures necessary for the successful completion of the proposed project.  Once any project is underway adjustments to the proposed budget are sometimes needed.  Minor budget modifications can be made without prior written approval from Ohio EPA provided the modifications do not increase the total grant award or the specific retrofits your project proposed.  Once you have determined a modification to the budget is necessary, within 30 days you must notify Ohio EPA in writing (or e-mail) of these changes.  

If the modification to the budget is being made as a result of a more significant change in your project activities, however, you will also need written approval of the proposed changes in activities. For example, if you decide to substitute a different type of pre-heater or filter cleaner that was available more cheaply, you could notify Ohio EPA after the fact.  If you decide to substitute a different type of retrofit equipment or install the equipment on a different bus than you proposed in your grant application, those changes would require prior written approval from Ohio EPA.  Requests for an increase in the overall award amount cannot be approved.  

If you want to modify your retrofit plans (for example to retrofit a different bus than originally proposed) or schedule, or if you feel you need an extension of your Project Period, you must request prior approval in writing (or e-mail) from Ohio EPA.  Please prepare all written requests on your organization's letterhead.  At the top of the front page, type "Activity/Budget Modification Request" or "Project Period Extension Request", and reference your Clean Diesel School Bus Fund Grant ID number.  E-mailed requests need not be on letterhead as long as the communication clearly identifies the school district making the request.  Staff in the Office of Environmental Education will respond in writing (or by email) to these requests.  The written/e-mailed request and Ohio EPA’s written/e-mailed approval will serve as a modification to your Grant Agreement, to be kept on file with the contract.

Please call the Office of Environmental Education at (614) 644-2873 with any questions about budget or activity modifications you may want to make.  
OHIO CLEAN DIESEL SCHOOL BUS FUND
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FISCAL AND ACTIVITY QUARTERLY PROGRESS REPORT

(Please note:  If you complete the entire retrofit project within the first three months, instead of a Progress Report, you only need to submit a single Fiscal and Activity Closing Report.)

	Grant Number

(ex. B2014S-xxx)
	Grantee

(name of school district or DD program)
	Time period covered by report

(ex. 7/1/14 – 9/30/14)

	
	
	


Section 1. School Bus Data.  Please enter information into the table below for each bus that was retrofitted with grant funds this quarter. This form may be requested in electronic format from the Ohio EPA Office of Environmental Education.  Please add lines as needed.  If no retrofits were completed this quarter, please move to Section 2.   

	 Bus ID#
	 Engine Manufac-

turer
	Engine Model 

Year
	Type and manufacturer of retrofit equipment installed 
	Date of

Installa-

tion

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Section 2:  Activity Narrative
Please include a few paragraphs describing your progress on the retrofit project this quarter, including a brief discussion of:

*
Whether you ordered retrofit or related support equipment this quarter

*
the ease or difficulty of the retrofits by your district or a contracted vendor, and how your progress compares with your proposed timeline.  If you are behind schedule, please explain why.


*
how you are addressing any problems that have come up


*
recognition you received for your retrofit project (Please include copies of news articles, awards, or photos about your retrofit efforts)

*
supporting activities such as your efforts to train employees and educate students, parents, and the local community about your retrofit project and anti-idling or other pollution reduction efforts. Please include a copy of any educational or publicity materials produced during the six month period.

*
modifications made to your project activities and budget 

Section 3: Retrofit and Support Equipment Expenditures Summary  

Please fill in the table below, summarizing in separate lines each type of retrofit equipment purchased during the previous three months, as well as installation charges, taxes, and expenditures for related support equipment purchased with grant funds, such as pre-heaters or filter cleaners. Do not include fuel cost differentials.   Add lines to the table as needed.  Please include a Request for Payment Form and copies of invoices for any work completed this quarter that you have not already submitted for payment.   
	Name of Vendor
	Product or Services Provided
	Number Purchased
	Unit Cost
	Total Cost including any taxes paid

	a. 
	
	
	
	

	b. 
	
	
	
	

	c. 
	
	
	
	

	d. 
	
	
	
	

	e. Total Expenditures for Retrofit and Support Equipment This Quarter, All Vendors Enter here and in Table 2, line c below.
	


Section 4:  Budget Summary 

	a. Total amount of grant award from Ohio EPA:  
	$

	b. Previous Balance:  Amount available at the beginning of this quarter (after payments received for expenditures from previous quarters):  
	$

	c. Total grant-funded expenditures this quarter for retrofit and support equipment (from Table 1, line e above).  
	$

	d. Subtract line c from line b and enter the result here.  This is your Remaining Balance, to be entered in line b of next quarter’s report. 
	$


I certify the reported Clean Diesel School Bus Fund grant expenditures are true and accurate.  These expenditures have been incurred and complete documentation is on file.  

__________________________________________

Signature, Title, Date)

__________________________________________

(Signature. Title, Date)

(Please have this certification statement signed by the Fiscal Agent and either the Project Director or the Authorizing Agent for the grant.  We must have two signatures in order to accept the report.)  
(Please submit on your School District or DD program Letterhead.  This report should be cumulative, covering the entire period of the grant.)
OHIO CLEAN DIESEL SCHOOL BUS FUND
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ACTIVITY AND FISCAL CLOSING REPORT

(Please note:  If you complete the entire retrofit project within the first three months, instead of a Progress Report, you only need to submit a single Activity Closing Report, which would include the information requested below, along with your Fiscal Closing Report.)

	Grant Number

(ex. B2014S-xxx)
	Grantee

(name of school district or MR/DD program)
	Time period covered by report

(ex. 7/1/2014 – 6/30/2015)

	
	
	


Section 1. School Bus Data.  Please enter information into the table below for each bus that was retrofitted with grant funds over the course of the entire grant project. This form may be requested in electronic format from the Ohio EPA Office of Environmental Education.  Please add lines as needed.  .   

	 Bus ID#
	 Engine Manufac-

turer
	Engine Model 

Year
	Type and manufacturer of retrofit equipment installed 
	Date of

Installa-

tion

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Section 2:  Activity Narrative
Please describe your experience over the course of the entire project, including discussion of: 
*
the ease or difficulty of the retrofits by your district or a contracted vendor, and how your progress compares with your proposed timeline.  If you fell behind schedule, please explain why.


*
how you are addressed any problems that arose


*
recognition you received for your retrofit project (Please include copies of news articles, awards, or photos about your retrofit efforts)

*
supporting activities such as your efforts to train employees and educate students, parents, and the local community about your retrofit project and anti-idling or other pollution reduction efforts.  Please include two copies of any educational, training or publicity materials produced over the duration of the grant project that you have not already provided to Ohio EPA.

*
Please describe your experience with performance of the buses after the retrofit.

*
Please describe your plans for future retrofits or other pollution reduction efforts based on your experience with this project. 


.  

Section 3: Retrofit and Support Equipment Expenditures Summary  
Please fill in the table below, summarizing in separate lines each type of retrofit equipment purchased with grant funds, as well as installation charges, taxes paid, and expenditures for related support equipment purchased with grant funds, such as pre-heaters or filter cleaners, since the last progress report was submitted.  Add lines as needed. Please include a Request for Payment Form and copies of invoices for any work completed that you have not already submitted for payment.   
	Name of Vendor
	Product or Services Provided
	Number Purchased
	Unit Cost
	Total Cost including any taxes paid

	a. 
	
	
	
	

	b. 
	
	
	
	

	c. 
	
	
	
	

	d. 
	
	
	
	

	e. Total Grant Fund Expenditures for Retrofit and Support Equipment since the last Quarterly Report, All Vendors 
	

	f. Total Grant Fund Expenditures for Retrofit and Support Equipment During the Entire Grant Period.  Enter the sum of line e above plus the sum of the amount on Table 1, line e from all previous progress reports. 
	


Section 4:  Budget Summary 

	a. Total amount of grant award from Ohio EPA:  
	$

	b. Total amount of all payments received to date from Ohio EPA:
	$

	c. Remaining Balance: Subtract line b from line a and enter here. 
	$

	d. Total of all remaining grant-funded expenditures, for which a Request for Payment form has already been submitted to Ohio EPA.    
	$

	e. Total of all remaining grant-funded expenditures, for which a Request for Payment form is being submitted with this Closing Report.
	$

	f.  Add the amount in lines d and e and enter it here.  This is the amount still owed to you by Ohio EPA.  Please invoice Ohio EPA for this amount, and refer to your Clean Diesel School Bus grant identification number.   This amount should be less than or equal to the amount entered in line c.  
	$


Section 5: Grantee’s In-Kind Match 

Each grantee is required to show a cash or in-kind match worth at least five percent of the amount received in grant funds.  This requirement may be met in several different ways.  Please complete any of the following Tables (3, 4, and/or 5), as appropriate, to document your district’s in-kind match.  

Table 5a. Additional retrofit, anti-idling or filter-cleaning equipment purchased as match for grant funds  (This could include equipment purchased within the last 24 months prior to the date of the grant application deadline, and up to 12 months after the grant award.  Copy this table for additional vendors as needed.)
	a. Number and type of equipment  purchased by the district
	

	b. Source of funds (e.g., operating budget, another grant, etc.)
	

	c. Contact information for vendor from whom equipment was  purchased
	Name:  

Address:  

Address 2: 

City: 

State:

 Zip: 

Phone: 

	d. Date(s) of purchase of equipment 
	

	e. Date(s) of installation of equipment 
	

	e. Unit price of equipment
	

	f. Number of equipment units purchased   
	

	g. Total value of additional retrofits offered by the school district as a match:  (e) x (f)

	


Table 5b. School Bus Data for Retrofits Made as part of the School District’s In-Kind Match (Add lines to the table as needed.)
	 Bus ID#
	 Engine Manufacturer
	Engine Model Year
	Retrofit equipment installed (DOC, DPF, CCF, Pre-heater, other)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Table 5c:  School District Staff Time Offered as In-Kind Match for Grant Funds   Please estimate the value of staff time devoted to purchasing retrofit or anti-idling equipment, installation, maintenance, and/or oversight of installation of equipment; and preparing reports related to expenditure of grant funds.  Districts may also estimate the value of their staff time and resources devoted to education of bus drivers, school officials, parents, students and the larger community about school bus retrofits and anti-idling, including education efforts during the time period from 12 months prior to the grant application deadline, to completion of the grant project period.   Employee benefit costs may not be used toward the in-kind match calculation.  Provide position title, number of hours, and hourly wage (or hourly wage pro-rated from annual salary) for each school district employee category whose time devoted to these activities is being offered as part of the district’s in-kind match.  Please add lines to the table as needed.

	Months
	Activities
	Category or Position Title
	Hourly Rate
	Hours devoted to retrofits and related education
	Estimated value of staff time

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Estimated value of total staff time offered as In-kind match:
	

	Estimated value of additional school district resources devoted to education efforts related to retrofit, anti-idling and other air pollution control efforts, and offered as in-kind match:
	


I certify the reported Clean Diesel School Bus Fund grant expenditures are true and accurate.  These expenditures have been incurred and complete documentation is on file.  

(Signature, Title and Date)

________________________________________________________________

(Signature, Title and Date)

(Please have this certification statement signed by the Fiscal Agent and either the Project Director or the Authorizing Agent for the grant)  
OHIO CLEAN DIESEL SCHOOL BUS FUND
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REQUEST FOR PAYMENT

	Grant Number

(ex. B2014S-xxx)
	Grantee Name and Address

(where check is to be sent)
	Date this Request is being submitted

(ex/ 09/30/2014)

	
	
	


We request payment of the following invoices for equipment received and/or work completed:  

	Vendor Name
	Service or equipment provided
	$ Amount 
	Invoice or Receipt #
	Actual or estimated date of invoice

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	TOTAL REQUEST:
	
	
	


Request submitted by:     _____________________         __________________

(Signature)                       Name (Printed) 

Please submit official signed copy to Carolyn Watkins, Ohio EPA, Office of Environmental Education, P.O. Box 1049, Columbus, OH 43216-1049.  To speed processing, you may e-mail an advance copy to Carolyn.Watkins@epa.ohio.gov or fax to (614) 752-0727.  The signed paper copy will still be needed.  

Please enter narrative text here, or attach on a separate page. There is no minimum or maximum page requirement.  You may add additional pages as needed. 















