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Community Project Guide
Rouge River National Wet Weather Demonstration Project

Overview of Community Project Guide

Purpose of The purpose of this Community Project Guideis to provide communities receiving grant

Guide sponsorship for projects through the Rouge River National Wet Weather Demonstration
Project with information, policies, and procedures to administer project fundsin
accordance with applicable federal guidelines. By referring to this Guide along with the
appropriate Code of Federal Regulations when necessary, the community can meet the
fiscal and accounting requirements needed for EPA compliance and effective project
reporting.

In the Guide we use the term * community” to refer to any organization receiving EPA
grant sponsorship for a watershed project.

Guide The Guide is organized according to each stage in a sponsored project’s duration. After
Document formal sponsorship approval through the Rouge Project’ s Notice of Grant Availability
Format process, the Guide provides information for the following project stages:

(1) Lega Agreement Process

(2) Project Initiation & Procurement
(3) Monthly Reporting & Invoicing
(4) Project Documentation

(5) Project Completion & Closeout

Guide Benefits from becoming familiar with the information included in this Guide include:
Document . . . .
Benefits - Compliance with specific requirements for procurement

Review of minimal project accounting procedures
Description of direct versus overhead costs

Understanding of allowable and unallowable project costs

Communities must be in full compliance with the Code of Federal Regulations when
administering their projects for EPA Grant funding.

Additional Throughout the Guide, we include references to federal documentation that can be used for
References additional information on administration of EPA grant funds. These additional references
are available on disk from the Rouge Program Office (RPO).
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Overview of Community Project Guide, continued

The RPO is available to assist communities in preparing project documents, procedures,
and processes for compliance with EPA grant funding requirements. If you would like to
speak with the RPO on these grant requirement and compliance issues, please contact Mr.
Razik Alsaigh at (313) 964-8866 or Mr. Jerry Neibert at (313) 963-1313. We encourage
you to call as questions arise — it is far better to ask a question ahead of time, than to try to
find out how to “fix it” after an action has been taken.

Each project will have a Project Coordinator assigned from the Rouge Program Office to
serve as the main point of contact for the community on project issues and monthly status
reviews. Communities will be notified of their Project Coordinator upon approval of their
project by the RPO.

All project correspondence can be addressed to:

Mr. Razik Alsaigh
Rouge Program Office
220 Bagley, Suite 920
Detroit, Ml 48226
A chart depicting the groups involved in managing the Rouge River Project is shown
below:
| USEPA Region 5
Rouge River Project w Advisor
Steering Committee ) 4
Wayne County
Commission & Executive
Wayne County
D Wayne Coumv Other Departments: Corporation
epartment of Environment Counsl & Risk Management
Wayne County Wayne County DOE|
Division of Watershed Other Divisions
Management (DPW, APD, LR)
Roueoir;agsRAM Project General Information {RPO FROJECTOOORDINATO§
Sub Grant Requirements &
grantee L. Invoicing Procedures g
Community Razik Alsaigh (313) 964-8866 '\RPO CRANTADMINISTRATI@
Project Organization Chart
Rouge River National Wet Weather Demonstration Project October 30, 1997
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How to Set Up and Administer a Project

Estimating Your Administrative Work

Proi Administration of a grant-sponsored community project is not easy — but it need not be

ject . Lo . .

Administration  Overly complicated. The Rouge Program Office is available to help with each step of
project administration, and can help cut through the grant documentation requirements.
Please contact your Project Coordinator or RPO Grant Administration representative for
assistance.

Some administrative guidelines:

Project Phase Estimated Administrative Hours
Set Up 20t0 80

Operate 16 to 32 per month

Close Out 40to 80

Things You Will Receive
Incoming
Documents - Notice of Grant Availability
Project Legal Agreement
Proposals from Y our Contractors
Correspondence from Wayne County
Correspondence/Deliverables from Staff & Contractors

Checks from Wayne County

Things You Need to Create
Outgoing
Documents . Proposal to Wayne County
Signed Legal Agreement (pg. 5)
Insurance Certificates for Community and Y our Contractor (pg. 7)
Advertisement and Other Procurement Documents (pg. 8)

Requests for Amendments (if any)

Correspondence to Wayne County, Staff, & Contractors

nERoUeERVERROICT - Rouge River National Wet Weather Demonstration Project October 30, 1997
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Things You Need to Create, continued
Progress Reports to Wayne County (pg. 15)
Invoices to Wayne County (pg. 15)
Project Ddliverables (pg. 21)
Payments to Contractors (pg. 17)

Auditable Files (pg. 21)

What Your Files Should Look Like (pg. 18)

Communities are required to keep project filesin an organized system stored in a central

Project Filing . . : . ) e
System location. Because each project will have unique documentation needs, communities are
encouraged to contact their Project Coordinator to assist in determining effective
organization of project files.
Rouge River Project Sponsorship: Legal Agreement Process
Legal Aftgr the Rouge Project Offi ce formally approves sponsorship of gcommunity watershed
Agreement project, alegal agreement is prepared to arrange for EPA grant reimbursement for a
Description portion of the project costs. The legal agreement is made between the community and
Wayne County.
Standardized Legal Document Based on Project Type
Types of Wayne County maintains three vers ons of standard legal agreements for communi ty
Legal watershed projects. The standard version selected depends on the organization that is
Documents managing a new community project. A short description of each is supplied below:
Name Application Usage
Most Inter-Agency Agreement = Rouge Watershed Local Unitsof | Applied to most Watershed
Communities (IAA) Government (Cities, Villages, & | projects
Will Use = Townships)
Inter-Agency Agreement / | Non-Profit Organizations Includes revised text and
Non-Profit (IAA-N) requirements for non-profit
project sponsors
Memorandum of Other Wayne County Eliminates certain requirements
Understanding (MOU) Departments for inter-departmental
sponsorship
THEROUGERMERFOECT Rouge River National Wet Weather Demonstration Project October 30, 1997
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Standardized Legal Document Based on Project Type, continued

Wayne County is also developing an IAA for use with agreements with other state
agencies.

Communities may request a copy of the standard legal document after project sponsorship
is approved through the Rouge Program Office.

After the appropriate standard legal document is applied to the community project, the
RPO prepares a draft agreement that includes information for the specific project involved.
The name of the lead organization for the project isinserted into the standard legal
template along with additional information on project budgets, deliverables, and schedules.
The draft agreement then becomes the base document for formal approval by the parties
involved in completing the community project.

Wayne County DOE/WMD Approval

The draft legal document is reviewed by the Wayne County Department of Environment
and Watershed Management Division to check for consistency in project budgeting and the
legal responsibilities of both parties. If applicable, arequirement of final approva by the
Wayne County Commission is also determined. After resolving any project-specific issues
and revising legal text accordingly, the document is sent to Wayne County Corporation
Counsd for initial review.

Wayne County Corporation Counsel/Risk Management Approval

Multiple reviews and document iterations are sure ways to drain project momentum prior
toinitiation. By routing the draft project legal document through Wayne County
Corporation Council and Risk Management before community signature, any legal issues
can beidentified before final document approval. After getting draft approval for the
project legal document, afinal copy is prepared for community review and signature.

Community Signature on Final Legal Documents

Final review and approval of the project legal document is made by the community through
their local governmental process (city council, township board, etc.). Familiarity with all
components of the legal agreement for the project along with requirements for EPA grant
reimbursement is essential. Thefinal legal document with community representative
signature is forwarded to Wayne County for final signatures.

Rouge River National Wet Weather Demonstration Project October 30, 1997
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Wayne County Signature on Final Legal Documents (DAP)

Wayne County final approval and signatures for the project legal document is performed
through the Document Approval Process (DAP). Legal agreement routing includes the
Wayne County Commission (if applicable), Department of Environment, Corporation
Council, Risk Management, Chief Financial Officer, Grants, Human Relations, and
ultimately the Wayne County Executive for final signature. Document status through this
final routing is now being tracked at each step in order to expedite the final approval
process.

A duplicate original of the executed legal document is returned to the community for
reference during the watershed project.

Legal Agreement Process Timeframe

Approximate durations for each step in the Legal Agreement Process after initial project
sponsorship approval by the RPO are as follows:

Step Estimated Duration
RPO Selects & Drafts Project Agreement 1 week
Wayne County DOE Review 1 week
Wayne County Corp. Counsel & Risk Management Review 2 weeks
Final Community Approval & Signature 4 weeks
Wayne County Commission Approval (if needed) 6 weeks
Final Wayne County Approval & Signatures 3 weeks
Total Legal Process Duration ... 11-17 weeks

Insurance Certificates

Communities are to submit copies of their insurance certificates to Wayne County per
requirements contained in the project’ s legal agreement. Copies of subcontractor
insurance certificates should also be submitted. Upon expiration of existing certificates,
new copies will need to be submitted for renewed insurance.

Send copies of insurance certificates to:

Ms. Linda Jackson
Rouge Program Office
220 Bagley, Suite 920
Detroit, Ml 48226

Rouge River National Wet Weather Demonstration Project October 30, 1997
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THE ROUGE RIVER PROJECT
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Frequently Asked Questions (FAQ'’s)

How often should a community check with the RPO on the status of a project’s legal
agreement?

Communities are encouraged to contact their Project Coordinator twice a month for
updates.

What happens if a project’s anticipated schedule is affected by an extended timeframe to
secure a legal agreement?

Project schedules begin at the time a legal agreement is executed and are adjusted
accordingly.

What are the parameters for needing Wayne County Commission approval of a community
project?

All projects require Wayne County Commission approval for disbursement of grant funds,
either as part of a group of similar projects or individually.

Other FAQ’ s will be added as comments are received.

I nitiating a New Sponsor ed Community Pr oj ect

40 CFR Part 31 Requirements

All community watershed projects are subject to the uniform administrative requirements
for EPA grants as detailed in the Code of Federal Regulations, Volume 40, Part 31 (40
CFR 31). Copies of this document are available on diskette in portable document format
(.pdf) from the Rouge Program Office.

The 40 CFR 31 document is organized by each phase of the grant’s administration — pre-
award, post-award, and after-the-grant requirements. Each community should be familiar
with the document’ s content and applicability to their own watershed project. Important
procurement, cost, documentation, and reporting requirements as detailed in the 40 CFR
31 document are included in this Guide. However, because subgrantees are held to the
same levd of requirements as the main grant recipient (Wayne County), the community
must comply with al 40 CFR 31 requirements during the project’ s duration.

Community Project Procurement Process

Most communities will use outside services for design, construction, or implementation of
their watershed projects. Administrative requirements for procurement of these services
are detailed in 40 CFR 31.36.

Rouge River National Wet Weather Demonstration Project October 30, 1997
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Community Project Procurement Process, continued

Highlights of the 40 CFR 31.36 section are detailed below:

Iltem

Established Procurement
Procedures

Contract Administration System

Written Code of Standards for
Employees

Procurement Items

Value Engineering

Award Requirements

Procurement Records

Time & Materia Contracts

Full & Open Competition for

Contracts

Geographical Preferences

Procurement Selection
Procedures

Small Purchase Procedures

Key Requirements

May use established procedures if they
comply with Section 36 requirements.

Must be in place to ensure compliance with
contracts or purchase orders.

No conflict of interest during procurement
process.

Avoid duplication, seek economical
packages and overall approach.

Where feasible for larger construction
projects.

Responsible contractors with ability to
successfully handle contract.

Document procurement process. method,
contract type, contractor selection/rejection,
basis for contract price.

Use only if no other contract is suitable,
must have ceiling price. Please contact the
RPO before using this contract type.

Unreasonabl e requirements, unnecessary
experience, noncompetitive pricing and
awards, conflicts of interest, brand name
specifications, other arbitrary actions are
not allowed.

No local geographical preferences allowed
for bid/proposal evaluations.

Written selection procedures with clear
description of procurement items and
evaluation criteria.

Obtain price/rate quotations from adequate
number of qualified sources.

Rouge River National Wet Weather Demonstration Project
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36(b)(1)

36(b)(2)

36(b)(3)

36(b)(4)

36(b)(7)

36(b)(8)

36(b)(9)

36(b)(10)

36(c)(1)

36(0)(2)

36(0)(3)

36(d)(D)
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Community Project Procurement Process, continued

Item
Key Item => Sedled Bid Method
Key Item > Competitive Proposals

Noncompetitive Proposals

Key Requirements

Formal advertisement, award to lowest

responsible bidder; preferred method for
construction projects. Must have:

Publicly advertised invitation for bids
(RFP)

Adeguate number of suppliers

Defined evaluation factors with relative
importance of each

Public opening of bids

Formal, documented process for
evaluation and selection.

Formal advertisement, typically used for
architectural and engineering (A/E)
services, uses most items from sealed bid
method. Must have:

Publicly advertised invitation for
proposals (RFP)
Adeguate number of known suppliers

Defined technical evaluation factors
with relative importance of each

Negotiated fair and reasonable
compensation of selected competitor.

Communities may not:

Use existing contract to provide
Sservices

Send RFP's only to select list of service
providers

Include unduly restrictive evaluation
factors.

Use only when competitive procedures
determined inadequate, see reference for
additional requirements. Contact the RPO
before accepting a single bid for a project
or before awarding a sole source contract.

THEROUGERMERFOECT Rouge River National Wet Weather Demonstration Project
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Community Project Procurement Process, continued

Iltem

Key Item > Minority & Women Owned
Business Enterprises (MBE /

WBE)

Contract Cost & Price

Document Reviews by Awarding
Agency

Bonding Requirements

Additional
Procurement
Information

40 CFR 31

Key Requirements Reference

Grant requirement: minimum 8 percent 36(e)
participation. Take all necessary

affirmative steps during procurement to

assure MBE/WBE participation.

If you do not achieve 8 percent MBE/WBE
participation, the RPO will require
documentation detailing a community’s
good faith efforts to meet this requirement.

Cost/price analysis required for all 36(f)
procurements. Maximum fixed fee for non-

sealed bid contractsis 15% of direct labor

plus overhead costs. No fixed fees are

allowed on other direct project costs

(ODC's).

Upon request, procurement documentation | 36(g)
available for review by EPA and the Rouge
Project Office.

May accept bonding policy of community if | 36(h)
determined that awarding agency is

adequately protected. See specific

insurance and bonding requirementsin

project legal document.

Please contact the RPO for any additional information or clarifications to the project
procurement requirements listed in this Guide or contained in the 40 CFR 31 document.

THE ROUGE RIVER PROJECT
A WORLD CLASS EFFORT

Frequently Asked Questions (FAQ'’s)

What type of public advertisement does a community need for their project? Any specific

newspapers or periodicals required for advertisement?

A community should place a public advertisement in either the Detroit News, Detroit Free

Press, or in the Observer/Eccentric newspapers.

Can a community use a design/build contract for their project?

Yes, a community may secure professional services for both design and construction through

the use of a design/build contract.

Rouge River National Wet Weather Demonstration Project
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Frequently Asked Questions (FAQ'’s), continued

Can firms currently employed by the Rouge Program Office be contracted for community
projects?

Yes, communities may contract with firms already working in the Rouge Project in other
capacities as well as directly with the RPO for project-specific requirements.

Other FAQ’ s will be added as comments are received.

Monthly Reporting and I nvoicing Process

Allowability and Composition of Costs

OMB Cost alowability for grant reimbursement is described extensively in the Office of

Circular Management and Budget's "Cost Principles for State & Loca Government™ (Circular A-

A-87 87), dated August 29, 1997. Copies of this OMB Circular are available on diskette from
the RPO office.

Community The application of guidelinesin the OMB-A87 Circular is based on the premise that

Cost federally-funded programs like the Rouge Project should be administered through sound

Applications management practices. It is each community's responsibility to ensure that grant funds are
being expended and accounted for in a manner consistent with the underlying agreements
and Rouge Project objectives.

General Cost dlowable under a grant program must meet the following genera criteria:

Criteri iCi
AIF;OZ;Z;:) ' - Benecessary, reasonable, and allocable for proper and efficient

Costs administration of the grant project.
Be authorized or not prohibited under State or local laws or regulations.

Conform to any limitations or exclusions set forth in Federal laws, or other
governing limitations as to types or amounts of cost items.

Be consistent with policies, regulations, and procedures that apply
uniformly to both federally assisted and other activities of Wayne County
government.

Be accorded consistent treatment through application of generally accepted
accounting principles appropriate to the circumstances.

Not be allocable to or included as a cost of any other federally financed
program in either the current or prior period.

Be net of all applicable credits whose recel pts reduce expense items
allocable to grants as direct or indirect costs (purchase discounts, rebates or
allowances, sale of publications, etc.).

THEROUGERMERFOECT Rouge River National Wet Weather Demonstration Project October 30, 1997
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Allowability and Composition of Costs, continued

Project Costs
Schematic

The chart below depicts a schematic of typical community watershed project costs:

COMPOSITION OF GRANT COSTS

Total Project Costs

Project Income Allowable Unallowable
Costs Costs
Direct Costs Indirect Costs Fixed Fee
. Materials & Overhead
Labor Services :
Equipment Rate

Composition Some notes on cost composition:

of Project

Costs In general, Direct Costs can be identified with aspecific project objective.

In general, Indirect Costs are incurred for a common or joint purpose and
are not easily assignable 10 a specific project objective.

Direct vs. Indirect Costs — No set rule in determining direct or indirect for
each project cost component; set each initially and remain consistent
throughout project.

Departmental Indirect Costs — All departmental indirect costs, including the
various levels of supervision, are eigible for alocation to the project
provided they meet the conditions set in OMB Circular A-87, Attachment B.

Fixed Fee Costs — Limited to 15% of labor and overhead costs.

Project Income — Documentation devel oped through the use of grant funds
are generally distributed free of charge to the public. Provisions are
available to secure income from large distributions. Communities are asked
to discuss this situation with their Project Coordinator if applicable.

Allowability and Composition of Costs, continued

THEROUGERMERFOECT Rouge River National Wet Weather Demonstration Project October 30, 1997
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THE ROUGE RIVER PROJECT
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This Guide' s Attachment 1 provides a table for community use that details the
allowability of various potential project costs as detailed in OMB A-87. Section
references are also included in the table for locating additional detail on specific cost items
in OMB A-87. Please contact the Rouge Program Office for assistance in determining
grant reimbursement dligibility for project costs not highlighted in the table.

Cost Matching or Sharing

Each community watershed project is subject to a specified local cost matching percentage
as stated in the corresponding project legal document. Matching or cost sharing
applications are detailed in 40 CFR 31.24. Highlights of this section are detailed below:

40 CFR 31
Item Key Requirements Reference

Basic Rule: Cost & Requirements satisfied by either: 24(a)

Contributions Acceptable allowable costs incurred by the

community

- value of third party in-kind
contributions during the project’s
duration.

Exceptions to Allowable Exceptions to allowable matching costsare | 24(b)(1-5)
Matching Costs asfollows:

costs borne by other grants

general revenue sharing funds

costs counted to other Federal cost
matching requirements

costs financed by project income

services or property financed by income
earned by contractors.

Standards for Third Party In- Standards for third party in-kind 24(b)(7)
Kind Contributions contributions are as follows: 24(c) - 24(9g)

costs would be allowable if submitted
under grant-reimbursable procedures

- valued according to specificationsin
sections 24(c) thru 24(g).

Records for Local Matching Local matching costs must be verifiable 24(b)(6)
Costs from community records.

Monitoring and Reporting Project Performance

Each community is responsible for managing the day-to-day operations of grant supported
activities. Activities must be monitored to assure compliance with applicable Federal

Rouge River National Wet Weather Demonstration Project October 30, 1997
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THE ROUGE RIVER PROJECT
A WORLD CLASS EFFORT

requirements and the objectives of the project as set forth in the proposal approved by the
Rouge Program Office.

Communities are to prepare and submit a monthly progress report to accompany each
grant invoice. Communities are also asked to submit a monthly progress report even if no
project invoice is submitted for a given month. The purpose of the status report is to detail
activities and expenditures of the project on amonthly basis. Issues and problems
identified in the report are to be resolved as soon as possible between the community,
RPO, and Wayne County representatives.

Monthly Reguest for Reimbursement of Grant Funds & Progress Form

Attachment 2 of this Guide provides an example format for the community monthly
Request for Reimbursement of Grant Funds and Progress Report required for submittal.
The form may be copied and filled out, or may be obtained on diskette from the RPO for
the community’ s use. Alternate formats will be accepted by the RPO, but must contain at
least the items listed in the example monthly progress form.

Example of Completed Reguest for Reimbursement of Grant Funds & Progress Report

Attachment 3 shows a completed monthly Request for Reimbursement of Grant Funds
and Progress Report with the level of detail required for atypical project. Each
community’ s project may differ from the example shown depending on the size and
requirements of the particular project.

Community Project Schedules

An important component of the Community Watershed Project Monthly Progress Report is
the reporting of updated schedule dates for project tasks. Care must be taken in setting
realistic dates for project milestones as stated in the project legal document. The project
must be focused on achieving progress towards meeting these milestone dates.

The Rouge Program Office currently maintains a Program Master Schedule for meeting
overall program objectives. Each community’s project is inserted into this Master
Schedule and is monitored for compliance in meeting identified milestones. The
community has the responsibility of carefully reporting project schedule performance on a
monthly basis.

Rouge River National Wet Weather Demonstration Project October 30, 1997
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Community Project Schedules, continued

If adjustments are needed to the approved project schedule, communities are asked to
submit new schedule dates to the Project Coordinator as stated in the project legal
agreement. Approval of schedule extensions are generally easier to secure if submitted as
early as possible after dippage in the project scheduleis identified.

Project Invoicing and Financial Reporting

On the Request for Reimbursement of Grant Funds and Progress Report, the community
should note any supporting documentation attached to the monthly report that provides
backup for the project costs summarized in the * Project Cost Component” section.
Examples of supporting documentation that could be included with the monthly progress
report and invoice are listed below:

Item

Direct Labor Costs

Overhead Costs

Other Direct Costs

Documentation Type

Notes

Time sheets
Payroll register
Canceled checks

Labor distribution report

Overhead Rate

Audited Financial
Statements

Account Listing

Fringe Benefit Costs

QOutside Professional
Services Contracts

Invoices

Purchase Orders
Receiving Reports
Expense Reports

Rouge River National Wet Weather Demonstration Project

Identify hours worked on
community project.

Show obligation to pay employees
working on project.

Verify employee received and
cashed payroll check.

Shows total hours and wages of

all employees that worked on
project, as well as other work.

Document showing federally
approved overhead rate.

For most recent fiscal year, in lieu
of an approved overhead rate.
Indicating accounts treated as
direct and those included in
overhead.

Documents substantiating fringe
costs, including contracts,
invoices, and time sheets.

As needed to support monthly
expenditures.

Show individual names, total
hours, and hourly pay rate.

Include receipts for other direct
purchases.

Mileage rates must be standard.

Project Invoicing and Financial Reporting, continued

October 30, 1997
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THE ROUGE RIVER PROJECT
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Iltem

Fixed Fees

Documentation Type

Notes

Limit:
15% of (labor+overhead)

No fixed fees are allowed on other
direct costs for consultant
contracts.

Attachment 4 provides alisting of submittal requirements required for monthly processing

and payment.

Minority/Women Business Enterprises Summary

The community must submit a* Minority/\WWomen Business Enterprises Summary” project
cost update quarterly, as shown in Attachment 5. As stated previoudly in this Guide, the
minimum MBE/WBE requirement of the grant is 8 percent of project costs. If a
community is unable to achieve this required level of MBE/WBE participation, the RPO
will request supporting documentation detailing the community’ s good faith efforts to meet

this requirement.

Attachment 6 is an example of a completed MBE/WBE Summary form showing proper
placement of project budgets and actual costs.

Monthly Dates for Project Documentation & Reimbursement

A typical timetable for submitting monthly project invoice and status is shown below:

Date

20th of Month

22nd of Month

23rd of Month

Action

All prior month progress reports,
invoices, and required supporting
documentation due to the RPO.

Any documentation not received by
the close of business on the 20th will
not be included in current monthly
process.

RPO reviews submittals, prepares,
and submits grant reimbursement
memos to Wayne County - Watershed
Management Division.

WCWMD reviews memos and routes
to required Wayne County
Departments for processing.

Rouge River National Wet Weather Demonstration Project
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Notes

Send to:

Razik Alsaigh

Rouge Program Office
220 Bagley, Suite 920
Detroit, Ml 48226

Any questions regarding
submitted documents will be
submitted in writing to
communities within 21 days of
receipt.

October 30, 1997
SR16.00



Key Item =

Interest
Income

THE ROUGE RIVER PROJECT
A WORLD CLASS EFFORT

Monthly Dates for Project Documentation & Reimbursement, continued
Date Action Notes
By the 10th of Wayne County Budget & -

Following Month Management performs review process
and issues checks to communities.

10th of Following Grant drawdown transmitted to EPA.
Month

13th of Following EPA transfers federal share dollarsto
Month Wayne County.

Communities should issue checks to subcontractors promptly upon receiving grant funding
checks from Wayne County. Interest income from grant funds should be avoided through
effective project administration. Refer to Attachment 1 and the OMB A-87 Circular for
additional information.

Frequently Asked Questions (FAQ'’s)

Can a community representative' s attendance at Rouge River Project meetings be listed for
project costs?

Yes, as long as time spent at project meetings can be verified through supporting
documentation (time sheets, etc.).

Can community equipment working on a project be listed for project costs?

Yes, with proper application as a direct or indirect cost throughout the project.

Other FAQ’ s will be added as comments are received.

Rouge River National Wet Weather Demonstration Project October 30, 1997
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Filing System
Description

THE ROUGE RIVER PROJECT
A WORLD CLASS EFFORT

Other Required Community Project Documentation

Administrative Record-Keeping

The communities are required to maintain all financial and program records pertinent to
the project. Thesefiles should be kept in a centrally located filing system. This system
should be complete, logically constructed, and stored in a secure location. Following isa
list of suggested general categories for the filing system:

Contract and Project | nformation
Approved Legal Document (IAA or equal)
Correspondence File and Log

Approved Contract

Contract Brief

Agreements and Amendments

Project Status Reports

Professional Services
Correspondence and File Log
Engineering Agreements/Amendments
Procurement Procedures

Telephone Log

Approved Shop Drawings

Financial Records

Project Procurement Procedures
Capital Outlay Projections

Cash Flow Plan

Reimbursement Requests and Log
Invoices

Professional Services Agreements
Contractor’s Pay Estimates

Force Account Payroll Records
Administrative Expenses
Canceled Checks

Periodic Audit Reports

Personal Property Inventory

Rouge River National Wet Weather Demonstration Project

Community Project Guide - Page 18
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EPA Milestone Requirements *
Preliminary & Final Plan of Operation
Operation and Maintenance Manual
Chief Operator’s Employment Manual
Food and Other Insurance Policies

Construction *

Correspondence File and Log
Telephone Log

Bidding Information

Approved Plans and Specifications
Addendums

Bid Bonds

Performance Bond

Notice of Award

Notice to Proceed

Contract Agreements

List of Subcontractors

Right-of-Way Easements
Construction Permits

Change Orders Fileand Log

Material Certifications and Test Reports
Construction Progress Schedules

Lien Waivers

DBE/MBE/WBE Contracts & Reports
Certified Payrolls and Labor Interviews
Approved Shop Drawings

As-Built Notes and Marked-Up Plans
Photographs

Grant Closeout
Correspondence File and Log
Final Inspection Report

Project Performance Certificate
Final Invoice Summaries

* |f required for project

October 30, 1997
SR16.00



Documentation
Requirements

Description
of Checlklist

Using the
Checklist

QA Program

Administrative Documentation

Under the terms of the grant award, communities must be in compliance with applicable
federal documentation regulations. While each community may be responsible for various
phases and tasks of the project, the general methodology for recording and tracking costs
should be consistent regardless of the actual work undertaken.

To assist the community in conducting a self-assessment of its financial and project-related
systems and practices, a community documentation requirement checklist is provided as
the Guide s Attachment 7. This checklist covers the following topics:

1. Contract files
2. Direct labor costs
3. Direct expenses

4. Overhead cost

A. Corporate processes and procedures
B. Insurance requirements

C. Personnd

D. Financia records

E. Automated data processing

The community should denote whether systems and procedures are currently in placeto
cover each of these areas. If the answer is“no” to any of these items, the community
should determine the applicability of the requirement to its particular Situation. In some
cases, an item may not apply to the community. For example, documenting “ out-of-town”
travel policies when no significant travel is contemplated would not necessarily require a
written policy or procedure. If, however, aformal policy, procedure or practiceisnot in
place for an applicable item, then steps should be taken to rectify the situation.

Quality Assurance

The community is required to develop and implement a quality assurance program that is
sufficient to insure data of adequate quality so as to meet project objectives and to
minimize loss of data. See 40 CFR 31.45 for additional information on quality assurance.
The RPO is also available to discuss quality requirements applicable to a specific
community project.

THEROUGERMERFOECT Rouge River National Wet Weather Demonstration Project October 30, 1997
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Applicable
Documents

Start of
Retention
Period

Length of
Retention
Period

Access to
Records

THE ROUGE RIVER PROJECT
A WORLD CLASS EFFORT

Documentation Retention and Access Requirements

The following document retention requirements apply to al required program and financial
records as well as all other documents that can be reasonably considered as necessary.
The requirements do not apply to the records of contractors or subcontractors.

The retention period for general project documents begins when the community submits its
final request for payment. If the expenditure report has been waived, then the retention
period begins when the report would have been due.

Unless specified otherwise, records are to be retained for three years from the retention
period start date as specified above. If any exploration (litigation, claim, negotiation,
audit, or other action) into the records has started before the retention period has expired,
then the records must be retained until the exploratory action is complete and all issues
have been resolved, or until the end of the three year period, whichever islater. If the RPO
requests the community to transfer records into the RPO’s custody, then the three year
retention period is no longer applicable to the community.

The grantor and the Comptroller General of the United States, or any of their
representatives, have the right to access any of the project records of the grantees and
subgrantees.

Frequently Asked Questions (FAQ'’s)

How often will the RPO audit community supporting documentation for a project?
The RPO will review community supporting documentation at project closeout and during
the project if needed.
The documentation checklist in Attachment 7 looksimposing. What are the most
important items?
The checklist is intended for initial review by each community, items most important to a
specific project can be reviewed between the Project Coordinator and the community.
Does a community need to have a section on quality assurance in the project work plan
required by the IAA?
Communities are encouraged to contact Mr. Jerry Neibert at (313) 963-1313 for

information on quality assurance.

Other FAQ' s will be added as comments are received.

Rouge River National Wet Weather Demonstration Project October 30, 1997
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Due Date for
Final Reports

Audit of
Deliverables

THE ROUGE RIVER PROJECT
A WORLD CLASS EFFORT

Community Project Completion and Closeout Process

Final Request for Payment and Final Reports

The federal award will be closed when the RPO determines that all applicable work of the
grant has been completed by the grantee. Within 90 days of the close of the grant, the
grantee must submit the final request for payment, as well as all financial, performance,
and other reports as required by the grant. Upon request by the grantee, the 90 day
timeframe may be extended.

Rouge River Project Audit of Community Project Deliverables

Prior to closeout of the project, the RPO will audit all project deliverables. During the
audit, the RPO will confirm that all of the planned ddliverables, as agreed upon in the
initial proposal and watershed project legal document, have been completed and submitted
by the grantee. The RPO will also check each deliverable for completeness and to ensure
that all deliverables meet the overall objectives of the Rouge Project. The communities are
encouraged to provide interim or draft versions of deliverablesto the RPO. This practice
will enable the RPO staff to review and make suggestions for improvements to the
deliverables prior to the final deliverable due date.

Frequently Asked Questions (FAQ'’s)

What if the community project deliverables aren’t what the RPO expected?

A description of project deliverables should be clearly defined in the project proposal
approved by the Rouge Program Office.

Other FAQ’ s will be added as comments are received.
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Community Project Guide

Rouge River National Wet Weather Demonstration Project

Attachments1to 7




Grant Allowability of Project Costs

OMB Circular A-87
Item Allowable Not Allowable Attachment B
(Category) Description (Conditions) (Conditions) Reference
Acoounting Thecog of edablishing and maintaining Alwaysdlowable B.1
(Administrative) accounting and other information sysems
Advetisng “ Advertisngcods’ arethecodt of advatisng | Whenincurred for therecruitment of | Costsassociated with the disposd of B.2a
(Bid Advertisement) mediaand cordllary adminidrative cods personnd, theprocurement of goods | surplusmateria when dl disposal B.2c
and savices thedigposd of surplus | cogtsarerembursed bassd ona B.2e(1)-(4)
meaterid, and any other edific dandard rateas pedified inthegrants
purposes necessary to medt the management common rule
requirements of the Federd award Cogsdesigned s0ldy to promatethe
governmentd unit
Public Rdaions “Publicrdations’ indudescommunity A direct cod atributebleonlytothe | Cogsof digplays demondrations,and | B.2b
(Administrative) rdationsand meensthoseactivitiesdedicated | project and (8) incurred to exhibits B.2d
tomantaining theimageof thegovenmenta | communicatewiththepublicandthe | Cagtsof medting rooms, hospitality B.2e(1)-(4)
unit or maintaining or promoting presson attivitiesregarding the quites and other gpedid fadilitiesussd
underganding and favoreblerdationswiththe | award project or (b) mattersof public | in conjunction with showsor other
community or public & largeor any segment concern such asawards financid edid events
of thepublic agoects efc. SHaiesand wages of enployess
engeged in setting up and displaying
exhibits making demondrations, and
providing briefings
Cogsdesigned soldy to promote the
governmentd unit
Advisory Coundls Allowableasadirect cog where B.3.
(Other Expenditures) authorized by the Federd awarding
agency or asanindirect cost where
dlocableto Fedeard awards
Alocohadlicbeverages Alwaysundlowable B.4.
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Grant Allowability of Project Costs

OMB Circular A-87
Item Allowable Not Allowable Attachment B
(Category) Description (Conditions) (Conditions) Reference
Audit sarvices Allowable provided that the audits B.5.
(Other Expenditures) were paformed in accordancewith
theSngleAudit Act
Other audit cogtsif spedificdly
gpproved by theawarding or
cognizant agency
Autométic dectronic data Alwaysdlowable B.6.
processing (Administrative)
Bad debits Any lossesaigng from uncollectible accounts Undlowableunless provided for in B.7.
(Other Expenditures) and other daims, and rlated codts Federd program award regulations
Bonding codts Cogsof bonding employessand officids Allowableto the extent that such B.8.
(Bonding) bonding isin accordancewith sound
busnesspractice
Budaeting Codsincurred for the devd opment, Alwaysalowable B.9.
(Project Planning) preparation, presentation, and execution of
budgets
Communications Codsof tdephone, mail, messenger, and Alwaysdlowable B.10.
(Administrative) Smilar communication sarvices
Compensdtion for personnd All remuneration, paid currently or accrued, Thissection dedlswith wages, B.1la-i.
svices for sarvicesrendered during the period of daies fringebendfits pendon plan
(Apply to Category) peformance under Federd awards, induding | codts, podt-retirement hedlth bendfits

but not necessarily limited to wages sdlaries,
and fringe benefits

Sevarance pay, upport of dariesand
wages, donated sarvices - which are
generdly dlowableif reasonable and
in accordancewith governmenta
laws
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Grant Allowability of Project Costs

OMB Circular A-87
Item Allowable Not Allowable Attachment B
(Category) Description (Conditions) (Conditions) Reference

Contingencies Contributionsto acontingency resrveor any Alwaysundlowable B.12.

dmilar provison medefor eventsthe Note Theterm“ contingency resarve’

occurrence of which cannot beforetold with exdudes Hf -insurance, penson plans,

catanty astotime, or intendty, or with an and pog-retirement hedlth and ather

assurance of ther happening bendfit reserves computed using

acogptable actuaria cost methods

Contributionsand donations Induding case, property, and sarvices by Alwaysundlowable B.13.

governmentd unitsto others, regardiess of the

recipient
Defenseand prosecution of Legd expensssrequiredinthe Legd expensesfor the prosecution of B.14.a-b.
crimind and civil procesdings, adminigration of Federd programs damsagang the Federd Government
anddams
Deprecidion and usedlowances | Meansof dlocatingthecod of fixed assstison | Genardly dlowableif reesonableand B.15.a-h.
(Apply to Category) hand in accordancewith governmenta

laws

Dishurdng sarvice Thecod of dishurang fundsby the Treesurer | Alwaysdloweble B.16.
(Administrative) or other designated officer
Employeemorde hedth, and Thecogsaf hedth or firg-aid dinicsand/or Alwaysdlowable B.17.
wdfarecods infirmaries, recregtiond fadilities employee Nate Any income generated by these
(Apply to Category) counsding sarvices employesinformeation activitieswill beoffset againg

publications, and anyrdated expensss expenss
Entertainment Including amusament, diverson, and socid Alwaysundlowable B.18.

activitiesand any cogsdirectly assodiated with

such codts
Equipment and other capital Thissection coversthose codsassociated with | May bedlowebleif gpproved by the B.19.a-.
expenditures thefdlowing terms capital expenditure, goproprigte Federd agency. See
(Equipment) equipment, and other capital assats Circular A-87 for requirements
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Grant Allowability of Project Costs

OMB Circular A-87
Item Allowable Not Allowable Attachment B
(Category) Description (Conditions) (Conditions) Reference
Fnesand pendties Fnes, pendties damages and ather Undlowableexcept whenincurredas | B.20.
settlementsresulting from violations (o aresult of compliancewith gpecific
aleged vidaions) of, or falureof the provisonsof the Federd award or
governmenta unit to comply with, Federd, written indructionsby theawarding
Sate locd, or Indian tribd lawsand agency autharizingin advancesuch
regulations paymants
Fund raising and invetment Always, regardless of the purposefor B.2la
managamant cogs which thefundswill beused B.21b.
Note Such cogtsasociaed with B.2lc
investments covering penson, sdf-
insurance, or other fundswhich
indude Federd participation alowed
by Circular A-87 aredloweble
Gainsand losses on digposition of Gengdly nat dlowed. SeeCircular B.22a-c.
depreciable property and other A-87 for exceptionsand details
capitd asstsand subdantid
relocation of Federd programs
Gengrd government expensss Induding: sdariesand expensesof the Sate Alwaysundlowable B.23a
legidatures, tribal councils, or Smilar local
governmentd bodiesfor al gover nmenta
activities
Federdly recognized Indian triba governments
and Councils Of Governments (COGs) Theportion of salariesand expenses B.23b.
directly attributableto managing
Federd programshby thechief
executiveand hisgaff isdlowable
Idefadlitiesand idle cgpacity SeeCircular A-87 for definitions Undlowable, except under catain B.24.a-c.

conditionsasliged in Circular A-87
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Grant Allowability of Project Costs

OMB Circular A-87
Item Allowable Not Allowable Attachment B
(Category) Description (Conditions) (Conditions) Reference
Insuranceand indemnification Codtsaf insurance reguired or gpproved and Alwaysdlowable B.25a
(Other Expenditures) maintained, pursuant to the Federd award
Cogtsof ather insurancein connection with Allowablesubject to limitations B.25.b.(1)-(2)
thegenerd conduct of activities ligedin Circular A-87
Actud losseswhich could have been covered Undlowableunlessexpresdy provided | B.25.c.
by permissbleinsurance for inthe Federd award
Direct or resrvefund paymentsto cartain sdf- | Allowablesubject to provisonslisged B.25.d.(1)-(5)
insurance programsincluding workers in Circular A-87 B.25e
compensation, unemployment compensation, B.25f
and sverance pay, and Smilar employee B.259
benefits
Cogtsof commercid insurancethat protects Alwaysundlowable B.25h
agang the cogts of the contractor for
correction of the contractor’ sown defectsin
materidsor workmanship
Interest Cogtsincurred for interest on borrowed capitel Unallowable unlessauthorized by B.26.a
(Other Expenditures) or theuse of agovernmental unit’ sown funds Federd legidation
FHnancing codts (induding interest) paid or Allowablesubject to conditionslisted B.26.b.(1)-(4)
incurred on or &fter the effective date of in Circular A-87
Circular A-87
Lobhying Thecod of certain influencing activities Alwaysundlowable B.27.
asociated with obtaining grants, contracts, Note Lobbyingwith repect to certain
coopeardiveagreamants or loans grants, contracts, cooperdtive

agreamants, and loansmay bedlowed.
SeeCircular A-87
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Grant Allowability of Project Costs

OMB Circular A-87
Item Allowable Not Allowable Attachment B
(Category) Description (Conditions) (Conditions) Reference
Maintenance, operation, and Thecod of utilities insurance, security, Allowablesubject to conditionslisted B.28.
repairs janitorid savices devator sarvice upkespof | inCircular A-87
(Other Expenditures) grounds, necessary maintenance, normal
repairsand dterations and thelike
Mateidsand supplies Always - a actud purchasepriceafter B.29.
(Administrative) al deductionsor at cogt if taken from
dock. Incoming trangportation
chargesareinduded
Memberdhips substriptions and Usudly dlowable Cogsof membershipin organizations | B.30.a-e
professiond adtivities ubdantialy engaged in lobbying
(Other Expenditures)
Mator pools Codsaof asaviceorganization which provides | Alwaysdlowable B.3L
(Other Expenditures) automobilesto user governmental unitsat a
mileageor fixed rate and/or providesvehidle
maintenance, ingpection, and repar savices
Pre-avard cods Thoseincurred prior to theeffectivedateof the | Allowableonly to theextent thet they B.32.
(Apply to Category) award directly pursuant tothenegatiationand | would havebean dlowableif
in anticipation of theawardwheresuchcogts | incurred after thedate of theaward
are necessary to comply with the propossd and only with thewritten gpprova of
ddivery scheduleor period of peformance theawarding agancy
Professond sarvice cods Codt of professond and consultant sarvices, Allowablewhen ressoncblein B.33a
(Design Engineering, induding retainer fees rendered by personor rdation to the sarvicesrendered and B.33h.
Construction, Legal, and/or organizationsthat aremembersof aparticular | when not contingent upon recovery
Project Planning) professon or possesagpecia kil of thecogtsfrom the Federdl
Govenment
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Grant Allowability of Project Costs

OMB Circular A-87
Item Allowable Not Allowable Attachment B
(Category) Description (Conditions) (Conditions) Reference
Proposd cods Codtsof preparing proposalsfor potentid Alwaysdlowable - should normaly B.34.
(Project Planning) Federd awards betreated asindirect costs, however,
may be charged to Fedard awards
with prior gpprovel
Publication & printing costs SeeCircular A-87 for definitions of cogts Alwaysdlowable B.35.
(Other Expenditures) covered inthissaction
Rearrangamentsand dterations Codsincurred for ordinary and normal Alwaysalowable B.36.
(Other Expenditures) rearrangement and dteration of fedilities
Soecid arangementsand dterationscosts Allowablewith prior gpprovel of the
incurred gpecifically for aFederd award Federd awarding agency
Reconverson codts Codsincurred in therestoration or Allowable B.37.
(Other Expenditures) rehabilitation of thegovernmenta unit’ s
fadilitiesto gpproximatdy the same condition
exigingimmediatdy prior to commencament
of Federd awards, lesscogsrdated to normdl
wear and tear
Rentd cods Subject to limitationsdescribed in B.38.a-d.
(Other Expenditures) Circular A-87 and to the extent that
raesareressonable
Taxes Allowablesubject tolimitationsand B.3%.a-c.
(Other Expenditures) redrictionsligted in Circular A-87
Training Thecod of training provided for employee Alwaysdlowable B.40.
(Other Expenditures) devdopment
Trave cods Trangportation, lodging, subsgence and Allowablesubject to conditions B.4la-d.
(Administrative or Project rdaed itemsincurred by employesstravding described in Circular A-87
Planning) onofficia busness
Underrecovery of cogsunder Any excess cogsover theFederd contribution Alwaysundlowable under other B.42.
Federd agreaments under oneaward agreement award agreaments
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ROUGE RIVER NATIONAL WET WEATHER DEMONSTRATION PROJECT

REQUEST FOR REIMBURSEMENT OF GRANT FUNDS FOR CONSTRUCTION
PER INTER-AGENCY AGREEMENT WITH WAYNE COUNTY

Recipient Organization:

Period Covered by Request: from

to

Payment Request # :

PROJECT COST COMPONENT

Column 1 Column 2
Amount Requested This Period Amount Requested Cumulative to
Date

A. Planning Cost

B. Design Engineering Cost

C. Bid Advertisement

D. Bond Advertisement/Referendum

E. Legal Costs (Contracted)

F. Legal Costs (Recipient's Staff)

G. Bond Consultant/Attorney

H. Administrative

|. Relocation Expenses

J. Land Acquisition

K. Land Purchase

L. Construction Engineering Costs

M. Construction Costs (Bid Contracts)

N. Construction Costs (Purchases<$50,000)

O. Construction Costs (Recipient's Staff)

P. Equipment Costs

Q. Capitalized Interest Costs

R. Project Cost for This Period (A to Q)

S. Total Project Cost from Last Period

T. Total Project Cost to Date

U. Federal Share of Amount on Line"T"

V. Local Share of Amount on Line"T"

W. Federal Payments Previously Requested

X. Federal Share Requested This Period

Maximum Federal Share = $

Maximum Incurred Project Cost to be Billed to the Grant = $

CERTIFICATION: 1 certify that to the best of my knowledge and belief, the data above is correct and that all outlays were made
in accordance with the grant conditions or other agreements, and that payment is due and has not been previously requested.
Also, having reviewed the certified payrolls submitted by the contractor, | find them to be in compliance with the requirements of

the "Davis-Bacon Act".

Signature of Authorized Certifying Official:
Name of Authorized Certifying Official:
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ROUGE RIVER NATIONAL WET WEATHER DEMONSTRATION PROJECT

REQUEST FOR REIMBURSEMENT OF GRANT FUNDS FOR CONSTRUCTION
PER INTER-AGENCY AGREEMENT WITH WAYNE COUNTY

Recipient Organization:

Period Covered by Request: from to
Payment Request # :

Column 1 Column 2 Column 3 Column 4
PROJECT COST COMPONENT Eligible Grant Cost| SRF Loan Cost Ineligible Grant Total
Incurred This Incurred This Cost Incurred This
Period Period Period

A. Municipal Revenue System Devel opment

B. Design Engineering Cost

C. Bid Advertisement

D. Bond Advertisement/Referendum

E. Legal Costs (Contracted)

F. Legal Costs (Recipient's Staff)

G. Bond Consultant/Attorney

H. Administrative

|. Relocation Expenses

J. Land Acquisition

K. Land Purchase

L. Construction Engineering Costs

M. Construction Costs (Bid Contracts)

N. Construction Costs (Purchases<$50,000)

O. Construction Costs (Recipient's Staff)

P. Equipment Costs

Q. Capitalized Interest Costs

R. Project Cost for This Period

S. Total Project Cost From Last Period

T. Total Project Cost to Date

U. Federal Share of Amount on Line"T"

V. Local Share of Amount on Line"T"

W. Federal Payments Previously Requested

X. Federal Share Requested This Period

Maximum Federal Share = $

Maximum Incurred Project Cost to be Billed to the Grant = $
CERTIFICATION: 1 certify that to the best of my knowledge and belief, the data above is correct and that all outlays were made
in accordance with the grant conditions or other agreements, and that payment is due and has not been previously requested.

Also, having reviewed the certified payrolls submitted by the contractor, | find them to be in compliance with the requirements of
the "Davis-Bacon Act".

Signature of Authorized Certifying Official: Date

Name of Authorized Certifying Official:
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ROUGE RIVER NATIONAL WET WEATHER
DEMONSTRATION PROJECT

MONTHLY PROGRESS REPORT
SUBGRANTEE:

PERIOD OF:

**This report is due on the 20th day of the month following the reporting period.**

|. FINANCIAL DATA

Cumulative
Amount

A. PROJECT BUDGET

B. CUMULATIVE PROJECT-TO DATE COSTS
1. Grant Share
2. Local Share
3. TOTAL CUMULATIVE COSTS

C. BALANCE REMAINING ON CONTRACT(S)

% of Total
$ Budget

DATE SUBMITTED:
CONTACT PERSON:

ADDRESS:

TELEPHONE NUMBER:

SIGNED:

Subgrantee's Representative
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rerouse RverproECT - ROuQe River National Wet Weather Demonstration Project Progress as of:
PRORDCUSEFOR community Watershed Project Monthly Progress Form

[y e
E (Due to RPO by 20" of following month) Month, Year

BRINGING OUR RIVER BACKTO LIFE

Community / Agency:

Project Name:

Summary Project Schedule Update

Planned Current Planned Current
Task / Milestone Start Start Finish Finish

Overall Project Start / Finish:

Monthly Milestones, Issues, or Obstacles

Please describe any items affecting project performance during the past month. Also note public involvement efforts and opportunities
for Rouge River Project assistance, if applicable.

Authorized Community/Agency Representative Signature Date

Name of Representative Title
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ROUGE RIVER NATIONAL WET WEATHER DEMONSTRATION PROJECT

REQUEST FOR REIMBURSEMENT OF GRANT FUNDS FOR CONSTRUCTION
PER INTER-AGENCY AGREEMENT WITH WAYNE COUNTY

Recipient Organization: Bingham Farms - Separation Project

Period Covered by Request: from July 1, 1998 to July 31, 1998
Payment Request #: 4

Column 1 Column 2
PROJECT COST COMPONENT Amount Requested This Period Amount Requested Cumulative to
Date
A. Planning Cost $5,000.00 $41,800.00

B. Design Engineering Cost

C. Bid Advertisement

D. Bond Advertisement/Referendum

E. Legal Costs (Contracted)

F. Legal Costs (Recipient's Staff)

G. Bond Consultant/Attorney

H. Administrative

|. Relocation Expenses

J. Land Acquisition

K. Land Purchase

L. Construction Engineering Costs $15,000.00 $40,000.00

M. Construction Costs (Bid Contracts)

N. Construction Costs (Purchases<$50,000)

O. Construction Costs (Recipient's Staff)

P. Equipment Costs

Q. Capitalized Interest Costs

R. Project Cost for This Period (A to Q) $20,000.00

S. Total Project Cost from Last Period $61,800.00
T. Total Project Cost to Date $81,800.00
U. Federal Share of Amount on Line"T" $73,620.00
V. Local Share of Amount on Line"T" $8,180.00
\W. Federal Payments Previously Requested $55,620.00
X. Federal Share Requested This Period $18,000.00

Maximum Federal Share = $ 90,000

Maximum Incurred Project Cost to be Billed to the Grant = $ 100,000
CERTIFICATION: 1 certify that to the best of my knowledge and belief, the data above is correct and that all outlays were made
in accordance with the grant conditions or other agreements, and that payment is due and has not been previously requested.

Also, having reviewed the certified payrolls submitted by the contractor, | find them to be in compliance with the requirements of
the "Davis-Bacon Act".

Signature of Authorized Certifying Official: Date

Name of Authorized Certifying Official:
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ROUGE RIVER NATIONAL WET WEATHER DEMONSTRATION PROJECT

REQUEST FOR REIMBURSEMENT OF GRANT FUNDS FOR CONSTRUCTION
PER INTER-AGENCY AGREEMENT WITH WAYNE COUNTY

Recipient Organization: Bingham Farms - Separation Project

Period Covered by Request: from July 1, 1998 to July 31, 1998
Payment Request #: 7

Column 1 Column 2 Column 3 Column 4
PROJECT COST COMPONENT Eligible Grant Cost| SRF Loan Cost Ineligible Grant Total
Incurred This Incurred This Cost Incurred This
Period Period Period

A. Municipal Revenue System Devel opment

B. Design Engineering Cost $5,000.00 $5,000.00

C. Bid Advertisement

D. Bond Advertisement/Referendum

E. Legal Costs (Contracted)

F. Legal Costs (Recipient's Staff)

G. Bond Consultant/Attorney

H. Administrative

|. Relocation Expenses

J. Land Acquisition

K. Land Purchase

L. Construction Engineering Costs

M. Construction Costs (Bid Contracts) $25,000.00 $5,000.00 $30,000.00

N. Construction Costs (Purchases<$50,000)

O. Construction Costs (Recipient's Staff)

P. Equipment Costs

Q. Capitalized Interest Costs

R. Project Cost for This Period $30,000.00 $5,000.00 $35,000.004
S. Total Project Cost From Last Period $80,000.00, $10,000.00 $90,000.004
T. Total Project Cost to Date $110,000.00 $15,000.00 $125,000.00
U. Federal Share of Amount on Line"T" $60,500.00
V. Local Share of Amount on Line"T" $49,500.00
\W. Federal Payments Previously Requested $44,000.00
X. Federal Share Requested This Period $16,500.00

Maximum Federal Share = $ 110,000
Maximum Incurred Project Cost to be Billed to the Grant = $ 200,000

CERTIFICATION: 1 certify that to the best of my knowledge and belief, the data above is correct and that all outlays were made
in accordance with the grant conditions or other agreements, and that payment is due and has not been previously requested.
Also, having reviewed the certified payrolls submitted by the contractor, | find them to be in compliance with the requirements of
the "Davis-Bacon Act".

Signature of Authorized Certifying Official: Date
Name of Authorized Certifying Official:
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ROUGE RIVER NATIONAL WET WEATHER
DEMONSTRATION PROJECT

MONTHLY PROGRESS REPORT

SUBGRANTEE: Wayne and Washtenaw Counties Conservation Districts
Abatement of Agricultural Runoff

PERIOD OF: May 1, 1997 to May 31, 1997

**This report is due on the 20th day of the month following the reporting period.**

|. FINANCIAL DATA

Cumulative % of Total
Amount $ Budget
A. PROJECT BUDGET $100,000 100%
B. CUMULATIVE PROJECT-TO DATE COSTS
1. Grant Share $ 54,000 54%
2. Local Share $ 6,000 6%
3. TOTAL CUMULATIVE COSTS $ 60,000 60%
C. BALANCE REMAINING ON CONTRACT(S) $ 40,000 40%
DATE SUBMITTED: June 12, 1997
CONTACT PERSON:
ADDRESS:
TELEPHONE NUMBER:
SIGNED:
Subgrantee's Representative
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THE ROUGE RIVER PROJECT i i i H .
R AR e Rouge River National Wet Weather Demonstration Project Progress as of:

O @ Do Community Watershed Project Monthly Progress Form May, 1997
BRMGOURRIVERBACKTOUFE (Due to RPO by 201h of foIIowing month) Month, Year

Community / Agency: Wayne & Washtenaw Counties Conservation Districts

Project Name: Abatement of Agricultural Runoff (M1-15)

Summary Project Schedule Update

Planned Current Planned Current
Task / Milestone Start Start Finish Finish
1 - Begin Project 6/10/96 6/10/96 - -
2 - Submit Project Work Plan - - 7/15/96 10/1/96
3 - Planning / Design 1/1/97 1/1/97 4/30/97 711/97
4 - Construction 5/1/97 8/1/97 7/131/97 9/29/97
5 - Monitoring / Reporting 8/1/97 10/1/97 8/31/97 10/31/97

Overall Project Start / Finish: 6/10/96 6/10/96 8/31/97 10/31/97

Monthly Milestones, Issues, or Obstacles

Please describe any items affecting project performance during the past month. Also note public involvement efforts and opportunities
for Rouge River Project assistance, if applicable.

Conservation specialist completed the following: took soil samples, assisted farmer in plans
for filter strip, completed wildlife habitat plans, sent mailings to affected land owners, attended
Middle 1 subwatershed meeting, wrote article on project for Washtenaw County Conservation
Newsletter.

Administrative, clerical support, supplies and travel by district staff and directors were provided
for above items.

Authorized Community/Agency Representative Signature Date

Name of Representative Title
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Thefollowingisalist of items that should be submitted by municipalities or agencies performing projects
in cooperation with the * Rouge River National Wet Weather Demonstration Project.”

1.

Monthly Progress Report. (Submitmonthly even if no payment request is made).

Item 1 the “ Monthly Progress Report” should be submitted by the community once an inter-agency
agreement or memorandum of understanding has been executed with Wayne County. Thisalows
the RPO to track the progress of the critical early stages of the project and can help to expedite the
start of the project.

The “Monthly Progress Report” should be submitted each month even if no request for payment is made.

2.

Contractor Procurement Method. Item 2 is the documentation of contractor procurement
method, which must include a brief description of the decision process and basis of selection. The
procurement documentation should be reviewed by the RPO before initiation of work. Wayne
County emphasizesthat the federal regulation requiresthe publication of the request for
proposalsfor architectural and engineering services. The publication must clearly describe
the project. 40CFR Part31 has specific guidance on the procedures for selection architectural and
engineering services. Also, we emphasize that the grant requirement includes provisions
regarding contracts with MBE/WBE firms Six affirmative steps in 40CFR 31.36e must be
followed. In addition to the foregoing, other requirements are included in the 40CFR 31, attached
in the agreement with the County. We strongly recommend these be carefully reviewed and
followed because failure to comply with the provisions could result in disallowance of costs. If
you have questions, please call Razik Alsaigh at the RPO, telephone (313) 964-8866.

Executed Contract Copy of executed contract(s) and any contract amendments against which
costs are being claimed should be submitted to the RPO prior to the first request for
reimbursement.

Overhead Rates Provide federally audited overhead rate for operating agency and consultant(s)
prior to thefirst request for reimbursement and when reaudited.

Insurance Certificates. Insurance certificates naming Wayne County as insured per the
requirements identified in the IAA (or comparable) should be submitted to the RPO with the first
request for reimbursement.

Items 2-5 should each be submitted once or whenever they are revised.
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6. Request for Reimbursement of Grant Funds.The “ Reimbursement Request Form” should be
filled out completely and signed whenever arequest for reimbursement of grant fundsis submitted.
Requests should be submitted before the 20th of each month to:

Wayne County Rouge Program Office (RPO)
220 Bagley, Suite 920

Detroit, Michigan 48226

Attention: Razik Alsaigh

7. Municipality/Agency Labor Costs. The municipality or lead agency is required to document
their labor costs. This documentation must include invoices listing individual names, hours
worked, and hourly pay rate. Thiswould be submitted in conjunction with the “ Reimbursement
Request” when community costs are incurred.

8. Consultant and Sub-consultant Labor Costs. The consultant is required to document their labor
costs in the same manner as the community. This documentation must include copies of invoices
supporting the request for reimbursement. These invoices should list individual names, total hours
worked, hourly pay rate.  Thiswould be submitted in conjunction with the “ Reimbursement
Request” when consultant or sub-consultant costs are incurred.

9. Other Direct Costs. Thedirect costsincurred by both the community or agency and the
consultant or sub-consultant must be documented. This documentation must include copies of
invoices for all direct costs including purchases of equipment or supplies, travel, contractual, or
other direct costs. The charging of afee on direct costsis not permitted. The documentation of
direct costs would be submitted in conjunction with the “ Reimbursement Request” when direct
costs are incurred.

Items 6-9 should be submitted when requesting funds for reimbursement (preferably on a monthly basis).
10. Minority/Women Business Enter prises (M BE/WBE) Summary The documentation of
the amount of MBE/WBE participation in the project is required. The amounts shown on thisform
should include the contract amount and the cumulative amount to date.

Item 10 should be submitted on a quarterly basis.

If there are any questions with any or the above requirements, please contact Razik Alsaigh at the RPO at
(313) 964-8866.
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THEROUGE RVERPROKCT - Rouge River National Wet Weather Demonstration Project

A WORLD CLASS EFFORT

O @ Do Community Watershed Projects MBE/WBE Summary

Report as of:

Month, Year
BRINGING OUR RIVER BACK TO LIFE
Community / Agency:
Project Name:
Minority/Women Business Enterprises (MBE/WBE) Summary
% of
Contract % of Total Total
Dollar Total Costs Costs
A. CONTRACTS AWARDED Amount Contracts Incurred Reported
Non-MBE/WBE Cost $ % $ %
MBE/WBE Cost $ % $ %
TOTALS $ % $ %
B. LISTING OF MBE/WBE
COSTS
$ $
$ $
$ $
$ $
$ $
$ $
$ $
TOTALS $ $

Certification: | certify that to the best of my knowledge and belief, the data in this report is correct and that all outlays were made in
accordance with the grant conditions or other agreements, and that payment is due and has not been previously requested. Also,
having reviewed the certified payrolls submitted by the contractor, | find them to be in compliance with the requirements of the “Davis-

Bacon Act”.

Authorized Community/Agency Representative Signature

Name of Representative
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RO R s Rouge River National Wet Weather Demonstration Project Report as of:
Community Watershed Projects MBE/WBE Summary October, 1997

( 3
@ Month, Year

BRINGING OUR RIVER BACKTO LIFE

Community / Agency: Rouge Watershed Community

Project Name: Example Watershed Community Project

Minority/Women Business Enterprises (MBE/WBE) Summary

% of
Contract % of Total Total
Dollar Total Costs Costs
A. CONTRACTS AWARDED Amount Contracts Incurred Reported
Non-MBE/WBE Cost $ 92,000 92 % $ 50,000 91 %
MBE/WBE Cost $ 8,000 8 % $ 5,000 9%
TOTALS $ 100,000 100 % $ 55,000 100 %

B. LISTING OF MBE/WBE

COSTS
XYZ Co. (MBE) $ 6,000 $ 3,000
ABC Co. (WBE) $ 2,000 $ 2,000
$ $
$ $
$ $
$ $
$ $
TOTALS $ 8,000 $ 5,000

Certification: | certify that to the best of my knowledge and belief, the data in this report is correct and that all outlays were made in
accordance with the grant conditions or other agreements, and that payment is due and has not been previously requested. Also,
having reviewed the certified payrolls submitted by the contractor, | find them to be in compliance with the requirements of the “Davis-
Bacon Act”.

Authorized Community/Agency Representative Signature Date

Name of Representative Title
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RO Ry s Rouge River National Wet Weather Demonstr ation Proj ect
Community Watershed Projects Documentation Checklist

BRINGING OUR RIVER BACKTO LIFE

In Use
by Not In Not
Description Comm Use Applicable

1 Contract Files

Approved copy of watershed project legal document (IAA or equal)
2 Direct Labor Costs

Time sheets completed in ink and signed by a supervisor

Payroll register verifying salaries and wages paid

Labor distribution report identifying total hours worked for each
project

Verification that employees working on the project are being paid
rates comparable to employees working on other projects

Personnel rate records

Union agreements, if applicable, covering wage rates or increases
Canceled payroll checks

Federal Form W-3 (Transmittal of Wage & Tax Statement)

Federal Form 940 (Employer’ s Annual Federal Unemployment Tax
Return)

Bank statements covering the periods when the community made the
final payment on Form 940

3 Direct Expenses
- Materids & Supplies
Supplier/vendor invoices

Verification of approval prior to payment (check request or
purchase order)

Verification of account distribution
Receiving reports

Reasonableness of expenditurein relation to the nature of the
operations

- Travel Expenses

Expense reports indicating dates, employee' s name, points of
travel, dates of departure and arrival, mode of transportation and
authorized approval

Community’ stravel policy which is reasonable and consistent
with federal guidelines
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In Use
by Not In Not

Description Comm  Use Applicable
Receipts for travel expenses

Documentation indicating purpose and rationale for the travel
expense

- Other direct costs (if charges are usually recovered through
overhead, the community should not charge them as direct costs)

Verification that costs were for the benefit of the project
Verification that costs are reasonable and allowable
Supplier/vendor invoices
Verification of account distribution
- Subcontractor Charges
Invoices
Copies of contracts
Payment records
Time sheets
4 Overhead
Approved EPA overhead rate for the current fiscal year
Annual audit report

Determination of whether overtime pay isto beincluded as the base
for distribution, or straight time pay only

Formal budgets for the prior and current year
Amortization and depreciation schedules
Overhead rate cal culation methodology
Accounting policy for alocating costs

Documentation of the significant changes in overhead rate from
previous year, if applicable

Determination of need for “job-site” or “field overhead” rate

Verification that miscellaneous income amounts have been credited
to applicable overhead accounts

Listing of accountsto beidentified for overhead

Determination that overhead account does not include unallowable
costs, including unreasonable compensation

Overhead computations that reconcile to the financial statements
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In Use
by Not In Not

Description Comm  Use Applicable
Fringe benefit costs supported by contracts, invoices, and payments

5 General

A Policies/procedures for:
Allocating and accumulating cost
Bonuses
Director fees
Inter/intra department transactions
Travel
Directors’ meeting minutes

B Insurance requirements

Up-to-date schedule containing the following for insurance
required by the contract:

1. Carrier

2. Datesof coverage

3. Coverage limits (dollar amount)

4. Type of coverage

5. Premium amount

Types of insurance

6. Workers Compensation Insurance

7. Comprehensive genera liability with $500,000 single limits
and for damage to property

8. Architects and Engineer Professional Liability Insurance for
acts, errors, and omissions with alimit of $500,000 per
claim/annual aggregate

9. Comprehensive Automobile Liability policy to cover bodily
injury and property damage with $500,000 single limits

C Personnd
Organization charts for the contract period

Job descriptions describing responsibilities and controls
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In Use
by Not In Not

Description Comm  Use Applicable
D Financial records

Accounting manuals which document policies which are
consistent with generally accepted accounting principles and
contract specifications

Audited financial statements. If not available, have financial
statements been compiled for such purposes as bank loans
and/or government agencies?

Establishment of project/grant accounting records

Cost contained in the project accounting records that are
segregated by eligibility, allowability, and allocability to EPA
projects

Project cost records used as a basis for the community’ s invoices
E Automated Data Processing

Complete financial history of contract currently accessible
thorough automated records

Automated records available:
1. Online
2. Ondiskette
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