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MHAA GRANTS MANUAL
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MHAA Guidelines and Resources All information contained

in this orientation canalso

Quick Links Guidelines and Forms be found in the MHAA
Maryland Heritage Areas Program For Current Grantees FY25 G ra nts M a n u a I

Financial Incentives « MHAA Grants Manual

Heritage Area Management . Ce
« Sample Volunteer Log @
Related « MHAA Logo for Grantee Use

Current Funding Opportunities For Grant Appllcants

Maryland Historic Revitalization Tax +« MHAA Online Application "Quick Start" Guide
Credit « FY 2025 Project Grant Guidelines
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https://mht.maryland.gov/Documents/grants/MHAA%20Grants%20Manual.pdf

THE GRANT AGREEMENT/PAYMENT TIMELINE

Getting you paid in 4 steps!
STEP1:  Award notification (July '24 via email sent from MHAA Grants Staff)

STEP 2:  Verify project details (form due from grantees August 31, 2024
via online Project Summary Sheet)

STEP 3:  Grant agreements generated, emailed to grantees for signature, and
executed (Sept. '24 — Jan.'25 via Adobe Sign). Please return promptly!

STEP4:  Payments generated from MD Comptrollers Office — 50% of your award -
30-60 days after executed grant agreement (as soon as Oct. '24
thru Feb.'25, highly recommend sign up for electronic payment)
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PROJECT SUMMARY SHEET: HELPFUL TIPS

* Access via your online account in the MHT/MHAA Grants Portal

e Certify that you have completed this orientation and short quiz via check box

* Confirms name of grantee organization and project contact, and your project monitor

* Tell us if any changes to project timetable, budget, and/or scope of work (be realistic
about how long it will take to complete the project)

* Confirms grant and match award amounts and project start and end dates

 Communicates easement and preservation requirements/special conditions

MUST provide name, title and email of authorized person signing grant agreement

* For capital project, indicate if your org. owns the property or upload property consent
letter from owner

YOU MUST REVIEW AND SUBMIT, EVEN IF THERE ARE NO CHANGES!

 The sooner you return the project summary sheet, the sooner your grant agreement
will be generated and you will get your first payment!
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LEGAL REQUIREMENTS

The Grant Agreement is a contract — by signing this contract, you are
agreeing the terms

Read this document in its entirety and refer to it regularly

Ensure that others in your organization also read it and are familiar with
its terms

The agreement must be signed by someone LEGALLY AUTHORIZED to
enter into contracts on behalf of your organization

Will be sent to you via “Adobe Sign” — requesting digital signatures

MHT is no longer be requiring a Corporate Resolution to verify signatories
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AUTHORIZED SIGNATORIES

 The Grant Agreement must be signed by someone who is legally authorized to enter into
contracts for your organization.

* For nonprofits, this will most likely be the director/president of the Grantee’s board, an
elected officer of the Grantee’s board, or the executive director, president, or equivalent
position that has been appointed and authorized by the Grantee’s bylaws.

* For local, state, and federal agencies and/or jurisdictions, authorized individuals may include,
but are not limited to, city managers, mayors, city administrators, commissioner presidents,
agency heads, and town administrators.

If you are not sure who is legally authorized, check your organizational bylaws. If it is not clear that the representative has the
legal authority to sign this Agreement on behalf of Grantee, additional documentation will be required.
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STATE DEPT. OF ASSESSMENTS AND TAXATION (SDAT)

https://egov.maryland.gov/businessexpress/entitysearch
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https://dat.maryland.gov/Pages/default.aspx

NAVIGATING YOUR GRANT AGREEMENT

Main agreement is only 7 pages long, key sections include:

Grant and Project Terms

Project Budget

Terms of the Agreement (timelines and report due dates)

Easement and Preservation Requirements

Acknowledgement of MHAA Support

Notices (project monitor and grantee contact)

Execution in Counterparts/Electronic Signatures and Authority to Sign
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NAVIGATING YOUR GRANT AGREEMENT

(Grant Amount, Scope of Work, and Property Address, if applicable)

SAMPLE Scope of Work:
The Project involved designing and installing exhibit panels. The Grant and the Match may
support the costs of the design, editing, fabrication, and installation of interpretive
exhibit panels. The Match may also include staff time and volunteer time.

Please review the list of items in your Scope of Work carefully. Any expenses in your
original application that were deemed ineligible during the review process will not be
included and this may require you to revise your project.
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NAVIGATING YOUR GRANT AGREEMENT

Project Budget
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NAVIGATING YOUR GRANT AGREEMENT

Start Date

Mid-Project Report Due
Date

Project End Date

Final Report Due Date

.‘ll * DEPARTMENT OF PLANNING
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7/11/24

7/30/25

7/30/26

9/30/26

“PROJECT START DATE”: Grant funds may be used for
approved Project expenses incurred on or after this date.

“MID-PROJECT REPORT DUE DATE”: Grantee must submit online
a Mid-Project Report, including any financial documentation
required with a completed Request for Payment.

“PROJECT END DATE”: All work items detailed in the Scope of
Work must be completed. All eligible Project expenses to be

reimbursed by Grant funds must be incurred.

“FINAL REPORT DUE DATE”: Grantee must submit to Project
Monitor a Final Report, including any and all Project
deliverables and all requested financial documentation, with a
completed final Request for Payment.
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STERITAGE ANEA e



NAVIGATING YOUR GRANT AGREEMENT

Easement and Preservation Requirements
(formerly known as Special Conditions)
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GRANTEE RESPONSIBILITIES

Successfully complete your project and deliverables
Spend funds on all of the items in your Scope of Work

Do not spend grant or match on funds outside the approved Scope of
Work

Fulfill your one-to-one match requirement
Don’t spend grant funds on match-only items
Do not exceed your approved grant amount

Adhere to your timetable, or request and amendment if more time
is needed

Acknowledge MHAA and local Heritage Area
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ACKNOWLEDGEMENT OF MHAA SUPPORT *NEW* LANGUAGE

Grantee must acknowledge MHAA's support of the Project in any public
pronouncements or materials about the Project - details including exact
language provided in Exhibit A under the Terms & Conditions section

This project has been financed in part with State funds from the Maryland
Heritage Areas Authority but does not necessarily reflect its views or
policies.
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ACKNOWLEDGEMENT OF MHAA SUPPORT

Grantee and any consultant hired by grantee must acknowledge MHAA at:

* Public events (interviews, ground-breaking ceremonies, dedications, media events)

* Materials (press releases, brochures, video productions, installation of exhibits,
signage, web pages, etc.)

* Also acknowledge local heritage area by name and logo

Grantee must get MHAA’s review and approval of the materials listed above which are
funded by the Grant prior to production of such materials (two weeks in advance)
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ACKNOWLEDGEMENT OF MHAA SUPPORT

ACKNOWLEDGMENTS

Kent Narrows Development
Foundation

Executive Director
Gigi Windley

Commissioner Liaison
Phil Dumenil

2021 & 2022 Board Members

Jody Schulz
Chair

Joe Pomerantz
Vice Chair

Victoria Hoffman
Treasurer

Pat Worns

Secretary

Jerry Dammeyer
Mike Foster
Justin Kiernan
Sheryl Jaros
Kelly Phipps
Jeff Smith
Jason Ruth
Walt Thempson
Jason Tuel

Judy Wink

KENT NARROWS + [Gahle +
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Queen Anne's County Parks and
Recreation Division

Steve Chandlee
Director

James Wood
Manager Public Londings

Nancy Scozzari
Chief of Parks Resource Planning
Queen Anne's County Public Works

Shane Moore
Chief Roods Engineer

MARYLAND HISTORICAL TRUST

y

This project is funded by the National Park Service and the Maryland Historical Trust
and managed by Anacostia Trails Heritage Area/Maryland Milestones with support
from the Maryland-National Capital Park and Planning Commission's Black History
Program and the Prince George's County History Consortium. Research and writing
by Meagan Baco, Alexander Brooks, Nathan Dennies, and Leigh Walters. Special
thanks to Civil War Trails, Doswell E. Brooks Elementary School, Frederick Douglass
High School Alumni Association, The Griffin Estate, Hyattsville CDC, Laurel
Historical Society, Laurel History Boys, openbox9, Prince George's County Historical
Society, Prince George's County Memorial Library System, St. Mark's Methodist
Episcopal Church, and the Town of Upper Mariboro Historic Committee.
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ITEMS NOT COVERED BY GRANT FUNDS
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TYPES OF MATCH ALLOWED
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VOLUNTEER TIME

Keep a log of your volunteer hours - Include
who, what, when, how long

Use individual timesheetsor a spreadsheet
Multiply the total hours by the value of

volunteertime in
Maryland: http://independentsector.org/volu

nteer time. Currentrate is $34.99.

You are not required to use this specific form,
but if you'd like to, just email your project
monitor for a copy.

W% DEPARTMENT OF PLANNING
MARYLAND HISTORICAL TRUST

VOLUNTEER
CONTRIBUTED TIME/MILEAGE RECORD

Grantee ___ The Awesomest House Museum  Project Titlke __The Most Wonderhd Exhibit
Volumteer Mame-_ Brenda Smith  Posifion__ Volunteer and Board Member |
Hourly Rate ___ $28 65 Mileage Rate __ §0.575

-““ Froe pmtu spm i o e o

e


http://independentsector.org/volunteer_time​
http://independentsector.org/volunteer_time​
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SUBMITTING REPORTS ONLINE

All Reports are
submitted ONLINE

Go to “My Grant
Account” on the
MHT

website (maryland
.g0V)

2
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SUBMITTING REPORTS ONLINE
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SUBMITTING REPORTS ONLINE

PR —

Applications

The Maryland Historical Trust is pleased to provide you with this tool to manage your applications.

« To review In Progress or Submitted Applications, click the pull down menu to the right.
+« You can also view applications that have been shared with you.
+ If you have a report to submit, the Requirements tab will appear above. Click the tab to be taken to the Requirements page.

Show In Progress Applications C I i C k t h e
[J Hide Viewer Only Applications Re q u i re m e n tS ta b

Application Name Project Title Requested Updated

FY 2024 AAHPP Grant Application

CORRECTED 7/11/2023

FY 2024 MHAA Management Grant FY 2024 Management

Application Grant 5/1/2023

FY 2024 MHAA Management Grant FY 2024 Management

Application Grant 4/5/2023

FY 2024 MHAA Management Grant FY 2024 Management

Application Grant 3/7/2023

FY 2023 Non-Capital Grant Application 3/7/2023

FY 2023 Non-Capital Grant Application 2/10/2023

£
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SUBMITTING REPORTS ONLINE

Requirements

The Maryland Historical Trust is pleased to provide you with this tool to manage your reports and submissions. If you have begun a

requirement form and saved it to finish later, make sure that you select "In Progress Requirements" from the SHOW drop-down menu
on the right above the red bar.

Show | New Requirements

O wi New Requirements
) Hide| 1, pogress Requirements

Submitted Requirements
Form Name Project Title Updated

MHAA Project Summary Sheet TEST Project Summary Sheet 159907 7/9/2020 9/6/2022 Owner

Select the Appropriate Report
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| MARYLAND |
MARYLAND HISTORICAL TRUST > [ERITAGE AREA T



SUBMITTING REPORTS ONLINE

Project Title:
TEST HOUSE REPAIRS

Scope of Work:
The Grant and Grantee's Contribution may support work on houses A, B, and D.

Proposed Changes to Scope of Work:

Word count 0 of 250

Grant Award: Required Total Match:
100.0000 0.00

Project Start Date: Project End Date:
11/29/2021 12/11/2023

Easement and Preservation Requirements / Special Conditions
Easement review required prior to beginning work.

Please list the name and email of the authorized individual from the grantee organization who will be signing the grant agreement.

Grant Agreement Signer Name Grant Agreement Signer Email

Notes:
Use this field to provide any additional information, or to update fields that are not editable above. If there are no changes needed, indicate that
here.

Word count 0 of 500




SUBMITTING REPORTS ONLINE

Contact Us | MHT Homepage

Project Summary Attachments Review My Requirement

Attachments
Printer Friendly Version | E-mail Draft
Upload
The maximum size for all attachments combined is 75 MB. Please note that files with certain extensions (such as "exe", "com", "vbs",

or "bat") cannot be uploaded.

Title:
File Name: | choose File | No file chosen

Upload
Save & Finish Later
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SUBMITTING REPORTS ONLINE

1
Contact Us | MHT Homepage

Project Summary Attachments Review My Requirement

A There was a problem processing your request.

1. Have you completed the online orientation? If so, please complete the following guiz: is a required field.

You can review the information you've provided so far and make necessary modifications here. If you're satisfied with the contents of
this report, click Submit. If you're not ready to submit your report yet, click Save & Finish Later.

Save & Finish Later | Update

Save & Finish Later

Don’t Forget to REVIEW & Fix Errors
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SCHEDULE OF PAYMENTS
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SCHEDULE OF PAYMENTS
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SCHEDULE OF PAYMENTS
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DIRECT DEPOSIT
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https://www.marylandtaxes.gov/divisions/gad/eft-program.php
mailto:GADCSC@marylandtaxes.gov

REQUEST FOR PAYMENT FORM
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Request for Payment Form
(formerly known as the
Certification of Expenses)

Must fill in all fields marked
yellow

Tax ID Legal Name
12-345678 The Awesomest House Museum in the World

MHAA Project Monitor Email Address
Ariane Hofstedt ariane.hofstedt@maryland.gov

Upon completing the Mid-Project Report, grantees who have expended roughly 50% of their award and match are eligible to request
their second disbursement of 25% of their total grant award using this form. By requesting payment, you certify that all grant fund-
related expenditures align with your most up to date Scope of Work, as listed on the first page of your Mid-Project Report. Further,
you certify that you will retain documentation for all expenditures for at least three years after your project end date. Finally, you
certify that this Request for Payment is made in accordance with the terms and conditions of the Grant Agreement made between the
Grantee and the Maryland Department of Planning and that the amounts listed are correct.

Approved Total Grant Amount Total Grant Funds Expended to Date
100.0000

Approved Total Match Amount Total Match Funds Expended to Date
0.00

Approved Other Project Costs Total Other Project Costs Expended to Date
0.00

Payment Request

Amount Requesting: Name Title Request Date:

| I I [ =

By checking the box below, you are certifying that the information that you have provided is correct and that you have only expended
grant and matching funds on line items within your approved Scope of Work.

STATE USE ONLY

Date Received Payment Requested Amount Requested Amount Approved

Payment Reviewed By Payment Approved By PCA Code Date Grant Agreement Executed




FINANCIAL DOCUMENTATION AND RECORD RETENTION
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FINANCIAL DOCUMENTATION AND RECORD RETENTION

What is “Financial Documentation”?

* Grantees mustretain documentation of all expenditures (invoices, receipts, contracts,
staff time logs, paystubs, volunteer time logs etc.)

* For standard accounting best practice, also keep cancelled checks and credit card
statements (“proof of payment”)

* The expenditures must align with the final approved budget line items as listed in your
Scope of work OR most recentamended Scope of Work

* Scan and upload this documentation with your final reports, if selected for a financial
spot check
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FINANCIAL DOCUMENTATION AND RECORD RETENTION

Grantees must keep all materials related to the grant for three
years from the project completion date!
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FINANCIAL SPOT CHECK POLICY
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FINANCIAL SPOT CHECK
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COMPLIANCE AND EASEMENT REVIEW
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COMPLIANCE AND EASEMENT REVIEW

If MHT Compliance staff determines that anything is required for your project these are
called “Easement and Preservation Requirements” (formerly known as Special Conditions)

Easement and Preservation Requirements will be listed in your Grant Agreement and in
your Project Summary Sheet

In most cases, you are not permitted to begin work on your project until these
requirements have been satisfied

Pay close attention to what the requirements are NOW so you don’t have to make changes
later

If you start project work without approvals in place, you risk forfeiting your grant
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COMPLIANCE AND EASEMENT REVIEW

See MHT's website for guidance on the review process, how to prepare a submittal, and copies of the Project
Review form: https://mht.maryland.gov/Pages/projectreview/project-review.aspx
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https://mht.maryland.gov/Pages/projectreview/project-review.aspx

COMPLIANCE AND EASEMENT REVIEW

3 ; e
¥
Smokehouse

-

o .

v

House
.

Pole Barn
with Log
Granary

HO-161

Henry & Julia Warfield Farm
6044 Trotter Road

Site Plan
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COMPLIANCE AND EASEMENT REVIEW

Preservation Easements:

 Easement requirements will also be listed under “Easements and Preservation
Requirements”

 These are legal contracts between the property owner and the State of Maryland

* Protects against changes to the property that are inconsistent with the preservation
of the property

 The State has the legal authority and responsibility to enforce the easement
through:

o |Inspections

o Review and approval of changes
o If terms not upheld — reversal of unapproved work, other penalties
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COMPLIANCE AND EASEMENT REVIEW

What if you have an EXISTING MHT Easement, or the “Easement and Preservation Requirements” field on
your Project Summary Sheet says you are required to convey a NEW Easementto MHT?

* Do not begin work on our project until the proposed work has been reviewed and approved by MHT.

* Contact Carolyn Fifer, MHT Easement Administrator, at mht.easements@maryland.gov to start the
process of seeking review.

 For NEW Easements, you must complete all the steps to “convey” the easement before final payment.

If you have an Easement but nothing is listed in your “Easement and Preservation Requirements” field?

 The work proposed in your application does not require Easement review.
 However, if your project scope changes, they will need to review the changes.
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REQUIRED LAST STEP: QUIZ

Complete by August 31, 2024
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http://tiny.cc/MHAAOrientationQuizFY25

ANY QUESTIONS? PLEASE CONTACT US!

Ariane M. Hofstedt

b o
Administrator
2 410-697-9686 | ariane.hofstedt@maryland.gov

MARYLAND Andrew Arvizu
HERITAGE AREA Assistant Administrator
B

410-697-9514 | andrew.arvizu@maryland.gov
M atyland Heritage Areas Authon'ty

Martha Waldron

Assistant Administrator
410-697-9555 | martha.waldron@maryland.gov

S
&
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