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

October 2025




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

Activity [l FastDue [ Complee [ Due Grant:| Al -
October 2025 My Events and Tasks: ( month || week || day
Fri Sat

Grant Management

All Grants

Pending Grants

Denied Grants

Canceled Grants

Closed Grants
Completed Grants
Deleted/Disabled Grants
Favorites

Views




A list of all the active grants awarded to your entity
will appear. Click on the grant you want to work in.

AmpﬁFund"_-

Analytics

Grant Management

fam Documents

o Administration




Details  Analytics Pre-Award v  Post-Award v  Tools =

Match Test 3 - Award - Award Details

B contacts I Award Information and Status
Grant Management -
" n il Reports Recipient Name
Afterclickingonthegrant [
¢ Administration e
Grant-Funded Amount @

you want, the "Details” -
page will pull up.

To Date @

Pending Invoices

%0.00

Remainir

Remaining Available Budget @




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.”



Details Analytics Pre-Bward = Tools

it Fi ial b Budget .
Activity Match Test 3 - p § tails
Performance »

Cash Flow »

Contacts

I Award Information and S

Grant Management Name M
=7 Management »

Reports Recipient Mame N _
Settings »

Recipient Award Name  Match Test 3 - Award F ro m t h e ri b b O n a t t h e t O p Of
the page click on Post-Award.
Grant-Funded Amount @ . .
e Hover over Financial, then
Total Budget @  $2,000.00 C | i C k EX p e n S e S .

Documents

Administration

Expenses To Date @ $675.00
Match Contributions To Date €@ $25.00
Invoiced To Date @
Pending Invoices @
Approved Invoices @ 30.00
Cash Received To Date @ $0.00

Remaining Available Grant-Funded

1 220,00
Amount @ 51,

Remaining Match Requirement Q@ 317500

Remaining Available Budget @




Start entering expenses by clicking onthe (+)
located just below Actions

Details  Analytics  Pre-Award +  Post-Award v Tools

Match Test 3 - Award - Expenses

I Filter By

Ak
Grant Management

[:hl Reports
Category | Selecta Category...

P‘- Documents
Line Item Select a Budget ftem...

¢ Administration
Clear all filters

I All Expenses

Actions

ﬁﬂ

/ Drag a column header and drop it here to group by that column
Exp.. ~ | Des. »~ | Pay. « | Exp.

Select All

Time Frame Al

w | Pay. » | Or. » | GL.. » | Lin. » | Assi. » | Cre.

v | Pay.. v | Cas. v | InK. v | COth. w




Add Expense willopenonce the (+) isselected. Enter therequired

information on EACH of the Tabs (General, Financials, At

General Tab

Enter information in
the following fields:
Category, Line ltem,
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.

Add Expense

tachments)



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

Add Expense

ALHEREICRE] S

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.




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

Add Expense

Attachments Tab

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.

Details  Analytics  Pre-Award = Post-Award »  Tools »

Match Test 3 - Award - Expenses
I Filter By

Grant Managen'|er|t

IL'I Reports

e Documents

ine Item Select a Budget tem...
Q Administration
Clear all fileers

I All Expenses

Actions

K
Drag a colum

Select All

n header and drop it here to group by that column




Making edits to an expense after it has
been entered

Match Test 3 - Award - Expenses
| Fitter By
Grant Aatch Test 3 - Awarg Time Frame Custom

Loanry, || el StartDate | 9/1/2023

Line ltem [ Select a Budget ltem

Clear all filters

End Date 9/30/2023

I All Expenses

+ 0

Supplies Staff Test Kara Test




Each expense be marked in
“Reviewed” Expense Status

Add Expense

Match Test 3 - Award - Expenses

Finandals Attachments I F|Iter By

Match Test 3 - Award - X
Grant Time Frame

#1 Category g lLategary... Start Date 9M1/2023

Line ltem Select a Budget ltem...

Clear all filters
Clear all filters

ltemn Type  Mon-Personnel Line ftem

Category Equipment

End Date 9/30/2023

Direct Cost* $0.00

[ Exclude From Match

signee(s) .
Drag & column header and drop it here to group by that column
Crezted By  dasls@mtgov . i i o
/| Select All Exp.. w Description v | Payment Reques... w Expense Status ol ... Assi.. w

Expenze Date * ) Natalia
i 9/18/2023  Expense 4 New Equipment T Kara Test
est

Expense Status i R
8/25/2023  Expense rd New Supplies Staff Test  Kara Test

P
Matched

Pavee
/ Payment Requested

Paid

Payment Status

_ Mark as Reviewed
Dranied

Description

Mark all selected expenses as reviewed?

Ca—:E




You will repeat this for each expense line, verifying the

iInformation and changing the expense status from new to
reviewed.

when closed in the upcoming steps.

Match Test 3 - Award - Expenses

I Filter By

7112023

7i31/2023

I All Expenses

Actions
+ i

Drag a column header and drop it

Select All
71972023

713172023




Questions?



Creating A
Reporting Period

Select the Time Period
Ensure Expenses are in Reviewed Status



Click on Post Award, hover over Management,
click on Reporting Periods

Details  Analytics  Pre-Award « Tools
Match Test3-2 ™"  «xpenses

Performance »

I Filter By

Cash Flow p

Grant Management

Time Frame Custom

Grant  Match Test2-Awi | Management b Reporting Periods

hl Reports Am
L p Category v Settings b endments - 012005
tart Date 1112023

la Documents
Line Item Select a Budget Item...
End Date 9/30/2023

¢ Administration
Clear all filters

I All Expenses

Actions

+v

Drag a calumn header and drop it here ta group by that column

w ASSi.. W

| Select Al Exp.. ~ Description w Payment Reques... v Expense Status

v 9252023  Expense ry New Supplies Staff Test  Kara Test




Click on the (+) plus sign

Details  Analytics Pre-Award = Post-Award =  Tools =

Activity

Match Test 3 - Award - Reporting Periods

Contacts Crag a column header and drop it here to group by that column

Reporting Period Start Date w Reporting Period End Date Reporting Period Type

Grant Management : = SERS d g Period Typ
1/31/2022 Budget

Reports

f2B12022 Budget
Documents 373142022 Budget
Administration 1720 30/202 Performance
Budget
Budget
Budget
9/30/2022 Perfarmance
8/31/2022 Budget
Budget
104172022
117172022

2172022




Reporting Periods

Check mark
expenses

Which grant would you like this closeout to apply to?

Match Test 3 - Award
PR

What types of reporting periods would you like to include?

Select the time - pens
period from the drop Achievements
d OWﬂ (th ese We re What period of time would you like to close?

pre ggFUlated by Zelect a time period... w

Select a time peniod. ..

TR20Z23-7I3172023
GM2023-5/3112023
10/1/2023-10L8

11172023-11730/2023

Click on Save

12M172023-1273172023



Are there any Unreviewed Expenses? If yes,

Match Test 3 - Award - Reporting Periods Match Test 3 - Award - Reporting Periods

Start: 3/1/2023 [ End: 3/31/2023 Start: 7/1/2023 (& End: 7/31/2023

Status: Open status: Open

I Overall Expense Details I Overall Expense Details

Toral Awarded Amount  $1,800.00
Totzl Awarded Amount  $1,800.00 otal Awarded Amount  $1,800.01

; Total Expense Amount for Period@® 350,00
Total Expense Amount for Pericd@  $10.00
; /

Number of Unreviewed Expenses 1
Mumber of Unreviewed Expenses

Comments
Comments

Attach

Attach Documentation
Documentation Artach Documentation

Attach Documentation _
u Chooseafile @

u Chooseafile O




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

Details  Analytics Pre-Award v  Post-Award v Tools w

Match Test 3 - Award - Expenses

I Filter By

Grant

Time Frame [F.I v ] m
Category Select a Category...

Last Year

Last & Months
Line [tem Select a Budget ltem...

o

Last Month

foseom |
Clear all filkers

I All Expenses

Actions
+vi

Drag a column header and drop it here to group by that column

Selact All Exp.. w W MR




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

Details  Analytics Pre-Award »  Post-Award »  Toals »

Match Test 3 - Award - Expenses
I Filter By

Gzrant Tirme Frame Custam

e Cala =5 Cateonny
Category select a Category... Srart Date 7112023

Line ltem Lelect a Budget ltem...

5= I

Clear all filters

End Date Ti3172023

I All Expenses

Actions

-Eﬁﬂ

Drag a column header and drop it here to group by that column

Select All Exp... w Des.. w» | Pay.. » | Exp. nk.. w» | Oth.
o 7119/2023  Expense & Supplies  StaffTest  Kara Test $0.00 $0.00 $10.00

Matali
7/31/2023  Expense & Reviewed Equipment =tale kara Test £0.00

$0.00 $50.00
Test




After all expenses are in “reviewed” status, the
Navigate back to reporting

ﬁ Grant Management

[l Reports

r-‘, Documents

¢ Administration

Details  Analytics  Pre-Award « Tools =
Match Test 3-2 ™" xpenses

Performance »

I Filter By

Cash Flow »

Grant  MawehTest3 - Avi f Management » Reporting Periods

Category Selecta Category.  “etings b Amendments

Line [tem Select a Budget ftem...

Clear all filters

I All Expenses

Actions
+vi
Drag a column header and drop it here to group by that column

+ Eelect All Exp.. w | Description w | PaymentReques.. w | Expense Status

v 5/25/2023  Expense 7 New

W

Time Frame Custom

Start Date 9172023

End Date 93002023

Supplies Staff Test  Kara Test




Click on the Reporting Period
that you want to close

Details ~ Analytics  Pre-Award »  Post-Award »  Tools

Match Test 3 - Award - Reporting Periods

Drag a column header and drop it here to group by that column
Reporting Period Start Date % | Reporting Period End Date v | Reporting Period Type
Budget
Budget
Budget

Budget




The number of unreviewed expenses must be O

REporing P

Test Grant - Reporting Periods

-0 &
Al 3
e ¥ 2

[ —R
=
¢ ALl




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

Overall Expense Details

Reporting Peried Reminder

Expenses Analytics




Questions?



Create Payment Request

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



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

Details ~ Analytics  Pre-Award + | Post-A

Activiy Match Test 3-2 ™™*  eporting Periods

Performance »

Payment Requests =
: v | Reporting Period Type

AR \ep ' Period Start
Grant Management : : :
71142022 Management » Ceshfiectle Performance

B Contacts Drag a column header and drop it here to

|LI| Reports
3112023 3/31/2023 Budget

Budget

= Documents

¢ Administration

Budget

Budget




Click on the (+)

Details  Analytics  Pre-Award +  Post-Award +  Tools =

Match Test 3 - Award - Payment Requests

Drag a column header and drop it here to group by that column
PaymentRe.. v | DateCreated w | DateSubmit.. v  RelatedTrac.. v  ExpensesFr.. w

Ending on

b 8/15/2022
= 4 8/31/2022

8172022

Match Test 3 ending
8312022

81072022 81072022 9:39 AM 8172022

Match Test 3 ending
8/3172022

81172022 8M1/2022 9:25 AM 81/2022

MAtch Test3 4 8/11/2022 81172022 9:34 AM 8172022

Match Test 3 ending
04/30/2022

Ending on
4/30/2022

81212022 81212022 1:23 PM 47172022

Expenses To

8/31/2022

8/31/2022

81172022

8/31/2022

4/30/2022

Amount Reg... w

£0.00

$55.00

$55.00

£10.00

Status

Mot Submitted

Rejected

Rejected

Rejected

Submitted

Decision Date  w

8M10/2022 9:48 AM

8M11/2022 9:31 AM

81172022 9:38 AM




Complete all fields and click Submit

Match Test 3 - Award - MBCC Test Period End 7.31.23

Moneans Board of

e Match Test 3

Payment Request Information
Payment Request Name * | MBCC Test Periad End 7.31.23

Dale Created * 9/22/2025

Related Regarting Period(s) P e

Reimbur

Kot Submitted

DO NOT ENTER ADDITIONAL
EXPENSES HERE

Financial Detail

ew Expenzz +
Grant-Funded

Expensed  Cash Match  In-Kind Match  Other Funding Match  GrantFunded  Remaining @

50,00 £0.00 30,00 304 1$90.00)

£0.00 30,00

50.00 50,00

Reguested Amaunr®
ing Grant Balance 3

Additional Information

ALLACHIEnE u Choose file(s)

2 CFR 200.415[B] Certification

1 certily Lo U biest of iy kowledlze and befief that the L, complete, and accurste, | am anare |

Formmation provided he:

s, | certify the abive

o Traudule

information,

ces including, but not

miited &

lations of US. Code

B, Sectior

3BT




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.

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



* Submit The Payment Request.
* This will send the request to MBCC to review.

* If you select Save the Payment Request will be saved to edit later and will
not be sent to MBCC.




After you click close a confirmation box will appear,
click Submit to confirm. The payment request is now
complete and has been sentto MBCC.

Submission Reminder

By submitting you will be sending the payment request to the funder.
You cannot make any further changes after submission.

The Requested Ameount fer this payment request is $60.00 . Do you want to submit this request?




3 Key Steps that need to occur to submit a payment request

1. Enter all relevant expenses
2. Create & Close the Reporting Period
3. Create/Submit Payment Request

[ PostAward v )| Tools ~ 444 Tools = #92 Toos 4403

Budget Financial » i ' Financial » I .
d Detalls d Details
Performance » Performance » Performance »

- 15 15

Cash Flow » Cash Flow » B Cash Flow » Payment Requests
1466 MBCC Test Organ o Dlaai e

Management » B Reporting Periods Management » Cash Receipts

Test Organization

Setti e P Test Organization
S€Ttings b Settings b Amendments Settings »




Questions?



Subgrantee Resources &
Additional Resources



« > C 2 mbcc.mt.gov

MONTANA.GOV

OFFICIAL STATE WEBSITE

~ L | SEAuUdl ASHauU
AmpliFund”

Activity | BN |

g ¥

ST
B Contacts il
@. Research

-
wm Grant Management

Funding

Our funding opportunities are provided to reduce crime and improve safety
for Montana communities. Browse our funding opportunities and apply for
funds.

B Browse and Apply

Qur Mission

The mission of Montana Board of Crime Control is to proactively contribute
to public safety, crime prevention and victim assistance through planning,
policy development and coordination of the justice system in partnership
with citizens, government and communities.

& About Us

“Tograni

2006

Crime Data

The MTIERS systems holds the crime data reparted by your local Montana
police departments and sheriff offices.

Is Explore Data

Subgrantee Resources

Our subgrantee resources page has links to grant management forms, post-
award instructions for subgrantees, and video recordings from our online
training sessions.

[-] Subgrantee Resources

Q@ »x [3

"
SERVICES AGENCIES LOGIN | Search MT.gov Sites
\

Search MBCC

© Garces Prasded

Victim Services Map

Discover vital victim services and resources statewide to support and
empower Montana communities in their journey toward safety and healing.

M View Map

MBCC Conference

e 2025 Montana Crime Prevention Conference will take place Oet. 28 -
Oct. 29 at Billings DoubleTree by Hilton.

HE Conference Info



&« > ¢ ¢ mbcemt.gov/Funding/Subgrantee-Resources/

MONTANA.GOV : SERVICES AGENCIES LOGIN u‘:Search MT.gov Sites
OFFICIAL STATE WEBSITE

Search MBCC Q

Funding / Subgrantee Resources / Subgrantee Resources

Subgrantee Resources

The resources here support subgrantees who receive funding through the Montana Board of Crime Control. If you have ideas for resources that should be added, please fill out the Training & Technical Assistance Request form with your

suggestions.

Grant Management Forms

Financial

* DO Grants Financial Guide [§

Match Calculator

Accounting System & Financial Capability Questionnaire [§

Applicant Financial Resource Disclosure Form B

Revised Budget Form [§

I Grant Adjustment Request Form B

Use of Prepaid Cards Procedure [§

AmpliFund Required Documentation for Expenses

o C(Creating a Payment Regquest with Reporting Period I8

s |ndirect Costs [§
» MEBCC Subrecipient Single Audit Certificate Form [

Travel
* Mileage Reimbursement Log i
s Request and Justification for Out-of-State Travel B
o Requests for Program-Related Out-of-State Travel procedure I§
* Current Mileage and Per Diem Reimbursemeant Rates [§
* Sample Travel Expense Report B

Timesheets
s (riteria & Requirements [§
SAMPLE Timesheet Employee Bi-Weekly, 26 Pay Periods (hourly rate included) B§
SAMPLE Timesheet Employea Bi-Weaekly, 26 Pay Periods (no hourly rate) B
SAMPLE Timesheet Employee Semi-Monthly, 24 Pay Periods B§
ETi volunteer Monthly B




Funding Opportunities /

Subgrantee Resources — ?
Funding / Amplifund Resources Amplifund R =

Funding Dashboards

Am p | ifu nd Re sources Orther Funding Opportunities

MBCC uses a subgrant application and management system called AmpliFund. Agplicants use AmpliFund to submit their applications for funding opportunities. And subgrantees use Amplifund to manage their award.

Always use this Amplifund link to apply for or manage a subgrant with the MBCC:

© mt amplifund.com

Applicant Resources

The resources below are for entities in the process of applying for funding from MBCC via the Applicant Portal in AmpliFund.

MBCC to AmpliFund Crosswalk [§

How to Submit an Application in AmpliFund B (step-by-step training guide)
How to Submit an Application in AmpliFund E (training video)

AmpliFund Support Calls Q2AH

Amplifund Support Call - Dec 20, 20223

Subgrantee Resources

The resources below are for subgrantees who have been awarded funding from MBCC and are managing their award in AmpliFund.

e Award Letters and Outstanding Award Documents 1§ (a step-by-step training guide)
s Adding a User in AmpliFund I (Recipient Porial)
o For definitions and additional information about each user role, please refer to the AmpliFund Security Roles 1§
Financial Quarterly Reporting:
o Expenses, Reporting Periods and Payment Requests - Cheat Sheet, Video 2
o Payment Request Documentation - Guide I, Video &
Programmiatic Quarterly Repaorting:
¢ Performance Plan Reporting - Guide [, Video

Cazsh Receipts &

Amplifund Support

If you encounter an AmpliFund system problem (i.e. you're having trouble logging in or you need a password reset), please contact the AmpliFund support team at support@amplifund zendesk com or 216-377-5500, press 2. If you do not receive a response within 48 hours, please contact
MBCC.

s AmpliFund Resources Page (you must create & Zendesk account to access the official AmpliFund resources)
o AmpliFund Yideo Tutorials (you must create a Zendesk account to access the official video tutorials)
SR o » Applicant Portal User Guide [

mbcc.mt.gov/Funding/Amplifund » Applicant Portal FAQ B




Questions?



Payment Request Backup

@3@

>



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,




Supplies

Under $10,000 considered supplies, over $10,000 considered
Equipment

* Receipts and/or invoices for all purchases must
include itemized receipts that includes:

* Receipts (i.e., Amazon) must show items have been
shipped —

e Credit Card Statements, bank Statements, credit
card slips are not acceptable

aMazonco

Final Detals for Order #114-9849270-0283408

Order Placed: Apri 24, 2024
Amazon.com order number; 114-9849270-0283408
Order Total: $35.99

Shipped on April 25, 2024

Items Ordered

1 of: RSA Token Double Badge Holder (Double, SiverGray)
Sold by TeaboWare (seler profe)

Condition: New




Equipment

* Equipment (Items $10,000 or more for
single durable items)

Requirements

* Budget Narrative in the Subgrant
application, detailing equipment needs

* Competitive bids, three written bids
submitted with payment request, full
justification if lowest bid is not accepted

* Prior Approval and Justification for sole-source
purchases —

* Invoice with a Unique Identifier (serial
number/VIN)

* Procurement policy (must be placed in the
Public/Grant Management Documents folder
in AmpliFund)




Gift Cards, Gas Cards, Prepaid Phone Cards

Follow MBCC Use of Prepaid Cards policy found at:

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

Reimbursement Request Procedures

e AmpliFund Required Documentation for Expenses
e Use of Prepaid Cards B (i.e. gift cards, gas cards, phone cards, etc.)
» Requests for Program-Related Out-of-State Travel

e Ifan 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.JSa.goV

Travel Costs
Wildg
Federal Awards



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.

ltemized 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
Personal Vehicle Mileage Reimbursements Effective 1/1/25 through 12/31/25 o
Rate per Mile Notes Private "y

standard Rate 337cents N maximum mileage per month Owned

Highfate'  T00cemts  Ocel00miespermonth Vehicles for

Low Rate” 67.0 cents >1000 miles per month

e s travel
*Must meet certain requirements to qualify for high/low rates.

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

Daily lodging rates (excluding taxes) | October 2025 - September 2026

Cities not appearing below may be located within a county for which rates are listed. To determine the county a destination is

located in, visit the Census Geocoder [.

Filter results...

Primary

destination @ County @ Jun  Jul  Aug
Standard Rate Applies for all locations without specified rates $110
Big Sky / West Yellowstone/Gardiner Gallatin/Park $310
Helena Lewis and Clark $132

Kalispell/Whitefish Flathead $124

Missoula Missoula $195



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

-JSa.gOV Federal Travel Requirements
State Meal Per Diem and Government
Lodging Rates May Change, Effective
October 1, 2025

usS 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

In order to claim reimbursement for a meal, you must be in a travel status for more than 3 continuous

hours within one of the time ranges. To receive the morning meal, you must leave before 7:00AM and to
receive the evening meal you must return after 6:01PM.

STATE EMPLOYEE TRAVEL INFORMATION

Per Diem Rates Effective 10/1/25 through 9/30/26

Foreign
12:01am-10:00am 3:01am-Noon
Midday Meal Mid-night Meal $13.30 519.00
Evening Meal Evening Meal $19.60 Varies
3:01pm-Midnight 12:01pm-10:00pm

Maximum Total per Day $44.10

*Only employees designated by an agency to work night-shifts will fall under the night-shift time range. Night-shift hours
apply when a majority of an employee’s work hours are between 7:00 p.m. and 6:00 a.m.

Must be in travel status—at least 15 miles away from your headquarters or work site for the day-for MORE THAN 3
hours {a minimum of one minute over three hours) during the mealtime range to qualify for that meal allowance. You
must count your minutes and be VERY SPECIFIC about recording the start and finish of your travel shift. This means,
leave no later than 6:59 am for a morning meal, and do not return any earlier than 6:02 pm for the evening meal.

References: 2-18-501, 2-18-502, MCA; Employee Travel Policy; GSA website for Qut-of-State and US Department of State
website for Foreign meals at standard rate.

Per HB 13 and MCA 2-18-501 Montana does not recognize the $5 incidental charge as a reimbursable expense when
submitting receipts for out-of-state meals. The maximum daily allowable reimbursement for out-of-state meals is $63.

Lodging Rates Effective 10/1/25 through 9/30/26

In- and Out-of-State Rates Foreign Lodging Rates
Standard Rate $110 See US Department of State
High-Cost Rate* See GSA website for rates website for rates

*The following counties are considered high-cost and vary in their allowed standard rate: Flathead, Gallatin, Park, Lewis
and Clark, and Missoula.

Rates exceeding either standard or high-cost rates require preapproval.
References: 2-18-501, MCA; Employee Travel Policy

Personal Vehicle Mileage Reimbursements Effective 1/1/25 through 12/31/25

[ Rewperie |
No maximum mieage per month
0<-1000 mies pr month
51000 miles per month



http://www.gsa.gov/

Questions?



Acceptable Personnel Backup Documentation

» Time Records
» Payroll Summary
» General Ledger of Accounts
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Company
Payroll Summary
July 2022 - Septenber 2022

Employee Name Employee Name Employee Name
Hours ~ Rate  Jul22 Hours Rate Jul22 Hows  Rate  Jul22  Hours  Rate

Employee Wages, Taxes and Adjustments
Gross Pay
Salary 0.00 0.00 30.00
Salary-Program 0.00 0.00 5.00
Hourly-Program ¥ 0.00 1925 32788 17550
Hourly-Holiday ¥ 0.00 8 19.25 154.00 8.00
Hourly-Program : { 688.00 0.00 40.00

Overtime (x1.5) hourty 3 0.00 9.5 26.25 24338 9.50
Total Gross Pay 688.00 183 368026 26800
Adjusted Gross Pay 688.00 190 368026 268.00

Net Pay 688.00 193 3,680.26  268.00

Employer Taxes and Contributions
Medicare Company E 53.36

Social Security Company 22817
MT - Unemployment Company : 0.00
Workers Compensation . 35.26
MT - Admin. Fund Tax £ 284

Total Employer Taxes and Contributions : 31973




Summary

*»Time sheets require two signatures- They need the signature of the employee and the
signature of their supervisor. Supervisor approval is required for proper documentation.

“*Payroll Summary Report- A report generated by your accounting system. This report
should show the hours worked during the pay cycle, payrate and the time dedicated to
the grant.

“* Remember to protect PIl if visible on the report.

¢ Compensation- Can employees be paid out for personal time off when departing?

% This can be allowable if the time was accrued during the project period. We would require of copy the
entity’s personal time policy.
% Ex. Itis Shire CASA's policy that every employee accrue 8 hours of PTO per month.

R/

% Frodo Baggins is departing and has 120 PTO hours. The employee has worked 50% of their time for 5 months on
that project. During that time, this employee has taken 14 hours of PTO. The award could pay:

¢ (5x8-14) x 50% =13 hours of paid time out.



Pll (Personally Identifiable Information)

Personally identifiable information (PII)
uses data to confirm an individual's
identity. Sensitive personally identifiable
information can include:

Full name, SSN, DOB, passport number,
drlvers Ilgense number, fmanmal .
information and medical information

Please remember to black out PIl on all
back up information.

Secure Your Sensitive Data C@M pA S S

th Compass IT Compliance!




Required Policies

* Personnel including holiday pay,
wellness stipend, health insurance,
retirement

* Cell phone reimbursement
* On call reimbursement

* Victim emergencies payments
internal control




Questions?



Contractversus Services

* A contractis 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.

CONTRACT A

* 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




Indirect Cost

Indirect costs are costs of an organization
that are not readily assignable to a
particular project, but are necessary to the
operation of the organization and
performance of the project




How to Request Indirect Cost

* If your organization receives less that $35 million in direct federal
funding in the fiscal year indirect cost is requested

* You can choose to propose an indirect cost to the federal
government where they set the percentage you can request for
indirect cost or just take the de minimis of 15%



How to Calculate Indirect Cost

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




Insurance - Liability, property, car

 Liability insurance is a type of insurance that
protects you financially it 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.

e Carinsurance 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?



Cash & Accrual Accounting

* Cash-based Accounting recognizes revenue when cash is received
from grants and expenses when cash is paid for resources

* Accrual Based Accounting recognizes revenue when it is earned and
expenses when they are incurred

------
..........

- - -
"= Ll

Cash Basis Accrual Basis



Example: Setting the Stage

 Skywalker County Shelter reports quarterly
» Skywalker County Shelter is preparing to report their 37 Quarter
* Skywalker County Shelter’s payroll is biweekly

* Skywalker County Shelter has a work period June 16t"-29", 2024
and is paid on July 39, 2024

* Skywalker County Shelter has a work period September 15t-28,
2024 and is paid on October 29, 2024



Cash Accounting

* Skywalker County Shelter
records cash when cash
leaves their bank account

* Skywalker County Shelter
would be able to request
reimbursement for cash
leaving their bank July,
August and September

e This would include the July 3™
payment

* This would exclude the
October 2" payment

Accrual Accounting

* 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 15™"-28™" work



M atc h Match or matching share is the non-federal
share of costs that coordinating (sub-recipient)
entities, or their partners contribute to

accomplish goals/purposes identified in work
plan and budget.

* Two Types:

*1.Cash
*2. In-kind




Match

Requirements

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.



Grant Management Forms
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Match Calculator

Matching funds are calculated as a percentage of the total project cost (the sum of MBCC funds+ matching funds), not just the amount of the MBCC funds requested.
Project Details Match Needed

How much are you asking MBBC for?
Grant

Award Requested:|$15,000.00 Program:

What opportunity are you applying for? Requested $15,000.00
Funds:

Matching $5,000.00

Funds:
natch (cash)

O FVPSA - 20% match (cash or in-kind) Total Budget: $20000.00
: 20,000.

Calculate Match




Project Cost X Federal % = | Requested Funds

$100,000 $80,000

Project Cost X Match % Matching Funds

$100,000 $20,000




Calculate Match:
When the federal share has not been
fully expended.

Federal share Match Federal share Total Project
0 0
Funds expended '] Federal% | X| Match % Required Funds expended Cost

|
+
]

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

Matching funds are calculated as a percentage of the total project cost (the sum of MBCC funds+ matching funds), not just the amount of the MBCC funds requested.
Project Details Match Needed

How much are you asking MBBC for?
Grant

Award Requested: |$15,000.00 Program:

What opportunity are you applying for? Requested $15,000.00

Funds:
VAWA - 25% match (cash or in-kind)

VOCA - 20% match (cash or in-kind)
RSAT - 25% match (cash or in-kind)
AG MJDTFs - 30% match (cash)
FVPSA - 20% match (cash or in-kind)

Calculate Match

Matching $5,000.00
Funds:

Total Budget: $20,000.00




Spedal Conditions

* Special conditions are terms and conditions AWARD .
that are included with your award. TERMS B

COMIDITIO NS

* Special conditions may include additional
requirements covering areas such as:

* Programmatic and Financial reporting

Prohibited uses of Federal funds SPECIHC
TERMS B CONDITIONS

Consultant rates

Changes in key personnel

Proper disposition of program income. FEDERAL POLICIES
UG (2 CFR 200) & FARS




Questions?



Application Budget

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

GRANT BUDGET

S




Revised Budgets

After you receive your grant award your AmpliFund
budget may need to get updated. This happens when
you don’t get the full amount of funds requested. You

need to fill out the revised budget form and email it

to your MBCC grant managers that in turn will go
into Amplifund and update your budget, as well as
simplify it if possible.



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

Grant Adjustment Notice Request—GAN



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

Grant Adjustment Notice Request [GAN]

[Request subject to MBCC approval)

HECL Cuntact

Eudyst Catequry

THTALE

Yor f Mo

Wer dHo

If you are requesting a budget modification that iz greater tham 10X of your total award amount or more than
315.000 - only previously approved categories be considered. Touw must list specific reasons in the comment

Extenrimns Requast Date tu:

Grant extensions and final budget modifications must be made 30 days prior to project period end date.




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.



Questions?



You need to keep a valid UEI registration at all times during
your grant period. We are unable to issue you a
reimbursement if your organization lets it lapse. To get the
number reactivated may take a long period of time. Submit
your updated registration to your MBCC grant managers.

UEI updates



Subgrantee Updates

When you update your location or your bank
account, contact your MBCC grant manager to get
the forms so that we can update your information in
the system. This may include a new W-g and an EFT
update form if you like electronic deposits.



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.

T T ——




Audits

* Single Audits
e Federal Audits

* Monitoring



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.



~ederal audits: We are getting audited by our federal
nartner 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?



2 CFR 200

Significant Changes Effective October 2024



* The Office of Management and Budget (OMB)
issued a final rule revising 2 Code of Federal
Regulations (CFR), now called OMB Guidance for
Federal Financial Assistance, to streamline and
clarify the rules for federal financial assistance (e.q.,
grants and cooperative agreements). Agencies must
implement the Final Rule by October 1, 2024.



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 t0 $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)




"he amount of each sub-award included in the "Modified
‘otal Direct Cost (MTDCQ)"” 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 (PIl). § 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

* Commingling of funds is when an entity uses two funding sources
to pay for the same portion of a good or service

» Examples of this include

* Requesting 75% of an employee’s personnel costs while using 75% as a
match

* Requesting 100% of rent from one grant and 50% of rent from another
grant



Questions?



MBCC Fiscal
Contacts

Tammy Farris
Financial Manager

4:06.444.7361
Tammy.Farris@mt.gov

Peter Schaefer
Budget Analyst

406.444.2076
PSchaefer@mt.gov

Kara Snarr
Budget Analyst

£4:06.444.3605
Kara.Snarra@mt.gov

Kelly Taylor
Grant Accountant

406.444.4112
Kelly.Taylor2@mt.gov

Zach Aarstad
Grant Accountant

406.444.2077
Zachariah.Aarstad@mt.gov

Kelli Downer
Grant Accountant

4:06.444.0340
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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