
 
 

Agenda 
Aurora Historic Review Board 

Thursday, January 22, 2015, at 7:00 P.M. 
City Council Chambers, Aurora City Hall 

21420 Main Street NE, Aurora, OR 97002 

 

1. CALL TO ORDER OF THE AURORA HISTORICAL REVIEW BOARD MEETING 
 
 

2. CITY RECORDER DOES ROLL CALL 
Chair Abernathy 
Member Townsend 
Member Frochen 
Member Fraser 
Member TBA 
 

3. CONSENT AGENDA 
a) Historic Review Board Minutes 
b) City Council Minutes 
c) Planning Commission Minutes 

  
 

4. CORRESPONDENCE - NA 
 

5. VISITORS 
 
Anyone wishing to address the Aurora Historic Review Board concerning items not already on 
the meeting agenda may do so in this section.  No decision or action will be made, but the 
Aurora Historic Review Board could look into the matter and provide some response in the 
future. 

 
6. NEW BUSINESS 

 
a) Sign application for The Wild West Antiques (formally Deer Creek Mercantile) and owner 

Dana Gerath at 21581 Main Street.  
 

7. OLD BUSINESS 
 

a) Discussion and or Action on Historic Inventory 
b) Discussion and or Action on Sign Inventory 

 
8. ADJOURN 
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Minutes 
Aurora Historic Review Board Meeting 

Thursday, December 18, 2014, at 7:00 P.M. 
City Council Chambers, Aurora City Hall 

21420 Main Street NE, Aurora, OR 97002 
 

 
STAFF PRESENT  Kelly Richardson, CMC City Recorder 
 
STAFF ABSENT:  None 
 
VISITORS PRESENT: Tim Kinzer, 21317 Hwy 99E 
 
 

1. CALL TO ORDER OF THE HISTORIC REVIEW BOARD MEETING 
 
 The meeting of December 18, 2014 was called to order by Karen Townsend at 7:00 pm 
 

2. CITY RECORDER DOES ROLL CALL 
 Chair Abernathy – Let the record show came in late at 7:15 
 Member Simon – Present 
 Member Frochen – Absent 
 Member Fraser – Present 
 Member Townsend - Present 
 

3. CONSENT AGENDA 
a) Historic Review Board Meeting Minutes – November 20, 2014, there were a few corrections 

stated by Member Townsend and City Recorder Richardson.  
b) City Council Minutes – November, 2014 were not in the packet 
c) Planning Commission – November, 2014 

 
 A motion to approve the Historic Review Board minutes of November 20, 2014, with 
corrections made was made by Member Fraser and is seconded by Member Simon. Motion 
passed by all.   
  

4. CORRESPONDENCE –  
 
a) Email from Kuri Gill with the Historic Preservation Office 

 
5. VISITORS 

 
 Anyone wishing to address the Historic Review Board concerning items not already on the 
 meeting agenda may do so in this section.  No decision or action will be made, but the Historic 
 Review Board could look into the matter and provide some response in the future. 
 No comments were made during this section.  
 
 No visitors present except for the applicants.  
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6. NEW BUSINESS 

 
a) Discussion and or Action on Application for fence and roofing at 21317 Hwy 99E property 

owner Valerie Troyer. Represented by Tim Kinzer. The applicant proposes to replace the 
white picket fence and to replace the tin and wood shake roof with black composition 
roofing with white gutters.  
 
The board informs the applicant that for the period wood shingles would be the preferred 
roofing material however the black composition is allowed per the code. The board also 
informs the applicant the gutters would also be made of wood for this period of house 
however there is nothing in the code to regulate gutters.  
 
The proposed white picket fence of 3 to 4 feet high is In compliance with the code however 
the board informs the applicant it is not required on the property. Per code sections Roof-
17.40.150 section A -5 and for the fence 17.40.070 A-1 

 
A motion is made by Member Simon to accept the application as presented and is seconded by 
Member Fraser. Motion passed by all.  
 
The board also informs the applicant that Mike Bryn’s restored the building and would be a 
great resource of information.  
 

7. OLD BUSINESS  
 

 
a) Discussion and or Action on Sign Inventory,  

• Member Abernathy presents her information to the board; regarding Aurora Depoe, 
Home Again, Time after Time, Aurora Antiques, Deer Creek Mercantile, Canvas, Highway 
99E Antique Moll, Amy’s Pet Grooming, Aurora Auction House, Beyond Art, Scatter 
Creek Junction, Aurora Colony Fiber Arts and Discovered Treasures.  

• Member Simon presents his information to the board, Northwest Mercantile, Grocery 
Store, White Rabbit, Birthing Center, Shell Station, and Mr. Sills’s property.  

  
There are various issues regarding the properties and letters will be forth coming once 
the inventory is complete.  
 
ACTION ITEM: City Recorder Richardson is asked to send letters to the New Dental 
Office and Deer Creek Mercantile informing them that they have not applied for their 
signs and that the Dental Office sign is not in compliance with title 17.  Richardson is 
also asked to inform Beyond Art to remove their open sign from the sidewalk because it 
is a hazard.  

 
b) Discussion and or Action on Historic Inventory List, no discussion at this time.  
c) Discussion and or Action on Certified Local Government Grants, which is added to the 

agenda at this time.  There is a brief discussion on the items the board thinks would best be 
a part of the grant.  
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ACTION ITEM: City Recorder Richardson is asked to get the following items, Certified Local 
Government Grant Application and information. A quote for a double sided spiral bound 
with Mylar cover approximately 95 pages. Put the open position on the board in the city 
newsletter.  Pull 99E Antiques file for the January meeting.  
 
Member Townsend informs the board that she had asked Tim Corcoran to fill the open 
position and he is considering it.  

  
8. ADJOURN 

 
 Chairman Abernathy adjourned the meeting of December 18, 2014 at 8:40 pm.   
 
 

 
 
________________________________________ 
Gayle Abernathy, Chairman 
 
ATTEST: 
 
________________________________________ 
Kelly Richardson, CMC 
City Recorder 
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2015 Certified Local Government 
Grants

Grant Requirement Manual



Cover Photo: Deschutes County CLG project

State Historic Preservation Offi ce
Oregon Parks and Recreation Department

This program receives Federal fi nancial assistance for identifi cation and protection of  
historic properties.  Under Title VI of  the Civil Rights Act of  1964, Section 504 of  the 
Rehabilitation Act of  1973, and the Age Discrimination Act of  1975, as amended, the U.S. 
Department of  the Interior prohibits discrimination on the basis of  race, color, national 
origin, disability or age in its federally assisted programs.  If  you believe you have been 
discriminated against in any program, activity, or facility as described above, or if  you desire 
further information, please write to:  Offi ce for Equal Opportunity, National Park Service, 
1829 C Street NW, Washington, D.C. 20240.

The activity that is the subject of  the publication has been fi nanced in part with Federal 
funds from the National Park Service, Department of  the Interior, as provided through the 
Oregon State Historic Preservation Offi ce.  However, the contents and opinions do not 
necessarily refl ect the views or policies of  the Department of  the Interior, nor does the 
mention of  trade names or commercial products constitute endorsement or recommenda-
tion by the Department of  the Interior.



2015 -2016 GRANT REQUIRMENT MANUAL 1

Introduction                  
Congratulations on receiving a grant from the State Historic Preservation 
Offi ce (SHPO). The Certifi ed Local Government (CLG) grant program is 
funded by a Federal apportionment to Oregon through the National Park 
Service, Department of  the Interior. You must comply with all Federal 
laws governing the administration of  sub-grants as noted in the CLG 
Grant Agreement and this Manual.  

These grants must have a 1:1 match. The grant cycle is 17 months if  the 
grant agreement is signed promptly. 

We want to help your approved project succeed. While we attempt to 
make the grant requirements clear and easy, we are responsible to the 
public for the appropriate handling of  state and federal funds. Grant 
funds will be provided to you as reimbursement for appropriately 
completed and reported work. Please use this manual to navigate the 
grant process. 

If  you have more questions after reading this manual please contact:
Kuri Gill at Kuri.Gill@oregon.gov or (503) 986-0685.

Grant Agreement
It is very important to read and be familiar with all elements of  the 
CLG Grant Agreement, as it is the legal document defi ning your project 
activities.  This Manual lays out additional guidance for requirements 
of  the grant.  Non-compliance with the terms of  these documents will 
cause problems with paying you for your work, and may even jeopardize 
receiving a grant in the future.

Shortly after you were notifi ed that you had been awarded a grant, you 
received a Grant Agreement. By signing the Grant Agreement, you 
attested acceptance of  a state grant for the purposes outlined in your 
grant application and those outlined in the Agreement. This manual is 
considered to be part of  your Grant Agreement.

Some of  the items in the Agreement included:
1. An approved project budget with line items specifying project  

expenses.
2. Project Starting Date, Project Completion Date and the date  
fi nal reports are due.

3. Special Conditions for the project.
4. Specifi c language for the acknowledgement of  public funds   

INTRODUCTION &INTRODUCTION & AGREEMENT AGREEMENT

Canby
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provided by the State of  Oregon and the National Park Service.
5. Requirements for submitting reports and billings.
6. Requirements for inspections and audits.

Amendments to the Agreement
You may not, without prior written approval from us, make changes that 
would substantively alter the scope of  work stipulated in the Agreement, 
or make any changes that authorized the award of  the grant. The contract 
you hold was made on the assumption that the work described would 
be completed as agreed.  If  an issue arises that you think may require an 
amendment, contact us immediately.

The Grants Coordinator must be notifi ed as soon as possible of  expected 
under expenditures of  grant or match funds.  Any unspent CLG Grant 
funds must be reobligated to other projects; otherwise, they are lost to the 
people of  Oregon, and returned to the federal government.

Grant Management
Consultation with SHPO
SHPO staff  has expertise in all types of  typical CLG projects. While 
ongoing communication with the CLG Coordinator is required, you will 
be working closely with other staff  assigned by SHPO in the program 
areas related to your project.  
For example:
 Ian Johnson - National Register, Ordinance, Education
 Joy Sears - Restoration & Rehabilitation
 Kuri Gill - Education, Review & Compliance, Planning, etc.
 Diana Painter - Survey, National Register
 Jason Allen - Survey
 Mike Gushard - Education

Work Plans 
Work plans for all projects must be approved by the SHPO staff  before 
work begins. For example: for Historic Rehabilitation projects, submit the 
following to the Grants Coordinator:

1. Before photographs
2. Plan drawings
3. Work description including materials, tools and processes to be  

used
4. Timeline

SHPO staff  must approve drafts of  publications and interpretive panels 
prior to production.

AGREEMENT & MANAGEMENT - SHPO & WORK PLANS

We are here to help!

Port Orford
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Hiring Consultants/Contractors
The grantee is responsible for all contractor and consultant oversight.  
A consultant or contractor is any individual or fi rm who is not a staff  
member on the permanent payroll of  the grantee’s organization.  If  
you plan to use a consultant or contractor to carry out any tasks in your 
project, the selection must be consistent with Oregon State policies 
and the Secretary of  Interior’s Historic Preservation Professional 
Qualifi cation Standards (http://www.nps.gov/history/local-law/
arch_stnds_9.htm).

These provisions apply to the hiring of  consultants or contractors when 
the funds to pay their fees are either CLG Grant Funds, or are part of  
the non-federal matching share of  a CLG grant.  Depending on their 
involvement in the project, your staff  may be required to meet the 
Secretary of  Interior’s standards for historic preservation professionals 
also.
 
Grantees shall maintain documentation on fi le to support all hiring 
and contracting procurements involving Federal and matching funds, 
including evidence that the services of  the consultant are needed and 
cannot be met by current staff  whose salaries are paid in part under the 
grant.  Documentation must include:

1. How contractor was solicited and selected;
2. Why contractor was selected (references, quality, previous  

work, time frame, cost, etc). 

SHPO may request that the Grantee check the Consultant’s references, if  
evidence of  this is not submitted with the approval request.  This is good 
hiring practice.

The Grantee has the responsibility for project completion, as they are 
under contract with the SHPO.  Management of  the consultant contract 
is included in this responsibility.  The Grantee needs to maintain regular 
contact with the consultant to receive progress reports and assure that 
the agreed upon timeline is being met, and that the products meet their 
contracted obligations.  

All work carried out by the contractor or consultant must be submitted 
fi rst to the grantee, not to SHPO.  When the Grantee approves the work, 
the Grantee will submit the report, any documents that are products, 
photos, and the payment request to SHPO. In no case does the contractor 
or consultant submit work or reports directly to SHPO; drafts for SHPO 
review must also come from the Grantee.

MANAGEMENT - CONTRACTORS

See Heritage Bulletin #8 
for more information about 

working with contractors and 
consultants. Available at www.

oregonheritage.org.
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Public Notice Requirement    
All grant or match-funded publications, literature, and videos must 
be reviewed, revised if  needed, and approved in draft form by SHPO 
prior to fi nal publication.  This includes context statements, pamphlets, 
brochures, booklets, interpretive panels, exhibits, etc.

Acknowledgment of  Support 
An acknowledgment of  NPS support must be made in connection 
with the publication or dissemination of  any printed, audio-visual, or 
electronic material based on, or developed under, any activity supported 
by HPF grant funds.  Projects that must include this are newsletters, 
brochures, plans, reports, etc. This acknowledgment shall be in the form 
of  the following statement:

The activity that is the subject of  this [type of  publication] has been 
fi nanced [in part/entirely] with Federal funds from the National Park 
Service, U.S. Department of  the Interior.  However, the contents 
and opinions do not necessarily refl ect the views or policies of  the 
Department of  the Interior, nor does the mention of  trade names or 
commercial products constitute endorsement or recommendation by the 
Department of  the Interior.  

(Only relevant portions of  the required statement need to be used as 
appropriate depending on the content of  the publication; e.g., if  there are 
no commercial products, then that part of  the statement can be omitted.)

Nondiscrimination Statement
Publications and audio-visual materials must also include the following 
nondiscrimination statement:

This program receives Federal fi nancial assistance for identifi cation and 
protection of  historic properties.  Under Title VI of  the Civil Rights 
Act of  1964, Section 504 of  the Rehabilitation Act of  1973, and the 
Age Discrimination Act of  1975, as amended, the U.S. Department of  
the Interior prohibits discrimination on the basis of  race, color, national 
origin, disability or age in its federally assisted programs.  If  you believe 
you have been discriminated against in any program, activity, or facility 
as described above, or if  you desire further information, please write to:  
Offi ce for Equal Opportunity, National Park Service, 1849 C Street NW, 
Washington, D.C. 20240.

Public information 
Press releases, publications, and any other public dissemination of  
information (including electronic materials such as World Wide Web 

MANAGEMENT - PUBLIC NOTICE

Fossil
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pages) by a grantee made possible by grant assistance shall acknowledge 
Department of  the Interior, National Park Service grant support by use 
of  the above statements.  

We cannot reiburse for projects that don’t include the above statements.

Copies of  publications
Upon publication, a minimum of  one electronic copy and three hard 
copies must be submitted to SHPO.  Two copies of  the publication 
will be furnished by SHPO to NPS, which will furnish one copy to the 
Department of  the Interior’s Natural Resource Library for deposit.  Of  
the copies retained by SHPO, one will be fi led with the contract and the 
other will be placed in the resource library.  Publications covered by this 
section include any publication produced as a result of  research or any 
other work funded in whole or in part by CLG grants, except National 
Register Nominations and Inventories, which conform to their own 
submission requirements.

Preservation Agreement Requirement
All development or rehabilitation projects require a Preservation 
Agreement between the SHPO and the property owner.  An example 
Preservation Agreement is available as a fi llable form on the HPD Grants 
website: http://www.oregon.gov/OPRD/HCD/SHPO/pages/
clg_Tools.shtml

Photographs
Before, during and after photographs are required for the interim and 
fi nal report reports that request reimbursement.  Please send a printed 
copy with the fi nal report. We prefer photos in a digital format (300dpi). 
If  you provide a digital copy, then the hard copy can be printed from a 
computer. If  you are not providing a digital version, the photo must be 
professionally printed.

Calendar & Timeline
Grant Funds Available – April 1, 2015 with a fully signed grant agreement
Progress Report - June 30, 2015
Grant Project Completion Deadline – August 31, 2016*
Final Report & Billing Deadline – September 20, 2016

* Schedule any contracted work well before the project completion 
deadline so you have time to review the product and request any changes 
before it is turned into SHPO.

MANAGEMENT - PUBLICATIONS, PRES AGREEMENTS, PHOTOS, CALENDAR

Ideas for photos – building 
condition, contractors at work, 
artifact condition, historic feature 
condition, collections facilities, 
people doing data entry or 
scanning, volunteer group shots, 
celebration of  completion events, 
etc.)
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CLG Grant Reporting & Billing   
Project Reports
A interim and fi nal report form will be emailed to you. Please fi ll them 
out in electronic form, if  possible, and email them. An interim project 
report is required on June 30th.
Please include:

1. what has been accomplished on the project to date;
2. any problems or concerns you might have;
3. any OPRD assistance needed.

The Report Form follows the work itemization in your application 
and Agreement. This report is not intended to be a time consuming 
procedure.  Information to complete it should be collected on an ongoing 
basis throughout the project.   Each report stands on its own.  Do not 
repeat information and expenditures previously reported. 

**NOTE: WE MAY SWITCH TO ONLINE REPORTING 
DURING THIS GRANT CYCLE, YOU WILL BE NOTIFIED 
AND ASSISTED.**                               

Submitting an interim reimbursement request 
Partial payments may be requested throughout the duration of  the grant 
period on the project report form.  The current interim or fi nal project 
progress report form must be used, and all requested information must 
be entered.  

The entire fi nal payment will be withheld until all products are received, 
and approved by SHPO.  No more than 50% of  the expenditures to 
date will be paid in any payment, to assure the required 50/50 minimum 
match.       

Remember to submit all document or video drafts to SHPO for review, 
revision if  necessary, and approval prior to publication.  Review by 
professional staff  may take two weeks.
 
Final Products
Federal Guidelines make it very clear that the product is the measurable 
result of  CLG projects. Products must meet the Secretary of  Interior’s 
Standards for the applicable project objectives. It is very important that 
you complete each element agreed upon in the Agreement.  If  goals are 
not met, it is SHPO’s responsibility to withhold fi nal reimbursement, or 
request re-payment of  funds.  Your ability to secure future grants from 
SHPO may also be affected.  

REPORTING - REPORTS, FINAL PRODUCTS

St. Helens
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When the project is completed, submit a fi nal report summarizing the 
project using the fi nal report form and necessary attachments including 
photographs. Your fi nal reimbursement request and report documents 
must be submitted within twenty (20) days following the agreed project 
end date. This must include:

1. Final Project Report & Billing Form
2. Project summary
3. Before, during and after photographs
4. Copies of  projects like brochures and research summaries
5. Copies of  contractor/consultant invoices
6. Receipts or accounting documention of  smaller expenses

 
Audits
A fi nancial audit of  your grant may be conducted following the 
submission of  your fi nal products and payment requests after the grant 
period ends.  Also, the SHPO program is audited at least every four 
years, and your project may also be audited as a part of  that review.  Your 
fi nancial records should be retained for a period of  seven years, or for 
three years following the fi nal audit.

In Field Monitoring
You may receive approximately one or more site inspections involving 
both the project coordinator and/or persons conducting the work.  
Typically, the meeting might consist of  a visit to the project area; a review 
of  the boundaries, concentrations or types of  resources, discussion of  
the progress of  the project, or attendance at a public hearing or meeting.  
Record keeping and fi nancial systems may be examined.  In-fi eld 
monitoring will be scheduled in advance of  the meeting.

REPORTING - AUDITS, IN FIELD MONITORINC

If  you have more questions after 
reading this manual, please contact:

Kuri Gill at Kuri.Gill@oregon.gov or 
(503) 986-0685
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Allowable Costs
Expenditures may be charged to this grant only if  they:

1. are in payment of  an obligation incurred during the contracted grant period, 
2. are necessary to the accomplishment of  approved grant objectives, and 
3. conform to the “Standards for Allowability of  Costs” and “Matching Share Standards” in the   

NPS Historic Preservation Fund Grants Manual, Chapters 13 & 14. These chapters are available   
as a separate document on the Heritage Program Grants page: http://www.oregon.gov/OPRD/  
HCD/grants.shtml

Note Regarding Federal Employees:  You may not use any Federal grant funds or matching funds to pay 
any expenses of  current employees of  the Federal Government.  This is in accordance with 18 USC 209 
stating that a Federal employee can’t receive supplemental compensation for their services in their capacity 
as Federal Government employees.
   
Federal Requirements of  the Grant       

1. Federal Administrative Requirements.  The provisions of  Offi ce of  Management and Budget 
Circulars A-87, A-102, and A-110, apply to CLG grants.  Failure to comply with these Circulars 
may be the basis for withholding payments for proper charges, recovery of  such funds, and 
the termination of  fi nancial support. Most of  the circulars are on the Web, at http://www.
whitehouse.gov/OMB/circulars/.

2. Environmental Requirements.  Activities funded by CLG grants shall be conducted in full accord 
with the policies and provisions of  the National Environmental Policy Act of  1969 (Public Law 91-
190), the Coastal Zone Management Act, and the Floodplain Management Act, as applicable.

3. Equal Opportunity.  Equal Opportunity information must be posted in all project offi ces and sites.  
All activities assisted under the HPF grant program are subject applicable Federal laws as stated in 
your contractual agreement, including the provisions below:

a. Title VI of  the Civil Rights Act of  1964, 78 Stat. 241, as amended, which provides that no 
person on the grounds of  race, color, age, national origin, or handicap shall be excluded 
from participation in, be denied the benefi ts of, or be subject to discrimination under any 
activity receiving Federal fi nancial assistance.

b. DI Form 1350, Assurance of  Compliance (with Title VI, Civil Rights Act of  1964)
c. Property acquired or developed with HPF assistance shall be open to entry and use by 

all persons, regardless of  race, color, age, national origin, or handicap who are otherwise 
eligible.  Discrimination on the basis of  residence, including preferential reservation or 
membership systems, is prohibited, except to the extent that reasonable differences in 
admission or other fees may be maintained on the basis of  residence. 

SUPPLEMENTAL INFORMATION

A
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Accounting Procedures                                      
In any program where reimbursement is requested for a portion of  project costs, or matching share is 
claimed, adequate records are essential. There should be defi nite supporting evidence for EACH item 
of  cost claimed, estimates are not suffi cient. The procedures below may not apply in every case, so look 
through them and identify and use those that are relevant to your project. 

Contact Kuri Gill at Kuri.Gill@oregon.gov, or phone 503-986-0670 if  you have questions.

In order to promote a better understanding of  the records required and to avoid the possibility of  having 
costs disallowed at the time of  audit, the following accounting procedures are suggested:

1. Establish a separate account for each agreement project.
2. Maintain the account so that it includes the project name, and lists payment for salaries and wages,  

contracts, equipment, materials and supplies, and other items that conform to categories listed on   
the grant billing form.

3. Each entry in the account must be cross-referenced to a voucher, payroll invoice or other    
supporting document. Each payment must be supported by a cancelled check or warrant, available in  
the grantee’s records in the event of  an audit.

Following is information about the specifi c budget categories:

Professional Contractor or Consultant
1. Proper contractor or consultant selection procedures must be followed and proper documentation   

maintained for audit, or contract costs are subject to disallowal.
2. Payments made by the grantee should be supported by a statement or invoice from the consultant.   

The consultant hours do not need to be broken down if  contracted in a lump sum, since the   
consultant agreement should state a total contracted amount.

3. Payments made include fee for service, salary, per diem, payment for the travel, or other allowable   
services. 

Volunteer Time
1. The value of  labor, materials, equipment usage, etc., donated by sources other than the grantee may 

be included on the Payment Request Form only if  documented. Documentation can be a sheet with 
work done and hours worked recorded and signed by the project manager and the volunteer.

2. Volunteer services may be furnished by professional and technical personnel, consultants, and other 
skilled and unskilled labor. Volunteered services may be counted as matching share if  they are a 
necessary part of  the project. A packet of  forms are available from your grant coordinator for use 
by grantees who are tracking values of  volunteer work and donations to projects. The forms are, for 
the most part, self  explanatory.

3. Rates for volunteer services may not exceed minimum wage, except in those instances in which the 
volunteer is using their professional skills for the grant assisted work. For example, if  a carpenter or 
bookkeeper donates carpentry or bookkeeping services to the project, these services may be valued 
at the hourly rate the carpenter or bookkeeper would normally charge. In such cases, the donor must 
sign a brief  statement that notes the donor’s usual occupation, intent to donate their usual services, 
and the date. These statements are then included in the payment request support documentation.

SUPPLEMENTAL INFORMATION
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SUPPLEMENTAL INFORMATION

Employees
When a staff  member is involved in a grant project, their time on the project must be clearly tracked 
electronically or on a timesheet, showing hours on their usual job and hours on the project separately.  Total 
hours may not exceed 40 hours/week, with the only exception being the well documented time at meetings 
occuring outside normal work hours.  Payrolls need to be signed by an authorized person.

Time and Attendance
1. Records (daily, weekly, or monthly) must show total daily hours for each project and description of  

work performed.
2. Fringe benefi t rates should be developed using actual costs, and individual components should be 

identifi ed.
3. Documentation should show how rate or cost was derived. This amount must be traceable through 

the grantee’s records.

Travel
State guidelines require that all mileage rates do not exceed the maximum state rate, which is generally the 
same as the standard Internal Revenue Service rate. In November 2011, this rate was 51 cents per mile. The 
reimbursement request must show the name of  the individual, time of  departure and return, dates, mileage 
(odometer readings or locations), meals claimed, and purpose. A copy of  lodging receipts for overnight 
travel must be maintained.

Current State of  Oregon rates are:
Breakfast = $11.50
Lunch = $11.50
Dinner = $23
Lodging = $77

Materials and Equipment
Value and Use of  Owned Equipment: Equipment value (for owned equipment) should be supported by 
time records and by a schedule of  hourly rates developed from actual historical costs, or in the event no 
previous cost data exists, from reasonable estimates of  such factors as useful life, annual hours or use, 
insurance premiums, etc. These estimated rates must be adjusted each year based on the previous year’s 
actual costs. The State has developed a form that may be used for this purpose; copies are available from the 
grants coordinator.

Equipment Rental (Outside): Payments made by the project sponsor for equipment rented for specifi c 
project area are generally allowable under state regulations. Payments made by the project sponsor must 
be supported by a statement or invoice from the vendor that indicates the time period the equipment was 
rented.

Supplies
1. Supplies and materials charged to the project must be supported by purchase orders and supplier’s 

invoices.
2. The original or a photocopy of  the cancelled checks must be available for a fi eld audit.
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3. Printing, Publication Design, etc.
4. If  you make, design or print a publication as part of  your project, include those costs here. The costs 

can only be paid if  a statement recognizing the grant contribution is included.

Value of  Contributed Goods and Services
1. Valuation of  In Kind Contributions from Third Parties The value of  labor, materials, equipment usage, 

etc., donated by sources other than the grantee may be included on the Payment Request Form only if  
documented. Documentation can be a sheet with work done and hours worked recorded and signed by 
the project manager and the volunteer.

2. Volunteer services may be furnished by professional and technical personnel, consultants, and other 
skilled and unskilled labor. 

3. Volunteered services may be counted as matching share if  they are a necessary part of  the project. A 
packet of  forms are available from the grants coordinator for use by grantees who are tracking values of  
volunteer work and donations to projects. The forms are, for the most part, self  explanatory.

4. Rates for volunteer services may not exceed minimum wage, except in those instances in which the 
volunteer is using their professional skills for the grant assisted work. For example, if  a carpenter or 
bookkeeper donates carpentry or bookkeeping services to the project, these services may be valued at 
the hourly rate the carpenter or bookkeeper would normally charge. In such cases, the donor must sign 
a brief  statement that notes the donor’s usual occupation, intent to donate their usual services, and the 
date. These statements are then included in the payment request support documentation.

5. Donated Materials Invoices, where applicable, must be marked “donated” and signed, and attached to 
the Payment Request Form.

6. Donated Equipment Invoices, where applicable, must be marked “donated” and signed, and attached to 
the Payment Request Form.

Professional Qualifi cations Standards
Note: Consultants hired for CLG projects should meet the following qualifi cations.
The following requirements are used by the National Park Service, and are published in the Code of  Federal 
Regulations, 36 CFR Part 61. The qualifi cations defi ne minimum education and experience required to perform 
identifi cation, evaluation, registration, and treatment activities. In some cases, additional areas or levels of  
expertise may be needed, depending on the complexity of  the task and the nature of  the historic properties 
involved. In the following defi nitions, a year of  full-time professional experience need not consist of  a 
continuous year of  full-time work but may be made up of  discontinuous periods of  full-time or part-time work 
adding up to the equivalent of  a year of  full-time experience.

History
The minimum professional qualifi cations in history are a graduate degree in history or closely related fi eld; or a 
bachelor’s degree in history or closely related fi eld plus one of  the following:
 1. At least two years of  full-time experience in research, writing, teaching, interpretation, or other   
 demonstrable professional activity with an academic institution, historic organization or agency,   
 museum, or other professional institution; or
 2. Substantial contribution through research and publication to the body of  scholarly knowledge in the  
 fi eld of  history.

SUPPLEMENTAL INFORMATION
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Archeology
The minimum professional qualifi cations in archeology are a graduate degree in archeology, anthropology, or 
closely related fi eld plus:
 1. At least one year of  full-time professional experience or equivalent specialized training in    
 archeological research, administration or management;
 2. At least four months of  supervised fi eld and analytic experience in general North American   
 archeology, and
 3. Demonstrated ability to carry research to completion.
In addition to these minimum qualifi cations, a professional in prehistoric archeology shall have at least one 
year of  full-time professional experience at a supervisory level in the study of  archeological resources of  the 
prehistoric period. A professional in historic archeology shall have at least one year of  full-time professional 
experience at a supervisory level in the study of  archeological resources of  the historic period.

Architectural History
The minimum professional qualifi cations in architectural history are a graduate degree in architectural history, 
art history, historic preservation, or closely related fi eld, with coursework in American architectural history, or a 
bachelor’s degree in architectural history, art history, historic preservation or closely related fi eld plus one of  the 
following:
 1. At least two years of  full-time experience in research, writing, or teaching in American architectural  
 history or restoration architecture with an academic institution, historical organization or agency,   
 museum, or other professional institution; or
 2. Substantial contribution through research and publication to the body of  scholarly knowledge in the  
 fi eld of  American architectural history.

Architecture
The minimum professional qualifi cations in architecture are a professional degree in architecture plus at least 
two years of  full-time experience in architecture; or a State license to practice architecture.

Historic Architecture
The minimum professional qualifi cations in historic architecture are a professional degree in architecture or a 
State license to practice architecture, plus one of  the following:
 1. At least one year of  graduate study in architectural preservation, American architectural history,   
 preservation planning, or closely related fi eld; or
 2. At least one year of  full-time professional experience on historic preservation projects.
Such graduate study or experience shall include detailed investigations of  historic structures, preparation of  
historic structures research reports, and preparation of  plans and specifi cations for preservation projects.
Such graduate study or experience shall include detailed investigations of  historic structures, preparation of  
historic structures research reports, and preparation of  plans and specifi cations for preservation projects.

SUPPLEMENTAL INFORMATION



 

CLG Sample Budget 
Please enter the cost for each project with the project and cost categories.  

 
 
Cost categories: 

 Contractor/Consultant 

 Volunteer Time 

 Staff Time 

 Travel 

 Materials & Equipment 

 Printing, Design, etc. 

 Other (specify) 
 
 

Project categories (codes to use in budget): 

 Grant Administration (Grant Admin) 

 Reconnaissance Level Survey (RLS) 

 Intensive Level Survey (ILS) 

 National Register Nomination (NR) 

 Public Education (Public Ed) 

 Planning, Review & Compliance (PR&C) 

 Pre‐Development 

 Development 

 Other Activities (Other)  
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CERTIFIED LOCAL GOVERNMENT 

GRANT 
ONLINE GRANT APPLICATION INSTRUCTIONS 
STATE HISTORIC PRESERVATION OFFICE, OREGON HERITAGE 
 
The CLG Program has an online grant application. This system has been designed to make the 
grant application more efficient. The instructions may not address every possible scenario that 
could occur however, you will get the information necessary to navigate the application 
process. These instructions are intended to assist with the online application process, for 
information on how to answer the questions see the sample form of the old application. Please 
contact Kuri Gill (Kuri.Gill@oregon.gov or 503‐986‐0685) for assistance.   

System Requirements: The OPRD Online Grant Application requires the following software:  

1. Browser:  
o Firefox version 7 or higher.  
o Safari version 4 or higher.  
o Chrome version 10 or higher.  
o Internet Explorer version 8 or higher. (WARNING: Using Internet Explorer may 

lead to unsatisfying results. Not all application functionality is available in 
Internet Explorer. To create and manage Applications with a minimum amount 
of frustration, we suggest you use Chrome, Safari or Firefox browsers. Click on 
one of these links to download the appropriate browser.)  

2. JavaScript must be turned ON.  
3. Popup blockers need exceptions for this site.  
4. If you are not receiving emails from us, please check your spam filters, some filters are 

intercepting application generated email messages.  

Don't know what browser version you are using? The web page fmbip.com will show you which 
browser and browser version you are currently using. 
 
Note: Screen shots and photos within these instructions are just samples of what the 
application looks like. These shots are from a simulated application. These are not taken from 
the actual grant application from this particular grant cycle. 
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Step One: Accessing the Online Grant System 
 

1. Visit the Oregon Parks and Recreation: Grants Online site at http://oprdgrants.org/ 
2. Qualified applicants can request an account through clicking on the link provided at the 

bottom of the page.  
3. You will then be directed to the Grant System Account Request page. 

 

 
 
It is recommended you request an account as soon as possible. Do not wait until the last 
minute to request an account or to begin filling out the application. Grant staff must review and 
approve your account request before you can access the online application. Requests will be 
reviewed within 3 business days.   
 
Step Two: Request an Account 
 

1. Enter your name, organization information and contact information. Only certified local 
governments will be approved to apply to the CLG Grant Program. 

2. Check the Historic Preservation Grants box. You may also check any other grant type 
you will be applying for in the future if you wish.  

3. At the bottom of the screen, enter the distorted words you see in the box, in order and 
separated by a space. Doing so helps prevent automated programs from abusing this 
program. If you are not sure what the words are, enter your best guess or click the 
‘reload’ button next to the distorted words. Visually impaired users can click the audio 
button to hear a set of words that can be entered instead of the visual challenge. Click 
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the ‘submit request’ button. 

  
 
4. You will receive a confirmation e‐mail from OPRD RecGrants once your request has been 

processed. If you are approved for an account, this e‐mail will include a link which will 
direct you to set your password. When you click the link, a box will pop‐up to enter your 
password. You have 24 hours from the time the email was sent to complete this, notify 
the grants coordinator if you have missed that time frame. 
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Step Three: Applying for a Grant 
 
Once you have set your password you may begin to apply for a grant.  
 

1. Go to http://oprdgrants.org/  and click ‘sign in’. 
2. Enter your username and password. Your username is your e‐mail address.  

 
 

3. Select the ‘Applications’ tab.  There may be several applications available through 
different OPRD grant programs, so be sure to select the correct grant type and project 
type that applies to your project. Select Historic Preservation Grants for the Grant 
Program field and 2015 for the Grant Year field.  

4. Select the application you need under ‘Available Applications’, click anywhere on the 
application title to open. Once you have saved information in the application it will be 
available under ‘My Applications’ to edit or view.  

 

 
 

5. Click on the ‘Edit Application’ button. This button will appear each time you log on until 
you have submitted the application. You would only ‘Delete Application’ if you choose not to 
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submit the application. The application can be edited up until it is submitted. 

 
 

6. Each tab is a section of the application that must be completed. You may move from tab 
to tab during the course of completing the application. You are not required to 
complete the entire application or all parts within a tab all at one time. It is 
recommended that you complete the ‘Project’ tab first.  Click the ‘Save’ button at the 
top of the page after completing responses. You should save often. You may log out and 
log back in when you are ready to work on your application as desired. Questions with 
an asterisk require a response prior to final submission.  

 
 
 

7. The ‘Project’ tab is where information about the project is entered. Project Name should 
be the city or county and CLG (ex. City of Paris CLG) Keep in mind that the ‘Funds 
Requested’, ‘Matching Funds’, and ‘Total Cost’ amounts need to match the amounts 
that you will enter in the ‘Finance’ tab. ‘Funds requested’ and ‘matching funds’ must be 
equal. Enter ‘over match’ amount in the over match field.  
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Click ‘save’ after you are done entering responses. 

 
 

8. The ‘Finance’ tab is where you provide summary information about finance of all project 
categories. Match amount for each project category is addressed on the ‘Funding 
Sources Worksheet’. Project category and total cost information is to be provided on the 
‘Project Budget Worksheet’ and other finance related questions are on the ‘Other 
Funding Questions’ section.  

 
Please note: Before you begin this section you should already have a project budget 
established. It is recommended you work from a budget you have created from collecting 
information including cost estimates, quotes, and other research. You may want to have a 
spreadsheet or other document with your finances established to work from when you 
begin this section.  
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a. Click ‘Add Item to Worksheet’ button to enter items into the form. 
b. The first screen will request the item name. Use categories: 

contractor/consultant; volunteer time; employee; travel; materials & 
equipment; printing, publication, design, etc.; other. 

 
c. The next screen will request the value. Enter the total value of the catergory. 

 
d. The next screen will allow you to mark the item as match. We recommend 

entering all expenses first and then entering the match items. To continue enter 
expense items click the ‘skip’ button. 

 
e. The next screen will show what you have entered. If you need the change it, click 

the ‘edit’ button and go through the process again making changes. If it is OK, 
then click the ‘save’ button. 
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f. The next screen will show you the form as completed so far. 

 
g. Continue adding items to the expenses. 
h. To enter the match amount. Continue the process as before, at the match 

question select the match box. 

 
 
i. On the next screen, enter the match source 
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j. When you save you will see the entry and have to opportunity to edit as before. 
When you save that you will the entire budget form.  

 
k. To enter a grant funded match follow the instructions for the other match 

categories. Select the box the notes it is a grant sourced match. A new window 
will open to enter grant information. Please use this if you have applied for a 
grant or intend to do so. 

 
 
l. When you have entered all the expense and all of the match items, review the 

complete form. Use the edit option if you need to make any changes. 
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m. The totals on the form must match the amounts entered at the beginning of the 
application on the ‘Project’ tab.    

 
Note: When you submit, if the totals on the project tab and totals on the finances tab don’t 
match you will get a notification.  
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Worksheet Sample – Complete Project Budget and Source of Funding 

 
 

n.  ‘Other Funding Questions’ is additional information and there are no other questions. 
 
9. The “Supplemental” tab is where a majority of questions in the application are located. 

This is the area broken out into the project categories (National Register Nomination, 
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Reconnaissance Level Survey, etc).  

 
 

 
10. The ‘Attachments’ tab is where you will upload required supporting documents. The 

required documents are listed in this tab and also described in Section 2 of the Grants 
Manual. Instructions for attachments are as follows: 

 
a. After reviewing the list of required attachments, make the items you wish to 

upload available in a file accessible on your computer. If you need to scan items 
and save them to a file, do so. Uploaded attachments can be photos, Word 
documents, spreadsheets, PDF, etc. Please make photos individual files, don’t 
load them into a word or PDF document. Once you have your documents saved 
to a location of your choice, you may begin to upload documents.  
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b. To begin uploading documents click the ‘Add Attachments’ button. Step by step 
instructions will appear at this point.   

 
 
 
 
Example of uploading an NR Photo 

 
 

c. Once the selected file is uploaded it will appear next to a drop down menu of 
required attachments. Select the required attachment title that should be 
associated with your document and type in a description. Click the blue start 
upload button. Your file will appear in a list, you may need to refresh the page or 
move to another page and back to see it. If you wish to check the document to 
assure it is correct, click the link to the attachment. 
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d. If you would like to upload an attachment that is not specifically defined on the 

list, assign the “Other” attachments label to upload your documents. If you do 
NOT have “Other” attachments or you are NOT completing an NR nomination or 
a development project, upload a document that says “NA” or “No 
Attachements” 

e. There is an option to send all the required attachments by mail, if you choose to 
do this, check the ‘I am sending my attachments in the mail’ box. Mailed 
attachments must arrive in Salem no later than February . It is preferred that 
attachments are uploaded rather than mailed if you have the capability to do so. 

f. If you choose to upload your attachments, ALL attachments on the list must be 
uploaded. If you do not have attachments for a specific category, you must 
upload a document with “NA” or “Do Document” on it. If you are doing a 
National Register nomination or a development project those materials are 
required. 

 
 
11. Once the application is complete go to the ‘Submit’ tab. Read the statement. If you 

agree with the statement click the ‘Submit Application’ button. 

 
 

If you submit an incomplete application, you will receive message letting you know what 
required fields were not filled in or what attachments were not submitted. You must 
complete all the required fields before your application can be submitted and accepted.  
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Once all fields are complete and the application is submitted, a message will pop up stating that 
your application has been submitted to the OPRD grants division. You will also receive an e‐mail 
from oprd.recgrants@state.or.us notifying you that it has been received.  
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Step Four: Application Status  
 

1. You may log on to http://oprdgrants.org/ at any point to check the status of the 
application. The application status will be one of three depending on where it is in the 
process. 

 
2. The application will be in ‘Editable’ status while it is still being completed by the 

applicant and prior to it being submitted.  
3. Once submitted the application status will change to ‘Submitted’. Please check to make 

sure the application is in ‘Submitted’ status the by grant application deadline. If the 
application is not submitted by the deadline, it will be disqualified and not be 
considered for funding. 

4. After submitted, OPRD staff will conduct a technical review of the application. If the 
application is complete and does not require further attention, the status will be 
changed from ‘Submitted’ to ‘Reviewed’. When the application is in ‘Reviewed’ status 
you will not need to do anything unless contacted by OPRD staff.  

5. If the application requires updates or changes after staff technical review, you will be 
contacted via e‐mail explaining what changes need to be made. The application status 
will be changed back from ‘Submitted’ to ‘Editable’ until the updates are reviewed by 
staff. Staff will work with the applicant until the application is corrected. After all 
corrections are approved the status will then change to ‘Reviewed’ and you will need to 
do nothing further unless contacted by OPRD staff.  

 
Application Tips & Troubleshooting: 

 Complete as much information in the ‘Project’ tab as possible before moving on 
to other parts of the application. The most important parts to complete in the 
‘Project’ tab first are the Grant Request, Match and Total items. 

 Log out of the site if you need to leave your computer for more then half an 
hour. The system may become unresponsive if you stop working on the 
application for long periods of time without logging out.  

 Be sure to click ‘Save’ often while working on the application. If you are working 
on a tab with many questions, you shouldn’t work on more than a couple of 
questions at a time before saving your answers. You should always save 
immediately after answering a long narrative question.  

 If you are having problems with the application, check to make sure you are 
using a browser that meets the system requirements outlined on the first page 
of these instructions.  

 If you are using an acceptable browser and are having problems, try clearing 
your web browser’s cache. If you do not know how to do this, search your 
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browser’s help menu for “clear cache” or call OPRD Grant Program staff for 
assistance. After clearing your browser's cache, exit your browser completely 
before attempting to access the site again. You should periodically clear the 
cache to allow your browser to function more efficiently.  

 Have budgets and documents you will need ready when you log in to begin your 
application. The application isn’t intended to be a place to work out your 
budget, this should already be figured out when you go to enter it in the 
application.  

 If you are working on a narrative answer that will take a lot of time and editing, 
you should prepare and save that answer in a Word document. You then can cut 
and paste your answer into the application. Always save immediately after 
answering a question that you have put a great deal of time into completing. It 
is a good idea to double check that your narrative has actually saved by leaving 
that tab and coming back to see if the answer is there.  

 If you see a message pop up that indicates there was a problem saving, likely 
your answer did not save. The best thing to do at this point would be to log out, 
log back in and try again. If you don’t log out first, this could cause more saving 
problems with rest of the questions on that tab.  

 Complete the application well before the deadline. No applications can be 
submitted after the deadline.  

 Save a PDF of your grant application for your records. When you open your 
application you will be on the ‘Application Tab’, you can click on the ‘Export PDF’ 
button. You can save the application at this point and print it if you want.  
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