


Entering Expenses
Creating Reporting Period
Submit Payment Request



Log in to AmpliFund, click “Grant Management” from the 
navigation bar located on the left-hand side of the screen



From the Grant Management drop-down menu, select Grants.







Entering Expenses

Expense information will be entered on the General, Financial, and 
Attachments tabs (supporting documents: timesheets, receipts, 
etc. will be uploaded to the attachment tab). Once finished, click 
on “Create.”







General Tab

Enter information in 
the following fields:  
Category, Line Item, 
Direct Cost, Expense 
Date (this will default 
to the current date 
…make sure the date 
is within the period 
you are creating), 
Payee, and 
Description. 



Financials Tab

Enter the amount 
in either Cash or 
In-Kind Match 
and select the 
Dollar field. *This 
is also entered in 
the direct cost 
field on the 
General Tab.

If match needs to be reported, it will be 
recorded on the Financials Tab



Attachments Tab

Upload backup documentation for the entered expense here. 
If you have fringe and personnel, upload the backup to both 

Fringe and Personnel expense lines.

Once you have entered the information into each of the tabs 
click on “Create” (this can be done from any of the tabs).



Continue entering each expense for this period by repeating 
the process for each expenditure type. Please keep 

everything in the correct budget category & line item (ex, 
Supplies, Personnel, Fringe, Other) as you enter the expenses.





Each expense must be marked in 
“Reviewed” Expense Status



You will repeat this for each expense line, verifying the 
information and changing the expense status from new to 

reviewed. Anything not marked as reviewed will not attach 
to the reporting period when closed in the upcoming steps.



Questions?



Creating A 
Reporting Period

Select the Time Period
Ensure Expenses are in Reviewed Status 







Check mark 
expenses

Select the time - 
period from the drop 
down (these were 
pre-populated by 
MBCC)

 Click on Save 



DO NOT CLOSE THE REPORTING PERIOD. 



From “Time Frame” field click on the 
drop-down arrow, select Custom



Enter the start & end date and click on Run. 
Expenses for that time frame will populate.



After all expenses are in “reviewed” status, the reporting 
period needs to be closed. Navigate back to reporting 



Click on the Reporting Period 
that you want to close



The number of unreviewed expenses must be 0 



If you click on save this will only save the information for you 
to work on later. The reporting period will not be closed. 



After you click close a confirmation Box will 
Appear, click Close to confirm



Questions?



• Fill out required fields.
• Review input information.
• Submit 



From the main screen click on Post Award, hover over 
Cash Flow, click on Payment Request



Click on the (+) 



Complete all fields and click Submit
 



Fill in the following Fields 

• Enter the Payment Request Name.
• Format should be Grant Award, then period ending (month or 

quarter ending date. Example: MT01-1176 Period Ending 6.30.2024 
• Date Created (it will default to today’s date).
• Related Reporting Period. This is where the reporting period will be 

attached that was created in the previous step.
• DO NOT ADD ADDITIONAL EXPENSES HERE 
• Review Net Costs.
• Enter Requested Amount (Net Total and Request Amount need to be the 

same).
• Additional comments can be entered here along with additional 

attachments.
• Certify the above by clicking on button





After you click close a confirmation box will appear, 
click Submit to confirm. The payment request is now 

complete and has been sent to  MBCC.





Questions?











Questions?





When you submit a payment request include all the 
receipts. If you purchased anything unusual write a small 
note on the receipt, like materials for outreach, etc.. 
Include your signed timesheets or if you are using an 
electronic system, provide us with a statement how the 
time approval works and who is approving. 



You need to submit your general ledger for the period 
that you are requesting reimbursement for. Having a 
good ledger makes reviewing your payment request 

much easier and faster.



 
 

• Supplies

• Equipment

• Gift Cards, Gas Cards, Prepaid Phone 
Cards 

• Travel, Gas Mileage, Per Diem, 
Lodging, Tips, 



     vendor name, order date, order #, order total, items 
ordered 

we can not accept order of confirmation 
that says “not shipped”

Example of Correct Receipt



Requirements:

contact your Program Manager

  If you do not have a policy, use the 
state procurement policy located on the state website



Gift Cards, Gas Cards, Prepaid Phone Cards
Follow MBCC Use of Prepaid Cards policy found at:    

https://mbcc.mt.gov/Funding/Subgrantee-Resources

      
                                 

•  If an agency purchases prepaid cards (i.e. gift cards, gas cards, phone cards) with federal funds, a policy 
addressing the handling of the cards must be in place

• Must be used during the current project period of performance, unused cards at end of award will need to be 
reimbursed to MBCC at purchase value, entered as a negative amount on final payment request

• A tracking log must be submitted as backup when requesting reimbursement for the disbursed cards (See 
Example log and procedure on MBCC website)

Note: MBCC will not reimburse for gift cards, fuel or phone cards without the required Tracking Log

https://mbcc.mt.gov/Funding/Subgrantee-Resources


www.gsa.gov

http://www.gsa.gov/


Required documentation for travel 
reimbursement:

 Detailed mileage log with miles driven per day (example travel log is on MBCC website).  Must 
show name of destination, departing city, and purpose of the travel

 Gas receipts are not acceptable for reimbursement unless its for victim services 

 If traveling out of state, you will need to get prior approval from your Program Manager by filling 
out the “Request and Justification for Out-of-State Travel” form, listed on the MBCC website.  
Upload the signed copy with all supporting documentation as backup when submitting your 
payment request (i.e. event agenda, itinerary) along with the Travel Expense Report, sample on 
MBCC website.  Remember to enter depart and arrival time for meals.

 Itemized miscellaneous expense receipts, such as hotel folio and transportation receipts (airline 
tickets, baggage claim, car rental, taxi, Uber, Lyft). Tips are allowed, must be reasonable. No more 
than 20% of fare

 All receipts should be turned in after travel with your payment request.  No travel 
expenses will be reimbursed for future travel



Using 
Privately 
Owned 

Vehicles for 
travel 

purposes



State of Montana Lodging Rates

MBCC follows state policy for lodging costs up to the federal per diem rate plus taxes.  Rates 
vary by location and time of year, with higher-cost counties like Big Sky and Bozeman 
having higher rates.  Use the GSA Website for lodging at current state rate and for the high-
rate cost  U.S. General Services Administration (GSA)

https://www.google.com/search?q=U.S.+General+Services+Administration+%28GSA%29&sca_esv=edf73f0f6f15f888&rlz=1C1GCPG_enUS1168US1168&sxsrf=AE3TifPOi2yBnFYmz6aY1n1x3BR86NJq9g%3A1759341811418&ei=82zdaNmmGaKf0PEP6vqXmQM&oq=mbcc+policy+on+using+lodging+rae&gs_lp=_HsIHBjEuMjguM8gHOQ&sclient=gws-wiz-serp&mstk=AUtExfCVYxMCefrpELTxn_vk7DUIgf4yvsdiWLpLL0rQAznptLRloA4z55c3u173ftK8gwb-zeSQ3waG2O3JUx02pFH89F5CfsKhHZfTSZ263OK5T2beXXkW6YBo89oKWfkJ8xbUPZzTpYcxJOhe_JkqwxIJstE02ECrJ7nGcDhVOpxHAAdAQjSW12Nqo5I_VyZH-Bu9mqv1BuP9uaFAJ0VAifPTraIijr7toGaXxATBDVslDkIdeqGLl1sA0sXYujoWXfXbbQoCNam05bBR3vQD0kRG&csui=3&ved=2ahUKEwj4lL_RzIOQAxVbMjQIHRRbCggQgK4QegQIAxAB


www.gsa.gov Federal Travel Requirements 
State Meal Per Diem and Government 
Lodging Rates May Change, Effective 
October 1, 2025

US Dept of State Website  Determined by a 
percentage of the  federal rate that  is used by most states as 
their own standard

Mileage State Rates May Change 
Effective January 1, 2026

You will be notified by MBCC when new rates become 
available

http://www.gsa.gov/


Questions?





Electronic 
Timesheets















Questions?



• A contract is an agreement between parties, 
creating mutual obligations that are enforceable 
by law. The basic elements required for the 
agreement to be a legally enforceable contract 
are: mutual assent, expressed by a valid offer 
and acceptance; adequate consideration; 
capacity; and legality.

• Services provided to an entity without a legal 
contract should be listed as “other” category.  
Examples are: Counseling services, cleaning 
services, snow removal, and etc.

• If requesting reimbursement for contracts, 
MBCC needs copies of all relevant contracts







Included in the Calculation Excluded from the Calculation

Direct salaries and wages Equipment

Fringe benefits Capital expenditures

Materials and supplies Charges for victim/patient care

Contracted services Rental costs

Travel Tuition reimbursement



• Liability insurance is a type of insurance that 
protects you financially if you're found legally 
responsible for injuring someone or damaging 
their property. It covers legal costs and payouts 
to third parties, such as medical bills and repair 
costs.  ONLY professional liability insurance is 
allowed under federal grants

• Property insurance protects 
your property against damage or loss due to 
certain perils, such as theft, weather events, or 
fire. ONLY insurance for federally owned 
property is allowed.

• Car insurance is designed to protect you against 
financial losses if you're involved in an accident 
or the vehicle is damaged in some way.  ONLY 
rental car insurance is allowed.  



Questions?







• Skywalker County Shelter 
records cash in their ledger 
when work is done 

• Skywalker County Shelter 
would be able to request 
reimbursement for work 
done in July, August and 
September

• This would exclude the June 
16th-29th work

• This would include the 
September 15th-28th work





• Are documented and verifiable in your records (Donated items very 
rarely end up in accounting ledgers so some other type of record is 
acceptable);

• Are NOT included as match contributions for any other Federal 
award (i.e., if you have already used funds to match another federal 
grant, they cannot also be applied towards heritage area activities); 

• Are NOT paid by the Federal Government under another Federal 
award, except where Federal statute authorizing a program 
specifically provides that Federal funds made available for such 
program can be applied to matching or cost sharing requirements of 
other Federal programs; 

• Are necessary and reasonable (i.e., do not exceed what a prudent 
person would do under the circumstances at the time of the decision 
was made to incur the cost) for accomplishment of THE project or 
program objective; 

• Are not Federal time, space or resources (i.e., do not count Federal 
employee, intern or volunteer time as your match, and do not count 
the use of Federal facilities or other resources as your match); 

• Are provided for in your approved budget.





Calculate 
Match

Project Cost X Federal % = Requested Funds

$100,000 X 80% = $80,000

Project Cost X Match % = Matching Funds

$100,000 X 20% = $20,000



Calculate Match: 
When the federal share has not been 

fully expended.

Federal share
Funds expended

/ Federal % X Match % =
Match 

Required
+

Federal share
Funds expended

=
Total Project 

Cost

$60,000 / 80% X 20% = $15,000 + $60,000 = $75,000





Special Conditions 



Questions?



The budget justification should:
•Provide a general description of the line item
•Explain how the item relates to the activities 
outlined in the work plan
•Verify the cost of line items by describing how 
they were arithmetically determined
•Reflect the itemized budget, presenting 
justifications in the same order





https://mbcc.mt.gov/_docs/Funding/Forms/Financial/GANInstructions.pdf

https://mbcc.mt.gov/_docs/Funding/Forms/Financial/GANInstructions.pdf




You need a GAN when your expenses exceed 10% 
or $5,000 in a category, whichever is less.

You also need a GAN if you want to add a new 
category or an extension.

We need those at least 30 days before your 
grant expires.



Questions?







Organization Chart
Please be sure to update and submit your organization chart 
whenever there are changes in the organization such as new 

hires, departures or changes in rolls and responsibilities. 





Single Audit: When  your entity is required to have a single 
audit you are required to submit it to MBCC. This applies 
even if you are a small entity within a county government, 
i.e. County Attorney within a county.



Federal audits: We are getting audited by our federal 
partner as well. During those audits they may request 
to visit some of our subgrantees as well. 



Monitoring: We are required to monitor our subgrantees, 
therefore, we visit about every two years. We are required 
to check your procedures and internal controls. Those 
monitoring visits are to protect you from federal findings 
and unallowable costs.



Questions?







These rules will apply to new grants and can be applied 
to existing grants by a bi-lateral modification. Although 
OMB indicates that agencies may apply the new rules 
beginning June 21, 2024, we believe most federal 
agencies will wait so that both the agencies and the 
recipients have time to read and digest some of these 
updates.



While this list is not all-inclusive, let’s take a look at 
some of the major revisions.

Increase the single audit or program-specific audit 
threshold from $750,000 to $1,000,000. § 200.501

Increase the threshold for equipment and supplies from 
$5,000 to $10,000. § 200.1, § 200.313 and § 200.314



Raise the de minimis rate from 10 percent to 15 percent. § 
200.414

Adds board members to the list of subrecipient or 
contractor personnel that must be considered under 
conflicts of interest § 200.318(c)



The amount of each sub-award included in the “Modified 
Total Direct Cost (MTDC)” indirect base was increased 
from up to $25,000 to up to $50,000. § 200.1
Increase the amount for Fixed Amount subawards to 
subrecipients from $250,000 to $500,000. § 200.333



Added language to Mandatory Disclosures that 
recipients/subrecipients must promptly disclose 
violations when there is credible evidence and added 
that the agency’s Office of Inspector General be added 
to the notification in writing. § 200.113



Added a new section on Whistleblower Protections – 
recipient/subrecipient must inform their employees in 
writing of employee whistleblower rights and protections 
under 41 U.S.C. 4712. § 200.217
 
Added language to internal controls to take reasonable 
cybersecurity measures, including protected personally 
identifiable information (PII). § 200.303(e)



Added language to allow administrative closeout costs 
to be incurred and charged in the final budget period 
prior to the date of the final report, if there are available 
funds. § 200.403(h)

Adds a requirement for recipients or subrecipients to 
consider, as part of a responsibility determination, 
whether contractors properly classify employees under 
the Fair Labor Standards Act. § 200.318(h)



Added a new requirement that subrecipients must 
certify to the recipient when applying for funds, 
requesting payment, and submitting final reports, 
similar to the recipient’s certification to the Federal 
agency. § 200.415(b)



Commingling of funds



Questions?



Tammy.Farris@mt.gov

PSchaefer@mt.gov

Kara.Snarr2@mt.gov

Kelly.Taylor2@mt.gov

Zachariah.Aarstad@mt.gov

Kelli.Downer2@mt.gov

mailto:Tammy.Farris@mt.gov
mailto:PSchaefer@mt.gov
mailto:Kara.Snarr2@mt.gov
mailto:Kelly.Taylor2@mt.gov
mailto:zachariah.aarstad@mt.gov
mailto:Kelli.Downer2@mt.gov


How can we help?
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