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Certified Local Government 
Grant Program

Quarterly Reporting:
I. Submit at the end of the quarterly reporting period once a fully executed grant agreement is in

place.
II. Periods end December 31, March 31, June 30, and September 30. If it is the end of your

grant cycle, then the last period ends September 15th.
III. Reporting due January 15th, April 15th, July 15th, and October 15th. If it is the end of your

grant cycle, then the last day to report is October 1st.
IV. The final report is due no later than October 1st or 90 days after the project is completed.
V. Must submit Grantee Cost Report form (GCR) regardless if you are requesting reimbursement

or not.
VI. If requesting reimbursement, must submit Grant Reimbursement Form, along with necessary

documentation and GCR.
VII. If reporting match, must submit Match Documentation Form, along with necessary

documentation and GCR.

PLEASE DO NOT WAIT UNTIL THE LAST MINUTE TO SUBMIT TO ENSURE YOUR REQUEST IS PROCESSED. 
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Grantee Cost Report Form 
(GCR)

Grant Cost Report
I. The GCR sums up the original grant total, match and grant share.

Each quarter information is added that sums up any grant amount
requested or reimbursed, match shares, and grant amount left.

II. GRANT PERIOD should be filled out by the grantee each time
and the dates of the period should be MM/DD/YY – MM/DD/YY.

III. DOCUMENTED EXPENSES AND REMAINING BALANCES: this
should state the expenses spent (or not) in the quarter. There is a
formula in the excel sheet that you can plug the numbers into.

IV. PROJECT UPDATE: Fill out if not requesting reimbursement/match.
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Portions of this will 
be filled out for you. 
You will need to fill 
in report number, 
EIN Number,
Grant Period.  

MM/DD/YY-
MM/DD/YY

Enter in number

Enter in number

Will automatically 
populate. 

Enter project update ONLY if 
not reporting match or 
requesting reimbursement. (If 
you are requesting or reporting, 
you will give an update on the 
project on your match and/or 
reimbursement form. 

Signatures 
required. 
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Reimbursement Form

Grant Reimbursement Form
I. This sheet documents the grant share (also referred to as

federal share) requested. Submit when reimbursement is
requested.

II. Include costs, hourly rate, description of costs, and dates. May
need to submit documentation such as invoice, payment.

III. All the rates and costs should have already been justified in your
application.

IV. In space below table, explain costs and how they relate to the
project of the overall grant.

V. Use fillable PDF. It will automatically make calculations.

Staff time can not be reimbursed but it can be reported as match. 
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MM/DD/YY-MM/DD/YY

Example: “HP 
Consulting research 
and survey photos”
Or “Paige Thomas, 
staff, administrative 
duties for this 
quarter.”

Lump sum or hourly 
rate. Hourly can include 

benefits. 

Should be “1” if lump 
sum or a different 
number for hours

Elaborate on the cost description. For example, “consultant conducted 
one public meeting for input and surveyed and photographed 10 
properties. Paige Thomas, staff, coordinated consultant work and public 
meeting.”

*Yellow box=Automatically 
populates

Enter 
in 
grant / 
fed 
share
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Match Documentation Form

Match Documentation Form
I. Submitted with GCR when Match share is being reported.
II. Description of match (is it staff time, volunteer time, etc.),

hourly rate or cost of service or item, note if in-kind or cash.
III. Submit necessary documentation with form which may include,

time sheet, payroll, invoice, proof of payment.
IV. Provide a statement that justifies your costs on the form.
V. Use fillable PDF. Formulas will automatically make calculations.

Place cursor inside box and click. Do not tab over.
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MM/DD/YY-MM/DD/YY

Example: “HP 
Consulting research 
and survey photos”
Or “Paige Thomas, 
staff, administrative 
duties for this 
quarter.”

Elaborate on the cost description. For example, “consultant conducted 
one public meeting for input and surveyed and photographed 10 
properties for a cost of $1500.00. Paige Thomas, staff, coordinated 
consultant work and public meeting at an hourly rate of $50.00.”

Enter 
in 
match 
share

*Yellow box=Automatically 
populates

Lump sum or hourly 
rate. Hourly can include 
benefits. 

Enter in “1” for a lump sum. 
Or enter in the amount of 
hours/ quantity.

Enter in “in-
kind” for 
donated labor 
or material and 
“cash” if an 
invoice was 
received and 
payment made. 
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Final Report 
Final Request-this should be consistent. This will be reported on
your match form and/or reimbursement form.
I. Include a brief statement to sum up the outcome of the project.

I. How many items printed and who for? Where are they
found? What is the topic? How many pages are in the
document? How many properties were noted?

II. Date of conference or training? How was it accessed?
Where was it? How many attended? What were their
professions or backgrounds? What was the agenda?

III. How many properties surveyed? The significance of the area?
How many resources were deemed contributing? Size of
district?

IV. Be sure to send final copy of materials that were a result of
the grant to the CLG Coordinator.
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Sample Submittal
I. GCR-signed by both the Chief Fiscal Operator and the

Project Director regardless if funds were spent or if you are
requesting funds. End of every reporting period.
a) If not requesting reimbursement or reporting match,

please enter in an update and then submit form.
II. Match Form (may need to submit)
III. Reimbursement Form (may need to submit)
IV. Supporting Documents: volunteer hours, staff hours, invoice,

etc./ proof of payment
V. For final report, please enter in a description of the project

and its results on the match and reimbursement forms.
Please send in a copy of the product.
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Sample 
Submittal
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Sample 
Submittal
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Sample 
Submittal
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Sample 
Submittal
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Sample 
Submittal
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Sample 
Submittal
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Sample 
Submittal
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Certified Local Government 
Grant Program

Important Dates (subject to change)

October 15th Grant Application and Instructions are sent to CLG

January 15th (February 15th this year) Grant Applications are due

February 30th Applications are processed

March 30th Application reviewed

Once federal funds are received (this 
could be late spring or summer)

Executed Grant Agreement copy and Reporting Forms sent 
to CLGs

September 30th-End of Quarter Quarterly Grant Reporting Due no later than October 15th

December 31st-End of Quarter Quarterly Grant Reporting Due no later than January 15th

March 31st-End of Quarter Quarterly Grant Reporting Due no later than April 15th

June 30th-End of Quarter Quarterly Grant Reporting Due no later than July 15th

Final Quarter Ends September 15th and 
Final Report Due

Report Due 90 days after project is complete or no later than 
October 1st
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Alabama Historical Commission
https://www.nps.gov/clg/

https://ahc.alabama.gov/CLG.aspx

https://www.nps.gov/subjects/historicpreservat
ionfund/historic-preservation-fund-grant-

manual.htmHPF

https://athp.org/resources/

Questions?  Paige Thomas 334.230.2643 Paige.Thomas@ahc.alabama.gov

www.ahc.alabama.gov

https://www.nps.gov/clg/
https://ahc.alabama.gov/CLG.aspx
https://www.nps.gov/subjects/historicpreservationfund/historic-preservation-fund-grant-manual.htmHPF
https://athp.org/resources/
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