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1 

 INTRODUCTION 
 
 
This guide will assist you with state grant funds administered by the California Department 
of Parks and Recreation (DPR).  Processing of grant documents will be expedited if the 
name of the project officer assigned to your agency is included on correspondence.  Grant 
applications should be addressed to: 
 
 Project Officer (Name) 
 California Dept. of Parks and Recreation 
 Office of Grants and Local Services  
 1416 Ninth Street, Room 940 
 P. O. Box 942896 
 Sacramento, CA  94296-0001 
 Telephone:  (916) 653-7423 
 FAX Telephone:  (916) 653-6511 

http://www.Localservices@parks.ca.gov
 

 
 IMPORTANT POINTS 
 
1. Funds cannot be disbursed until there is a fully executed contract between DPR 

and the Grantee. 
 
2. All real property shall be acquired in compliance with current laws governing 

relocation and acquisition of real property by public agencies.  
 
3. Contracts for funds approved by the Legislature must be executed within the period 

of availability provided in the state budget, normally the fiscal year in which the 
funds are appropriated and two fiscal years thereafter.  Two additional years are 
provided to complete the project, totaling five years from the date of appropriation. 

 
 
 
 WHAT TO SUBMIT 
 
A complete application consists of one copy each of the items listed on the back of the 
application form (Appendix A). 
 
 

http://www.Localservices@parks.ca.gov/
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PROJECT ADMINISTRATION 

 
 
Normal Grant Process
 
 1. Grantee completes and submits applications to DPR. 
 
 2. DPR reviews application materials and sends a contract to Grantee. 
 
 3. Grantee returns signed contract to DPR. 
 
 4. DPR returns a fully executed contract to Grantee. 
 
 5. Grantee may submit payment request for a 10% advance for project planning 

(Appendix D). 
 
 6. Grantee commences work on project and may submit payment request up to 90% 

of grant amount (Appendix D). 
 
7. Grantee completes project and submits project completion packet (Appendix E).  
 
 8. Project officer makes final project inspection. 
  
 9. DPR may perform an audit of completed project. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Project Withdrawal 
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If a jurisdiction fails to apply or otherwise elects not to use its allocation, the allocation will 
be lost to that jurisdiction.  In the event an approved project cannot be completed, and if 
grant funds were advanced, those funds plus any accrued interest must be returned to the 
state. 
 
Changes to Approved Project 
 
A Grantee wishing to change the scope of an approved project shall submit the proposed 
change in writing to DPR for approval.  Any change must be consistent with the 
authorizing legislation. 
  
Payments of Grant Funds
 
After DPR has signed the contract, 10% of the total grant amount may be requested for initial 
project costs.  For development projects up to 90% of the total grant or 100% of the actual 
development cost, whichever is less, may be requested after the construction contract is awarded 
or force account construction has commenced. 
 
For acquisition projects, up to 90% of the grant or 100% of the actual acquisition cost, whichever is 
less, may be advanced after the property is in escrow.  Such advance shall be placed immediately 
into escrow, or deposited with the court in condemnation cases. 
 
For non-capital projects, up to 90% of the grant, or 100% of the actual cost, whichever is less, may 
be requested when project activity commences. 
 
The remaining 10% will be reimbursed after project completion. 
 
Grantee should allow four to six weeks to receive payment after submitting request for payment. 
When completing the payment request forms, all figures should be rounded to the nearest dollar. 
 
Accounting Requirements 
 
The Grantee shall maintain an accounting system that accurately reflects fiscal 
transactions, with the necessary controls and safeguards.  This system shall provide a 
good audit trail, including original source documents such as receipts, progress payments, 
invoices, time cards, etc.  The system shall also provide accounting data so the total cost 
of each individual project can be readily determined.  These records shall be retained for a 
period of three years after final payment is made by the state.  AVOID AUDIT 
EXCEPTIONS - KEEP ACCURATE RECORDS 
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Eligible Costs 
 
Only project-related costs consistent with the authorizing legislation are eligible, and must 
be supported by cancelled warrants and other records.  
 
 1. Preliminary costs - Preliminary project costs (e.g., construction plans, appraisals, 

acquisition negotiations, etc.). 
 
 2. Personnel or employee services - Services of the Grantee's employees directly 

engaged in project execution.  These costs must be computed according to the 
Grantee's prevailing wage or salary scales, and may include fringe benefit costs 
such as vacations, sick leave, social security contributions, etc. that are customarily 
charged to the recipient's various projects.  Costs charged to the project must be 
computed on actual time spent on a project, and supported by time and attendance 
records describing the work performed on the project.  Overtime costs may be 
allowed under the recipient's established policy, provided that the regular work time 
was devoted to the same project. 

 
 Salaries and wages claimed for employees working on state grant funded projects 

must not exceed the Grantee's established rates for similar positions. 
 
 3. Consultant services - The costs of consultant services necessary for the project.   
 
 4. Construction equipment - Equipment owned by the Grantee may be charged to the 

project for each use.  Equipment use charges must be made in accordance with 
the Grantee's normal accounting practices.  The equipment rental rates published 
by the State Department of Transportation may be used as a guide. 

 
 If the Grantee's equipment is used, a report or source document must describe the 

work performed, indicate the hours used, relate the use to the project, and be 
signed by the operator and supervisor. 

 
 Equipment may be leased, rented, or purchased, whichever is most economical. If 

equipment is purchased, its residual market value must be credited to the project 
costs on completion. 

 
5. Construction supplies and materials – Supplies and materials may be purchased 

for a specific project or may be drawn from a central stock, providing they are 
claimed at a cost no higher than paid by the Grantee.  When supplies and/or 
materials are purchased with the intention of constructing a piece of equipment, a 
structure or a part of a structure, the costs that are charged as supplies and 
materials may be capitalized according to the Grantee’s normal practice or policy.  
If capitalized, only that cost reasonably attributable to the project may be claimed 
under the project. 
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 6. Signs and interpretive aids - The cost of signs, display boards, or other minor 
interpretive aids relating to the project. 

 
 7. Construction - The cost of all necessary construction activities, from site 

preparation (including demolition, excavation, grading, etc.) to the completion of a 
structure or facility. 

 
 8. Acquisition - Costs of acquiring real property are eligible and may include the 

purchase price of the property, appraisals, surveys, preliminary title reports, escrow 
fees, title insurance fees, and court costs of condemnation. 

 
 9. Relocation costs - Relocation costs are allowable for projects that result in 

displacement of any person and/or business.  The Grantee must comply with 
applicable relocation laws even if relocation costs are not claimed for 
reimbursement. 

 
10. Non-capital projects - All costs directly related to the project activity. 
 
11. Other expenditures - In addition to the major categories of expenditures, 

reimbursements may be made for miscellaneous costs necessary for execution of 
the project.  Some of these costs are: 

 
 a. Communications (such as telephone, letters, etc.) 
 
 b. Premiums on hazard and liability insurance to cover personnel  and/or 

property 
 
 c. Work performed by another section or department of the Grantee's agency 
 

d. Transportation costs for moving equipment and/or personnel 
 
 
 
 
 
 

 PROJECT COMPLETION 
 
Refer to Project Completion Packet (Appendix E).           
 
 
 
 STATE AUDIT 
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After completion of the project, the state may audit the project records.  The purpose of 
the audit is to verify that project expenditures were properly documented. The audit would 
be requested by the state after the final payment request has been received, all project 
transactions have been completed, and the Grantee has made the necessary payments. 
 
If your project is selected for audit, you will be contacted at least 30 days in advance.  The 
audit should include all books, papers, accounts, documents, or other records of the 
Grantee, as they relate to the project for which state funds were granted.  Projects may be 
audited at any time up to three years after project completion. 
 
To expedite the audit, the recipient shall have the project records, including the source 
documents and cancelled warrants, readily available.  The Grantee shall also provide an 
employee having knowledge of the project and the accounting procedure or system to 
assist the state auditor.  The Grantee shall provide a copy of any document, paper, 
record, or the like requested by the state auditor. 
 
All project records must be retained by the Grantee for a period of not less than one year 
after the state audit or final disposition of any disputed audit findings. 
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APPENDIX A 

 
APPLICATION FORM 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



State of California — The Resources Agency 
DEPARTMENT OF PARKS AND RECREATION 

 
     

 
APPLICATION FOR LOCAL ASSISTANCE GRANT 

 
_________________________________________________________________________________________________________ 
PROJECT NAME      GRANT AMOUNT  $ 
       ________________________________________________ 
       ESTIMATED TOTAL PROJECT COST 
       (State Grant and other funds)      $ 
_________________________________________________________________________________________________________ 
GRANTEE (Agency and address-including zip code)  COUNTY                NEAREST CITY 
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       ________________________________________________ 
       PROJECT ADDRESS 
 
       ________________________________________________ 
       NEAREST CROSS STREET 
 
       ________________________________________________ 
       SENATE DISTRICT NO. ASSEMBLY DISTRICT NO. 
 
________________________________________________________________________________________________________ 
Grantee’s Representative Authorized in Resolution 
 
 
____________________________________________ _____________________________ _______________________ 
  Name (type)    Title    Phone 
 
Person with day-day responsibility for project (if different from authorized representative) 
 
 
____________________________________________ _____________________________ ______________________ 
  Name(type)    Title    Phone 
_______________________________________________________________________________________________________ 
Brief description of project 
 
 
 
 
 
 
 
 
 
 
 
_______________________________________________________________________________________________________ 
 
For Dev. projects Land Tenure – Project is: ___________acres: For Acquisition projects-Projects will be _________acres 
 
__________Acres owned in fee simple by Grant Applicant  _______Acquired in fee simple by Grant Applicant 
 
__________Acres available under a_______year lease  _______Acquired in other than fee simple (explain)______ 
 
__________Acres other interest (explain)__________________ ______________________________________________ 
_______________________________________________________________________________________________________ 
I certify that the information contained in this project application form, including required attachments, is accurate. 
 
 
 
 
 
 
Signed____________________________________________________________________ _____________________ 
 Grantee’s Authorized Representative as shown in Resolution    Date 
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IMPORTANT 
 
 
 
All State requirements must be met and a Contract signed before any funds will be disbursed. 
 
An audit may be performed before or after final payment. 
 
An Application for grant funds consists of one copy of each of the following: 
 
 1. Application Form 
 

2. Authorizing Resolution from governing body. (Appendix C) 
 

3. Environmental Impact Report or Negative Declaration along with a response from the 
State Clearinghouse and a copy of the Notice of Determination filed with, and stamped 
by, the County Clerk; or if applicable, a copy of the Notice of Exemption on file with the 
County Clerk if the project is categorically exempt. 

 
4. Project location map (city or county) with enough detail to allow a person unfamiliar with 

the area to locate the project. 
 

5. Evidence of adequate land tenure (lease, joint powers agreement, etc.). 
 

6. Acquisition map showing exterior boundaries and parcel numbers. (acquisition projects). 
 

7. Site plan (development projects). 
 

8. Acquisition Schedule (acquisition projects). 
 

9. Cost estimate (development projects). 
 

10. Indication of amount, type and source of funds above grant provided by Grantee. 
 

11. Permit or comments from other reviewing agencies. 
 

Other reviewing agencies 
 

12. All leases, agreements, etc., affecting project lands or the operation and maintenance 
thereof. 

 
13. Articles of incorporation if nonprofit applicant. 

 
14. Payee Data Record, if nonprofit applicant. (Appendix F) 
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APPENDIX B 
 

GRANT CONTRACT 
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Insert Grant Contract here. 
 



12 

 
Grant Contract 

Special Provisions 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

General Provisions 
 
 
A. Definitions 
 
 1. The term "State" and used herein means the California State Department of Parks and Recreation. 
 
 2. The term "Act" as used herein means the Appropriation for the Program. 
 
 3. The term "Project" as used herein means the project described on page 1 of this Contract. 
 
 4. The term "Grantee" as used herein means the party described as the Grantee on page 1 of this Contract.  
 

5. The term “Application” as used herein means the individual Application and its required attachments for grants 
pursuant to the enabling legislation and/or program. 

 
B. Project Execution 
 
 1. Subject to the availability of grant moneys in the Act, the State hereby grants to the Grantee a sum of money (grant 

moneys) not to exceed the amount stated on page 1 in consideration of and on condition that the sum be expended in 
carrying out the purposes as set forth in the Description of Project on page 1 and under the terms and conditions set 
forth in this Contract. 

 
  Grantee shall assume any obligation to furnish any additional funds that may be necessary to complete the Project. 

Any modification or alteration in the Project as set forth in the Application on file with the State must be submitted to 
the State for approval. 

 
 2. Grantee shall complete the Project in accordance with the time of Project Performance set forth on page 1, and under 

the terms and conditions of this Contract. 
 
 3. Grantee shall comply as lead agency with the California Environmental Quality Act (Public Resources Code, Section 

21000, et. seq.) 
 
 4. If the Project includes development, the Grantee shall comply with all applicable current laws and regulations effecting 

development projects, including, but not limited to, legal requirements for construction contracts, building codes health 
and safe codes, and disabled access laws. 

 
 5. Grantee shall permit periodic site visits by the State to determine if development work is in accordance with the 

approved Project Scope including a final inspection upon Project completion. 
 

6. Grantee agrees to submit any significant deviation from the original Project Scope to the State for prior approval. 
 

7. If the Project includes acquisition of real property, the Grantee agrees to comply with all applicable state and local 
laws or ordinances effecting relocation and real property acquisition.  

 
8. Grantee shall provide for public access in accordance with the intent and provisions of the enabling legislation and/or 

program. 
 



13 

 
C. Project Costs 
 

The Grant moneys to be provided Grantee under this Contract may be disbursed as follows: 
 
1. If the Project includes acquisition of real property, the State may disburse to Grantee the grant moneys as follows, but 

not to exceed in any event the State grant amount set forth on page 1 of this Contract: 
 

a. When acquisition is through negotiated purchase, State may disburse the amount of the State approved 
purchase price together with State approved costs of acquisition when an escrow is opened. 

 
b. When acquisition is allowed pursuant to this Act through proceedings in eminent domain, State may 

disburse the amount of the total award as provided for in the final order of condemnation together with 
State approved costs of acquisition. 

` 
c. In the event Grantee abandons such eminent domain proceedings, Grantee shall bear all costs in 

connection therewith and that no grant moneys shall be disbursed for such costs. 
 

2. If the Project includes development, the State may disburse to Grantee the grant moneys as follows, but not to 
exceed in any event the State grant amount set forth of page 1 of this Contract: 

 
a. Up to ten percent of the total grant for preliminary costs. 

 
b. On proof of award of a construction contract or commencement of construction by force account, up to 

ninety percent of the total grant, or the actual cost, whichever is less. 
 

c. Remaining grant funds shall be paid up to the amount of the Grant or the actual Project cost, whichever is 
less, on completion of the Project and receipt of a detailed summary of Project costs from the Grantee. 

  
D. Project Administration 
 

1. Grantee shall promptly submit such reports as the State may request. 
In any event Grantee shall provide State a report showing total final Project expenditures. 

 
 2. Grantee shall make property and facilities acquired or developed pursuant to this Contract available for inspection 

upon request by the State. 
 
3. Grantee shall use any moneys advanced by the State under the terms of this Contract solely for the Project herein 

described. 
 

4. If grant moneys are advanced, the Grantee shall place moneys in a separate interest bearing account, setting up and 
identifying such account prior to the advance, interest earned on grant moneys shall be used on the Project or paid to 
the State.  If grant moneys are advanced and not expended, the unused portion of the Grant shall be returned to the 
State within 60 days of completion of the Project or end of the Project Performance Period, whichever is earlier. 

 
5. Grantee shall use income earned by the Grantee from use of the Project to further Project purposes, or, if approved 

by the State, for related purposes within the Grantee’s jurisdiction. 
 
 
E. Project Termination 
 
 1. Grantee may unilaterally rescind this Contract at any time prior to the commencement of the Project.  After Project 

commencement this Contract may be rescinded, modified or amended by mutual agreement in writing. 
 
 2. Failure by the Grantee to comply with the terms of this Contract or any other Contract under the Act may be cause for 

suspension of all obligations of the State hereunder. 
 
 3. Failure of the Grantee to comply with the terms of this Contract shall not be cause for the suspension of all obligations 

of the State hereunder if in the judgment of the State such failure was due to no fault of the Grantee.  In such case, 
any amount required to settle at minimum cost any irrevocable obligations properly incurred shall be eligible for 
reimbursement under this Contract. 

 
4. Because the benefit to be derived by the State, from the full compliance by the Grantee with the terms of this 

Contract, is the preservation, protection and net increase in the quantity and quality of parks, public recreation facilities 
and/or historical resources available to the people of the State of California and because such benefit exceeds to an 
immeasurable and unascertainable extent the amount of money furnished by the State by way of grant moneys under 
the provisions of this agreement, the Grantee agrees that payment by the Grantee to the State of an amount equal to 
the amount of the grant moneys disbursed under this Contract by the State would be inadequate compensation to the 
State for any breach by the Grantee of this Contract.  The Grantee further agrees therefore, that the appropriate 
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remedy in the event of a breach by the Grantee of this Contract shall be the specific performance of this Contract, 
unless otherwise agreed to by the State. 

 
 5. Grantee and State agree that if the Project includes development, final payment may not be made until the Project 

conforms substantially to this Contract. 
 
 
F. Hold Harmless   
 
 1. Grantee shall waive all claims and recourse against the State including the right to contribution for loss or damage to 

persons or property arising from, growing out of or in any way connected with or incident to this Contract except 
claims arising from the concurrent or sole negligence of State, its officers, agents, and employees. 

 
 2. Grantee shall indemnify, hold harmless and defend State, its officers, agents and employees against any and all 

claims demands, damages, costs, expenses or liability costs arising out of the acquisition, development, construction, 
operation or maintenance of the property described as the Project which claims, demands or causes of action arise 
under Government Code Section 895.2 or otherwise except for liability arising out of the concurrent or sole negligence 
of State, its officers, agents, or employees. 

 
 3. Grantee agrees that in the event State is named as codefendant under the provisions of Government Code Section 

895 et seq., the Grantee shall notify State of such fact and shall represent State in the legal action unless State 
undertakes to represent itself as codefendant in such legal action in which event State shall bear its own litigation 
costs, expenses, and attorney’s fees. 

 
 4. Grantee and State agree that in the event of judgment entered against the State and Grantee because of the 

concurrent negligence of the State and Grantee, their officers, agents, or employees, an apportionment of liability to 
pay such judgment shall be made by a court of competent jurisdiction.  Neither party shall request a jury 
apportionment. 

 
 5. Grantee shall indemnify, hold harmless and defend the State, its officers, agents and employees against any and all 

claims, demands, costs, expenses or liability costs arising out of legal actions pursuant to items to which the Grantee 
has certified.  Grantee acknowledges that it is solely responsible for compliance with items to which it has certified. 

 
 
G. Financial Records  
 
 1. Grantee shall maintain satisfactory financial accounts, documents and records for the Project and to make them 

available to the state for auditing at reasonable times.  Grantee also agrees to retain such financial accounts, 
documents and records for three years following project termination or completion. 

 
  Grantee and State agree that during regular office hours each of the parties hereto and their duly authorized 

representatives shall have the right to inspect and make copies of any books, records or reports of the other party 
pertaining to this Contract or matters related thereto.  Grantee shall maintain and make available for inspection by the 
State accurate records of all of its costs, disbursements and receipts with respect to its activities under this Contract. 

 
2. Grantee shall use a generally accepted accounting system. 

 
 
H. Use of Facilities 
 
 1. Grantee agrees that the Grantee shall use the property acquired or developed with grant moneys under this Contract 

only for the purposes for which the State grant moneys were requested and no other use of the area shall be 
permitted except by specific act of the Legislature. 

 
   2. The Grantee shall maintain and operate the property acquired or developed for a period commensurate with the type 

of Project and the proportion of State Grant funds and local funds allocated to the capital costs of the Project. 
 
 
 
 
 
 
 

I. Nondiscrimination  
 
 1. The Grantee shall not discriminate against any person on the basis of sex, race, color, national origin, age, religion, 

ancestry, or physical handicap in the use of any property or facility acquired or developed pursuant to this Contract. 
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   2. The Grantee shall not discriminate against any person on the basis of residence except to the extent that reasonable 
differences in admission or other fees may be maintained on the basis of resident and pursuant to law. 

 
 3. All facilities shall be open to members of the public generally, except as noted under the special provisions of this 

Project Contract or under provisions of the enabling legislation and/or program. 
 
 
J. Application Incorporation  

 
 The Application and any subsequent change or addition approved by the State is hereby incorporated in this Contract 

as though set forth in full in this Contract. 
 
 

  K. Severability  
 

If any provision of this Contract or the application thereof is held invalid, that invalidity shall not affect other provisions 
or applications of the Contract which can be given effect without the invalid provision or application, and to this end 
the provisions of this Contract are severable. 
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SAMPLE RESOLUTION 

Resolution No:_______________________ 
RESOLUTION OF (GOVERNING BODY OF THE GRANTEE) 

 
APPROVING THE APPLICATION FOR GRANT FUNDS FOR 

 
_________________________ 

(PROJECT) 
 
 WHEREAS, the Legislature and Governor of the State of California have 
approved a grant for the project shown above; and 
 
 WHEREAS, the California Department of Parks and Recreation has been 
delegated the responsibility for the administration of the grant project, setting up 
necessary procedures; and 
 
 WHEREAS, said procedures established by the California Department of Parks 
and Recreation require the Grantee to certify by resolution the approval of application(s) 
before submission of said application(s) to the State; and 
 
 WHEREAS, the Grantee will enter into a contract with the State of California for 
subject project(s); 
 
 NOW, THEREFORE, BE IT RESOLVED that the_________________________ 
         (GRANTEE) 
 
1. Approves the filing of an application for local assistance for the above project(s); 

and 
 
2. Certifies that Grantee understands the assurances and certification in the 

application form; and 
 
3. Certifies that Grantee has or will have sufficient funds to operate and maintain 

the project(s); and 
 
4. Certifies that Grantee has reviewed and understands the General Provisions 

contained in the Project Contract shown in the Procedural Guide; and 
 
5. Appoints the (designate position, not person occupying position) 

________________________ as agent to conduct all negotiations, execute and 
submit all documents including, but not limited to applications, agreements, 
payment requests and so on, which may be necessary for the completion of the 
aforementioned project(s). 
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APPENDIX D 
 

PAYMENT REQUEST FORM 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
State of California – The Resources Agency 

DEPARTMENT OF PARKS AND RECREATION 
 

PAYMENT REQUEST 
 

State Grant Programs 
 

This form is out-of-date.  Please use the revised copy of this 
form by following the link below: 

http://www.parks.ca.gov/pages/1008/files/payment_request.xls

 
 
 
 
 
 
 
 
 
_____________________________________________________________________________
_ 

6. PAYMENT INFORMATION 
    (ROUND ALL FIGURES TO THE NEARES DOLLAR) 
_________________________________________________________________________________________________________ 
 
a. Grant Project Amount        $__________________ 
 
b. Funds Received To Date       $__________________ 
 
c. Available (a. minus b.)       $__________________ 
 
d. Amount Of This Request       $ 
 
e. Remaining Funds After This Payment (c. minus d.)    $__________________ 
___________________________________________________________________________________
_ 
7. SEND WARRANT TO 
___________________________________________________________________________________
_ 
GRANTEE NAME 
___________________________________________________________________________________
_ 
STREET ADDRESS 
_____________________________________________________________________ 
CITY/STATE/ZIP CODE 
_____________________________________________________________________________ 
ATTENTION 
_____________________________________________________________________ 
8. SIGNATURE OF PERSON AUTHORIZED IN RESOLUTION  TITLE   DATE 
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_____________________________________________________________________________ 

FOR CALIFORNIA DEPARTMENT OF PARKS AND RECREATION ONLY 
_____________________________________________________________________________ 
PAYMENT APPROVAL SIGNATURE        DATE 
 
____________________________________________________________________ 
DPR 212 (Rev.2/91) (Front) 

http://www.parks.ca.gov/pages/1008/files/payment_request.xls
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SEE INTRUCTIONS ON REVERSE 
 
 
 
 
 
 
 

PAYMENT INSTRUCTIONS 
 

One Payment Request Form must be submitted for each grant project 
 
 
The following instructions are keyed to corresponding items on the Payment Request 
Form: 
 
1. PROJECT NUMBER -- The number assigned by the State to this project. 
 
2. CONTRACT NUMBER -- As shown in Certification of Funding section of the 

project contract. 
 
3. GRANTEE -- GRANTEE name as shown on the project contract. 
 
4. PROJECT TITLE -- Title of project for which payment is requested. 
 
5. TYPE OF PAYMENT -- Check appropriate box. 
 
6. PAYMENT INFORMATION 
 

(a) Grant Project Amount -- The amount of state grant funds allocated to this 
project. 

 
(b) Funds Received to Date -- Total amount already received for this project. 

 
(c) Available -- (a. minus b.) 

 
(d) Amount of This Payment Request -- Amount that is being requested. 

 
(e) Remaining Funds After This Payment -- (c. minus d.) 

 
7. SEND WARRANT TO – Grantee name, address and contact person. 
 
8. SIGNATURE OF AUTHORIZED REPRESENTATIVE.  
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PROJECT COMPLETION PACKET 
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PROJECT COMPLETION 
STATE PARK GRANT PROGRAMS 

 
 
This packet will assist in the preparation of documents necessary to complete State 
grant projects.  Any questions should be directed to your project officer. 
 
1. READ ALL MATERIALS IN THIS PACKET.  Share it with individuals who will be 

preparing the financial documents. 
 
2. Use this packet for all State grant programs.  Make copies of the forms as 

needed. 
 
3. FORMS:  The forms in this packet have been designed for your convenience.  

You may elect to use another format provided that all requested information is 
presented in a clear and concise manner. 

 
4. REMEMBER, YOU ARE REQUIRED TO KEEP SOURCE DOCUMENTS FOR 

ALL EXPENDITURES RELATED TO EACH GRANT FOR AT LEAST THREE 
YEARS FOLLOWING PROJECT COMPLETION.  A project is considered 
complete upon receipt of final grant payment from the State. 

 
5. The specific State grant program procedural guide provides further information 

on project administration.  
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PROJECT  COMPLETION 
CHECKLIST 

 
 
Please submit the following documentation to receive final payment for the grant 
project.  Incomplete documentation may result in a delayed payment. 
 
REQUIRED: 
 
1. Payment Request Form (attached) – One copy of the payment request form, 

DPR 212, signed by authorized representative. 
 
2. Project Certification Form (attached) – Insure that the form is completely filled out 

and signed by the Grantee representative responsible for fiscal accountability. 
 
3. Project Cost Summary Form (attached) – Use this form or equivalent for final 

payment requests and reimbursement requests to summarize all project costs.  
Include warrant number, date, recipient, purpose  (i.e. construction contract, 
fencing materials) and amount. 

 
 
IF APPLICABLE: 
 
4. Labor Costs Summary Form (attached) – Summarize any in-house labor costs 

charged to the project; the summary should note the location of source 
documentation to verify the summary (i.e., journal voucher number, work 
authorization, etc.).  You may claim standard hourly wages plus benefits; no 
overhead. 

 
5. Equipment Cost Summary Form (attached) – include type of equipment, dates, 

amount, work performed.  Indicate how the rate was obtained (i.e., Department of 
Transportation standards). 

 
 
 
 
 
 
 
 
 
 
 

State of California – The Resources Agency 
DEPARTMENT OF PARKS AND RECREATION 



 
PAYMENT REQUEST 

 
State Grant Programs 

 
See Instructions on reverse                                                                                                                           
1.PROJECT NUMBER       2. CONTRACT NUMBER 

__ __-__ __-__ __ ___   
_____________________________________________________________________________
_ 
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3.Grantee 
 
_____________________________________________________________________________
_ 
4.PROJECT TITLE 
 
 
_________________________________________________________________________________________________ 
5. TYPE OF PAYMENT 
 
   ADVANCE   REIMBURSEMENT   FINAL 
_____________________________________________________________________________
_ 
     6. PAYMENT INFORMATION 
     (ROUND ALL FIGURES TO THE NEAREST DOLLAR) 
_________________________________________________________________________________________________________ 
 
a. Grant Project Amount       $_____________________ 
 
b. Funds Received To Date       $___________________ 

 
c. Available (a. minus b.)       $_____________________ 
 
d. Amount Of This Request       $ 

 
e. Remaining Funds After This Payment (c. minus d.)    $_____________________ 
_____________________________________________________________________________ 
7. SEND WARRANT TO 
_____________________________________________________________________________ 
GRANTEE NAME 
 
_____________________________________________________________________________
_ 
STREET ADDRESS 
 
_________________________________________________________________________________________________________ 
CITY/STATE/ZIP CODE 
 
_________________________________________________________________________________________________________ 
ATTENTION 
 
_________________________________________________________________________________________________________ 
8. SIGNATURE OF PERSON AUTHORIZED IN RESOLUTION  TITLE   DATE 
 
 
_________________________________________________________________________________________________________ 

FOR CALIFORNIA DEPARTMENT OF PARKS AND RECREATION ONLY 
_________________________________________________________________________________________________________ 
PAYMENT APPROVAL SIGNATURE        DATE 
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_________________________________________________________________________________________________________ 
DPR 212 (Rev. 2/91) (Front) 

SEE INSTRUCTIONS ON REVERSE 
PAYMENT INSTRUCTIONS 

 
One Payment Request Form must be submitted for each grant project 

 
 
The following instructions are keyed to corresponding items on the Payment Request 
Form: 
 
1. PROJECT NUMBER --- The number assigned by the State to this project. 
 
2. CONTRACT NUMBER --- As shown in Certification of Funding section of the project 

contract. 
 
3. GRANTEE --- Grantee name as shown on the project agreement. 
 
4. PROJECT TITLE --- Title of project for which payment is requested. 
 
5. TYPE OF PAYMENT --- Check appropriate box. 
 
6. PAYMENT INFORMATION 
 

(a) Grant Project Amount --- The amount of state grant funds allocated to this 
project. 

 
(f) Funds Received to Date --- Total amount already received for this project. 

 
(g) Available --- (a. minus b.) 

 
(h) Amount of This Payment Request --- Amount that is being requested. 

 
(i) Remaining Funds After This Payment --- (c. minus d.) 

 
7. SEND WARRANT TO --- Grantee name, address and contact person. 
 
8. SIGNATURE OF AUTHORIZED REPRESENTATIVE. 
 
 

 
 
 
 



PROJECT CERTIFICATION FORM 
 

 
GRANTEE:_______________         PROJECT NUMBER:_______________ 
 
GRANTEE CONTACT FOR AUDIT PURPOSES NAME:_________________________ 
 
ADDRESS:____________________________________________________________ 
 
PHONE:(________)_____________________________________ 
 

This form is out-of-date.  Please use the revised copy of this form by 
following the link below: 

http://www.parks.ca.gov/pages/1008/files/project_cert_form.pdf
  

PROJECT DESCRIPTION – List facilities developed and/or property acquired: 
 
 
 

 
 
 
 
LIST OTHER FUNDS ON PROJECT (SOURCES AND AMOUNTS): 
 
 
 
 
 
INTEREST EARNED ON ADVANCE GRANT FUNDS:  $____________ 
 
 
HAS A NOTICE OF COMPLETION BEEN FILED?   YES____   NO____ 
IF NO, PLEASE EXPLAIN: 
 
 
 
 
CERTIFICATION: 
 

I hereby certify that all grant funds were expended on the above named 
project(s) and that the project(s) is complete and we have made final payment for 
all work done. 

   
 
 
  ______________________________________________________________________ _______________________________ 

Grantee Fiscal Representative, Title     Date 
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http://www.parks.ca.gov/pages/1008/files/project_cert_form.pdf
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PROJECT COSTS SUMMARY FORM 
 

 
      Project Number____________________ 
 
 
WARRANT 
Number  Date  Recipient   Purpose    Amount 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Total labor Costs (from attached form)   $_____________  
Total Equipment Costs (from attached form)  $_____________ 
  
 
 
         Grand Total $__________ 
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LABOR COSTS SUMMARY FORM 
 

 
        Project Number______________ 
 
 
Work   Unit   Dates/       
Authorization # Performing Work Pay Period  Purpose 
 Amount 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
(Carry Total forward to Project Costs Summary Form) Total $________________ 
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EQUIPMENT COSTS SUMMARY FORM 
 
 

        Project Number______________ 
 
 
 
Type of Equipment  Dates Work Performed     Amount 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
_____________________________________________________________________________
_ 
 
 
 
 
(Carry Total forward to Project Costs Summary Form  Total 
$___________ 
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APPENDIX F 
 

PAYEE DATA RECORD 
(NONPROFITS ONLY) 

 



STATE OF CALIFORNIA

PAYEE DATA RECORD

STD. 204 (REV. 2-2000)(CA ST PKS, EXCEL 4/20/2001)

 

 

 

-

- -

CERTIFYING 
SIGNATURE

PAYEE 
RESIDENCY 

STATUS

DEPARTMENT/OFFICE

STREET ADDRESS

CITY, STATE, ZIP CODE

TELEPHONE NUMBER

PURPOSE: Information contained in this form will
be used by state agencies to prepare information
Returns (Form 1099) and for witholding on
payments to nonresident payees. Prompt return of
this fully completed form will prevent delays when
processing payments.
      (See Privacy Statement on reverse)

PAYEE'S BUSINESS NAME

MAILING ADDRESS (Number and Street or P.O. Box Number)

(City, State and Zip Code)

 3 CHECK ONE BOX ONLY

CHECK APPROPRIATE BOX(ES) 4

 5

1

2

PLEASE
RETURN

TO:

VENDOR
ENTITY

INFORMATION

EXEMPT CORPORATION

ALL OTHER CORPORATIONS

NOTE:  State and
local governmental 
entities, including 
school districts are 
not required to 
submit this form.

NOTE:  Payment 
will not be 
processed without 
an accompanying 
taxpayer I.D. 
number.

NOTE:
a. An estate is a 
resident if 
decedent was a 
California resident
at time of death.
b. A trust is a
resident if at least
one trustee is a 
California resident.
    (See reverse)

NOTE:  Governmental entities, federal, state, and local (including public school districts) are not required to submit this form.

California Resident - Qualified to do business in CA or a permanent place of 
business in CA

Nonresident (See Reverse)  Payments to nonresidents for services may be subject 
to state withholding

WAIVER OF STATE WITHHOLDING FROM FRANCHISE TAX BOARD ATTACHED

SERVICES PERFORMED OUTSIDE OF CALIFORNIA/GOODS ONLY SOLD TO CALIFORNIA

I hereby certify under penalty of perjury that the information provided on this document 
is true and correct.  If my residency status should change, I will promptly inform you.

AUTHORIZED PAYEE REPRESENTATIVE'S NAME (Type or Print) TITLE

SIGNATURE DATE TELEPHONE NUMBER

(Required in lieu of IRS W-9 when doing business with the State of California)

SECTION 1 must be completed by the requesting state agency before forwarding to the payee

MEDICAL CORPORATION 

LEGAL CORPORATION

ESTATE OR TRUST

PARTNERSHIP

INDIVIDUAL/SOLE PROPRIETOR

FEDERAL EMPLOYERS IDENTIFICATION NUMBER (FEIN)

SOCIAL SECURITY NUMBER OF OWNER OWNER'S FULL NAME (Print)
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