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Zoom User Tools

Microphones will be muted throughout the presentation.

Multiple people participating in one room? Type everyone’s name in the chat.

Please insert questions in chat or raise hand if you are on the phone (*9).

This meeting is being recorded.

Please disable your video unless you are speaking.
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Introductions
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Introductions

▪Wendy Almanzan, Lead Program Coordinator

▪Erin Livingston, Principal Planner

▪Cheryl Mergo, Senior Manager

4



www.h-gac.com Serving Today • Planning for Tomorrowwww.h-gac.com Serving Today • Planning for Tomorrow

Grant Contracts
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Contract Documents

▪General Provisions

▪Special Provisions

▪Scope of Work (Attachment A)

▪Budget (Attachment B)

▪Supplemental Funding Standards (Attachment C)

▪Authorized Representatives (Attachment D)

▪Grant Application (Attachment E)
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General Provisions

▪Article 6 – Performance Period

•March 2024 through June 2025

▪Article 8 – Reporting Requirements

•May withhold payments

▪Article 12 – Audit

•H-GAC or other
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General Provisions

▪Article 13 – Examination of Records

•H-GAC has right to examine, copy and audit any 

records for 7 years

•Contractor must maintain complete and accurate 

records

▪Article 14 – Retention of Records

•Must maintain for 7 years
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General Provisions

▪Article 16 – Termination Procedures

•Convenience

•Default

▪Article 20 – Ownership of Materials

• Becomes property of H-GAC upon completion
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General Provisions

▪Article 21 – Political Activity; Lobbying

▪Article 22 – Sectarian Involvement Prohibited
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Special Provisions

▪Article 1 – Governing Law, Standards, and Regulations

Texas Grant Management Standards

• Title to and Management of Real Property and 

Equipment

oControlled Assets

oDisposing of Items
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Special Provisions

▪Article 3 – Party Liability

• H-GAC is liable for

o Actual, allowable costs

o Costs incurred during the grant period

o Costs submitted for reimbursement within 30 days of the 

closing of the grant period
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Special Provisions

▪Article 4 – Payments

• Due monthly regardless of activity

▪Article 5 – Final Reports

• Due 30 days after the termination of the grant

▪Article 6 – Progress Reports

• Due quarterly regardless of activity

• Follow up – August 2026 (Grant start date – June 

2026)
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Special Provisions

▪Article 7 – Standards of Performance

• 1A – Timeliness of Work

• 1B – Quality of Work

• 2A-G – Schedule of Remedies
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Special Provisions

▪Article 18 – 

Acknowledgement of 

Funding Source 

• Wording 

• Logos
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Special Provisions

▪Article 18 cont. – 

•H-GAC must pre-approve any campaign and 

educational materials

oBrochures

oReports

oFlyers

•H-GAC must receive all (final version) campaign 

materials such as PSA’s, videos, brochures, flyers, 

etc.

• Images/proofs may be sent electronically
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Scope of Work – Attachment A

▪ Includes a brief project description

▪ Includes tasks/deliverables with a description and 

suggested schedule
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Budget – Attachment B

▪ Itemized

▪Some items reallocated since application

▪Budget amendments require written approval from H-

GAC staff
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Supplemental Funding Standards – 
Attachment C

▪General funding limitations

▪Category specific funding limitations
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Authorized Representatives – 
Attachment D

▪ Individual giving direction and the individual receiving 

direction
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Monitoring of Grantees – Physical 

▪Site Visit

•Conducted during period of performance.

• View and photograph purchased equipment, 

construction.

• View copies of purchase orders and maintenance 

records.

• Purpose – verify grant is on schedule and purchases 

have been made.

21



www.h-gac.com Serving Today • Planning for Tomorrow

Monitoring of Grantees - Fiscal

▪Risk Assessment

•Grantees scored at the conclusion of the grant

▪Review of additional records
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Financial 
Reports
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Reporting Requirements

▪Monthly – 10
th
 of each month

▪Report due even if no expenditures
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Financial Reports

▪Excel format

▪Tabbed for each reporting month

▪Reporting of expenses for reimbursement

▪Report due even if no expenditures

▪Summary tab

▪Will be submitted electronically as the full Excel file
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Controlled Asset Inventory Form
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Required Reimbursement Documents

▪Copy of purchase order

▪Copy of invoice

▪Proof of payment

▪Copy of cancelled check or credit card statement**

▪Controlled asset inventory form

▪Brochures, advertisements, educational items

▪Executed subcontracts, if applicable

**if using a credit card for payment you must submit the credit card receipt, credit card 
statement with line item of purchase and proof of payment of the credit card bill.
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Financial Reimbursement Review 
Process

▪ Initial Review – Wendy

▪Second Review – Erin

▪Program Manager – Cheryl

▪Department Director – Justin

▪Finance Department – final review and payment
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Submitting Financial Reports

▪Upload ENTIRE Financial Report to Sharefile

• Name file Grant Number, Entity, Report Month and Year, 

Financial Report

o EXAMPLE: 24-16-01 City of Tomball March 2024 Financial 

Report

▪Due the 10
th
 of the month

• First business day after weekend or holiday
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Submitting Expense Backup

▪ Scan ALL backup documents for each expense in order

• Copy of purchase order

• Copy of invoice

• Proof of payment

▪Create ONE PDF of all expenses together

• Put them in order on the financial report

• Save file for your records

• Name file Grant Number, Entity, Report Month and Year, Backup

o EXAMPLE: 24-16-01 City of Tomball March 2024 Backup

• Upload to Sharefile
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Sharefile

▪One site to upload 

• Access link will be 

sent after 

executing contract
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Budget Amendments
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Progress 
Reports
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Filling out Progress Reports

▪Reports are due 

• June 2024

• September 2024

• December 2024 

• March 2025

• June 2025

• July 2025

▪Two parts to every Progress Report

▪Both parts must be completely filled out or we will 

withhold reimbursements
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Submitting Progress Reports

▪All reports and backup documentation will be 

submitted through the Sharefile link

▪Due the 10
th
 of the month

▪Wendy’s emails will give explicit instructions on 

naming of your reports and attachments
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Important General Notes

▪Budget changes are okay, but get an amendment first. 

Contact your grant administrator.

▪Get approval on your educational materials before 

you go to print.

▪Notify your grant administrator if you have any issues 

with spending.
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Contact Information

40

Wendy Almanzan

Lead Program Coordinator

Phone: 713-499-6670

Email: wendy.almanzan@h-gac.com

Erin Livingston

Principal Planner

Phone: 832-681-2525

Email: erin.livingston@h-gac.com

Cheryl Mergo

Senior Manager

Phone: 713-993-4520

Email: cheryl.mergo@h-gac.com

mailto:wendy.Almanzan@h-gac.com
mailto:erin.livingston@h-gac.com
mailto:cmergo@h-gac.com
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