Nature in Neighborhoods
CAPITAL GRANTS PROGRAM
SUMMARY

Request for Proposals

The Metro Council seeks to inspire innovative projects that improve the ecological functions of our
neighborhoods and enrich people’s experience of nature as a fundamental element of their community’s
character and livability. Up to $2.25 million is available annually through the life of the program.

There is no deadline for this program. Interested organizations, schools, neighborhoods or government
agencies can initiate review of a particular project by submitting a letter of interest (LOI) at any time. An
invitation for a full application will be issued if all the basic eligibility requirements are met.

Eligibility Requirements
Proposed projects must fulfill the following minimum requirements to be considered:
e The total project cost must be at least $50,000.
e The project must result in a publicly owned capital asset within Metro’s jurisdictional boundary
or the region’s urban growth boundary.
e The project must address at least three of the seven key criteria for the grant program.
e The project must demonstrate public and private partners who can and will leverage human and
financial resources for the project.
e The project must commit to providing matching resources.

Match Requirement
A financial or in-kind match of at least $2 for every $1 of grant funds requested is required and must
come from sources other than Metro. Match does not need to be secured at the time of the application.

Evaluation Criteria

Project proposals will be evaluated and competitively reviewed based on information provided in the
application. Applicants must address how the project meets both the key and supplemental criteria as well
as project feasibility factors such as the applicant’s ability to implement the project and a plan for long-
term maintenance. The key criteria are:

“Re-nature” neighborhoods by increasing the presence and function of ecological processes.
“Re-green” urban neighborhoods to enrich peoples’ experience of nature and help strengthen a
physical connection to the region’s ecology.

Demonstrate multiple benefits for people and natural systems.

Demonstrate cost-effective ecological design solutions.

Increase the region’s fish and wildlife inventory.

Restore and/or improve habitats of concern.

Provide universal access to the public.

Further clarification and details on eligibility, key and supplemental criteria, and application
requirements are contained in the grant program handbook.

For More Information
Visit our website at www.oregonmetro.gov/capitalgrants or contact:
Mary Rose Navarro at 503-797-1781, email: maryrose.navarro@oregonmetro.gov

Metro | www.oregonmetro.gov




Section 1:

Section 2:

Section 3:

NATURE IN NEIGHBORHOODS
CAPITAL GRANTS

Table of Contents

Overview of the Capital Grants Program

Program Background

Program Criteria

Funding Availability

Eligibility Requirements
Who Can Apply?
Definition of a Capital Project
Criteria Requirement
Partners
Match

Application Procedures
Letter of Interest Review
Full Proposal Review
Council Approval
Agreements

Review and Approval Process
Letter of Interest
Full Application
Metro Council Approval
Grant Agreement

Other Information

Application Instructions

Preparing a Letter of Interest Preparing a Full Proposal
Preparing Budget Documents

Application Forms (electronic forms on the program website at

Wwww.oregonmetro.gov/capitalgrants)

Appendices provided on program website at www.oregonmetro.gov/capitalgrants

Call Metro staff if you do not have internet access

Appendix A Habitats of concern restoration/improvement criteria
Appendix B Grants Review Committee

Appendix C Sample agreement

Appendix D Sample IGA with local agencies

Appendix E Resolution No. 06-3672B



Nature in Neighborhoods
Capital Grants
HANDBOOK

SECTION 1: OVERVIEW OF THE CAPITAL GRANTS PROGRAM

Program Background

In November 2006 voters approved a $227.4 million bond measure designed to protect the region’s water
quality, fish and wildlife habitat and provide the public with greater access to nature. The Natural Areas
program consists of three elements:

1. Regional natural area and trail corridor acquisition in the amount of $168.4 million.

2. Local share program providing $44 million to cities, counties and park districts on a per capita
basis to meet its own needs for acquiring natural areas, restoring habitat, enhancing public access
to nature, designing and constructing trails and providing environmental education opportunities.

3. Nature in Neighborhoods capital grants program in the amount of $15 million.

The Nature in Neighborhoods capital grants program is intended to complement the regional and local
share elements of the 2006 natural areas bond measure by funding projects that protect and enhance
natural resources on public lands at a neighborhood level.

With a required match of at least $2 for every $1 in grant funding, the $15 million available through this
program is expected to provide at least $45 million of investment in the region’s nature-based
infrastructure in the next 10 years.

Program Criteria

Project proposals will be competitively evaluated and scored based on the program criteria. Eligible
projects must meet at least three of the seven key criteria to be considered for funding. Supplemental
criteria will only be considered for projects that meet this minimum requirement.

Key criteria for projects

e “Re-nature” neighborhoods by increasing and/or recovering the presence and function of ecological
features and processes to protect water quality and animal and plant habitat.

e “Re-green” urban neighborhoods by increasing the presence of water, trees and other vegetation to
improve their appearance, enrich peoples’ experience of nature and help strengthen a physical
connection to the region’s ecology.

o Demonstrate multiple benefits for people and natural systems. For example, projects that use
ecological features to improve ecological functions in the urban environment and provide access to
nature and reinforce neighborhood/local community identity and improve neighborhood appearance.

o Demonstrate cost-efficient ecological design solutions that improve natural infiltration, biofiltration
and natural drainage patterns, landform and soil structure, shade and wind protection through
increases in tree canopy cover, etc.

e Increase the region’s fish and wildlife inventory through techniques that restore diverse riparian
vegetation structure and stream character and increase fish passages and/or wildlife crossings.
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e Restore and/or improve habitats of concern such as eligible lands identified under the land acquisition
criteria for the program (Appendix A) and/or headwaters and confluences of the region’s important
urban stream and river corridors.

o Improve natural amenities to provide universal access to the public (meets the Americans with
Disabilities Act requirements).

Supplemental criteria for projects

These criteria are listed in priority order.

e Project is located in a low-income neighborhood.

e Project is identified in existing jurisdictional plans or advances Metro’s 2040 Growth Concept.

e Project adds to the existing system of natural areas by increasing networks, corridors and other
linkages between them.

e Project demonstrates that it is innovative and there is no other source of funding.

e Project is adjacent to public land and would provide public access to that land.

e Project contributes to storm water management for an area larger than the individual site.
e Project uses sustainable construction techniques and materials.

e Project leverages public dollars beyond the 2:1 match requirement.

Funding Availability

Up to $2.25 million is available annually for this competitive grant program and the Metro Council can
distribute funding up to three times a year. The administration of this grant program is designed to be
responsive to the needs of potential applicants and flexible enough to assist with the evolving nature of
capital improvement projects. While letters of interest are accepted at any time, there will be deadlines for
full applications. This deadline will be set after a critical mass of applicants (usually six) have been
invited to submit a full application. The Metro website will be kept up to date with any upcoming
deadlines.

The intent of this grant program is to fund significant capital improvement projects. Therefore, the total
project cost must be at least $50,000 (a minimum grant request of $16,600). A maximum grant request
figure has not been established for the program. Past grant awards have ranged from $99,500 to $150,000.
Program staff can help determine a reasonable grant request for specific projects.

Eligibility Requirements

Who Can Apply

The following groups and organizations are eligible to apply: governmental agencies; non-profit
organizations; public educational institutions including primary and secondary schools, community
colleges, colleges, universities and extension centers. Although individuals and for-profit organizations
are not eligible to apply, they are encouraged to participate as project partners. The federal government
cannot own the asset or improvement due to bond restrictions.
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Definition of a Capital Project

The project must result in a publicly owned capital asset within Metro’s jurisdictional boundary or the
region’s urban growth boundary.* The definition of a capital asset may vary depending on how the project
will be accounted for by the public agency that owns or will own the property or easement being acquired
and/or improved. To ensure that this requirement is met, the Chief Financial Officer for the public agency
must certify that the project shall be properly recorded as an asset in the jurisdiction’s audited financial
statements, and that the accounting treatment for this project is consistent with other similar transactions.
Application instructions will direct you to provide a letter of support from the jurisdiction that includes
this assurance.

There are two types of capital projects that may be funded through the capital grants program.
1. Land acquisition®

e Acquisition of real property (including easements) by a public agency. Acquisition projects
can include natural areas, wildlife habitat and trail corridors, nature-related pocket parks or
other opportunities for increasing, connecting, restoring or recreating healthy functioning
ecological systems.

Property being proposed for acquisition can include land that has been identified as a regional
priority in the 1992 Metropolitan Greenspaces Master Plan, Regional Greenspaces System
Concept Map (adopted 2002), the Regional Trails Plan Map (adopted 2002), and the Nature
in Neighborhoods Map (Fish & Wildlife Habitat Protection Program, Resource Classification
Map) or have been determined to be locally significant.

e Government agencies consenting to take fee title ownership to property being acquired with
grant funds shall be subject to a restriction that ensures the property will be used in ways that
are consistent with the purpose and goals of the grant program in perpetuity.

e Agreements to acquire any interest in land shall be negotiated with willing sellers.
e The federal government may not own property purchased with these bond funds.

2. Capital improvement projects

e Site planning, improvements and/or features should include innovative practices that
seek to change development norms by raising the current standards of sustainable site
development and balancing human needs and the health of natural systems we all
depend on.

o Projects will result in the creation of a capital asset, with a discrete useful life of at least 20
years; OR projects will significantly extend the useful life of an existing capital asset.

e A project must have a total value of at least $50,000, including the costs necessary to put the
asset into its intended use. Such costs can include design and engineering costs, bid
documents, permits, as well as materials and construction expenses.

! Metro’s website has an interactive tool that will tell you if your property is inside the urban growth boundary. Go
to www.oregonmetro.gov, click on “maps and data” and then on “interactive maps and tools.” Look for the “Urban
Growth Boundary” tool.

2 Contact Metro staff if you need to be referred to real estate/land acquisition experts who can help you negotiate
with the property owner and hire a qualified appraiser.
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e Projects will be an improvement to non-federal, publicly owned property.

Projects that take the place of required mitigation or penalty payments or are regulatory in
nature are not eligible.

Criteria Requirement

Eligible projects must meet at least three of the seven key criteria to be considered for funding.
Supplemental criteria will only be considered for projects that meet this minimum requirement.

Partners

The project must demonstrate the existence of public and private partners who can and will leverage
human and financial resources for the project. A partner is not simply an organization or individual that
writes a letter of support. A partner is actively engaged in leveraging financial or in-kind services in order
to make the project a success.

Match

A financial and/or in-kind match of at least 2:1 is required. This means that for every dollar requested
from the grant program, the applicant must secure at least two dollars of matching financial and in-kind
services. The grant program has built flexibility into the matching requirements that allows creativity in
project implementation and financing. This flexibility includes:

A.
B.

The match can be a combination of financial resources and in-kind services.

The match does not need to be secured at the time of application to the capital grants program.
Successful applicants will have the opportunity to leverage Metro funding for up to 24 months in
order to secure the remainder of their match amount. It is strongly encouraged that applicants
actively seek matching funds prior to submitting a full proposal or that there is a reasonable plan
for securing the remainder of that match.

The value of donated or acquired property can be used as a match if the property was donated or
acquired within one year of the grant application as long as no Metro funds were used to acquire
the property.

Volunteer time should be valued based on the Independent Sector’s value of volunteer time. The
most current information can be found at
http://www.independentsector.org/programs/research/volunteer_time.html.

Metro funds or in-kind support of Metro staff cannot be used as match.

Match can include pre-agreement planning costs. It is recognized that some costs must be
incurred before a proposed project application can be submitted to Metro with the required
descriptive and cost estimate information. For that reason, the following costs can be included as
match if incurred after Metro’s invitation to submit a full application.

. For development projects: costs of site planning, feasibility studies, preliminary design,
environmental assessment, preparation of cost estimates, construction drawings and
specifications and similar items necessary for project preparation.

° For acquisition projects: appraisals, survey and environmental evaluation costs.
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Application Procedures

Potential applicants must submit a letter of interest describing the proposed project and how it meets the
eligibility requirements. Letters of interest can be submitted at any time. Eligible applicants will be
invited to submit a full proposal. Full proposals will only be accepted from applicants who have been
invited to apply. SECTION 2 of this grant handbook gives specific instructions on completing a letter of
interest and a full application.

Review and Approval Process

Letter of interest review

Metro staff will review the letter of interest to ensure that the applicant’s proposal meets the eligibility
requirements discussed above. This review may include follow-up communication with the applicant or
possibly a site visit. It is the applicant’s responsibility to ensure their project is sufficiently defined
according to the guidelines so that staff can efficiently review the project.

If staff determines that the project is eligible, the applicant will be invited to submit a full proposal.
Applicants who do not receive an invitation to submit a full proposal will be contacted by Metro to
discuss their project. Staff may indicate that certain proposal elements need strengthening to be more
competitive, that another source of funding may be more appropriate or that the project does not meet
funding criteria.

Full proposal review process
1. Staff Review

Metro staff shall review proposals for eligibility and completeness. Proposals that are not
complete will be returned to the applicant with comments. Applicants may resubmit the revised
proposal with clarifications as requested. If a resubmitted proposal misses a grant review cycle, it
will be reviewed in the next cycle.

2. Site Visits

Metro staff shall conduct site visits during the proposal review period. Site visits are intended to
provide a more in-depth understanding of the proposal and need in order to form a stronger basis
for comparison with other proposals. Members of the Grant Review Committee may or may not
participate in the site visits. The Grant Review Committee and staff will determine the desired
outcomes of the site visit and the need for the Grant Review Committee to participate. All site
visits shall be documented for the Grant Review Committee to review as a group.

3. Grant Review Committee

The Grant Review Committee, appointed by the Metro Council President, will review
and score the completed proposals after an initial screening by staff. The Grant Review
Committee will discuss each proposal and submit funding recommendations to the Metro
Council for review and approval. For more information about the Grant Review
Committee see Appendix B.

Council approval

Following the Grant Review Committee’s evaluation of the grant proposals, Metro staff will submit a
report to the Metro Council that documents the Grant Review Committee’s recommendations for funding.
One or more members of the Grant Review Committee will be available at this scheduled meeting to
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present the committee’s recommendations to the Metro Council and answer questions. The Metro Council
will consider the information received and will determine whether to award a portion of the total program
funds for that granting cycle and, if so, to which projects. The Metro Council will award funds to those
proposals that best advance the vision, criteria and intent of the Nature in Neighborhoods Capital Grants
Program.

Agreements

After the Metro Council finalizes awards and all the matching funds have been secured, Metro staff will
work with the successful applicant on the formal agreements for the project. The applicant will have up to
36 months to complete the project. See Appendix C for a sample agreement.

If the successful applicant is not the local jurisdiction that will ultimately take ownership for the project,
then Metro will need to enter into a separate agreement with the jurisdiction to ensure compliance with
the bond requirements.

If Matching Funds Have Not Been Secured

If the match has not been fully secured at the time of award, Metro will issue a formal letter of
understanding indicating the intention to enter into an agreement once all the matching funds
have been secured. Applicants will have up to 24 months to work towards securing the needed
match according to the plan submitted with the project proposal.

The only portions of the project that can be implemented prior to the match being secured are
those tasks identified in the grant proposal budget as “pre-agreement costs.” Metro will only
reimburse these costs once the full match is secured and the Metro Council approves a formal
grant agreement. Contact Metro staff with questions on this topic.

Reporting Requirements

Grant recipients will be required to report on the outcomes and benefits of the project as they
relate to the goals of the grant program. Such outcomes will be determined on a project-by-
project basis and included as part of the grantee’s scope of work.

Metro is committed to successful project implementation for all grant recipients and will work
cooperatively to ensure project success.

Other Information

Public Information

All applications are subject to the Oregon Public Records Law.

Pre-Award Activities

Notwithstanding any oral or written assurances that they may have received, there is no obligation on the
part of Metro to cover pre-award costs.

Resources

Metro’s website has a variety of maps and tools to assist with project research:

e MetroMap — This is Metro’s web mapping service where you can view and print maps or data
specific to your area of interest. MetroMap allows you to view map-based information about a
location of your choice. View information on parcel and tax assessment, zoning, political
boundaries, planning, flood plain and special districts. The results can be displayed in text-only
format or on a map.
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e Urban Growth Boundary tool —Enter an address to see a map that shows whether a specific
property is inside, was added to, or removed from the urban growth boundary.

e Habitat tool — Enter an address and find out if that property is in the habitat inventory. View the

data used to develop the inventory, inventory areas and recommended protection levels. Then
print the report, if needed.
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SECTION 2: APPLICATION INSTRUCTIONS

Potential applicants must submit a letter of interest (LOI) describing the proposed project. Eligible
applicants will then be invited to submit a full proposal. Full proposals will only be accepted from
applicants who have been invited to apply following the letter of interest process.

Preparing a Letter of Interest

Applicants should spend considerable time scoping a project prior to submitting a letter of interest. Itis
encouraged and expected that applicants will contact Metro staff for assistance in project scoping and the
application process as early as possible.

Staff will use the LOI as the primary basis to determine the project’s eligibility to the grant program and
provide feedback on how the project can best address the intent of the capital grants program. Please
ensure that the LOI includes specific information on how the organization and project meet the eligibility
requirements noted in Section 1 of this handbook.

Letter of Interest Packet
1. Application Cover Sheet

This is the same cover sheet that will be used for the full application. Please be sure to check the
LOI box. The project summary should be less than 50 words and provide a short, stand-alone
description of the project that can be used to inform people who will not be reading the full
application.

2. Project Narrative

The project narrative shall be written on 8 %2 x 11” paper, double-sided whenever possible and
with a font size no smaller than 11 point. Please do not exceed four pages. The narrative should
make a convincing case that the proposal meets the intent of the grant program and is achievable.
Information should be presented in a manner that is clear and concise and should address the
following.

a. Project Description

Describe the location and scope of the project. Be as specific about the project’s design
as possible at this early phase. Briefly describe the project’s background, how the
project’s need was identified and how the project’s design was conceived.

b. Key Criteria
Describe the project and explain how it addresses the key criteria. A minimum of three
key criteria has to be met for the project to be considered. It is important to build the case
for the project utilizing the key criteria.

C. Partnerships

Partnerships are an important requirement of the capital grants program. Describe
partners that are on-board currently and those that you anticipate approaching.
Remember that a “partner” is actively engaged in the implementation of the project,
either financially or in-kind. A partner is more than a supportive individual or
organization; rather it is an individual or organization that raised money, actively
advocated for the project or will be contributing significant time to either managing or
volunteering for the project.
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d. Project feasibility

Address the technical aspects of the project’s design, the implementation plan (how the
project will be accomplished), and the organization’s capacity. This information will help
staff assess the project’s feasibility. Please describe any engineering or feasibility studies
that have been or will be completed and by whom. An implementation plan should
include a timeline, identify a project manager and describe the steps to how the project
will actually be completed.

e. Statement

A brief statement at the end of the letter of interest should indicate that the organization
has vetted the project to their government body (if applicable) and has received approval
to submit the LOI. If the organization submitting the LOI is a public agency, the
agency’s internal policies shall determine the level of approval required to submit a LOI.

3. Budget Documents

This handbook includes very specific information on preparing the budget documents for the
full application. It is important to read the section as early in the project planning as possible
because it will help ensure that all costs associated with a capital construction project are
considered.

We recognize that at the LOI phase it might be difficult to provide the amount of detail and
assurance that will ultimately be required at the full application phase. If the project is at a
phase where this information is available, please submit it with the LOI.

It is acceptable to submit an LOI when the project costs are still preliminary. However, the

three budget documents must still be provided.

1. The budget narrative should describe the assumptions and how the estimate was
established.

2. The line-item budget forms will be required in the full application phase. If the project
budget is developed enough to use these forms at the LOI phase, please do so.
Otherwise, please attach the line-item budget with as much detail as possible.

3. The Statement of Matching Funds can include sources that are not yet secured as long as
information about when these sources will be approached as well as their potential
interest in the project is provided.

4. Letter from Public Agency

If the applicant is not the public agency that currently owns or will own the property or capital
asset, then the applicant must include a letter from the agency. The letter must indicate that the
applicant has discussed the project with them and that they are supportive of the group moving
ahead with the letter of interest. The agency needs to pay particular attention to the eligibility
requirement for capital projects explained on page 4.

5. Location and Project Maps
o Provide a location/vicinity map that shows where the project is located within the region.

e Provide a project map that shows property boundaries, other local attributes that are
important to your project and elements of the project design.
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6. Submitting the letter of interest

Copies should be double-sided whenever possible.
Paper clip proposal in the upper left hand corner only.
Submit one copy.
Send to: Metro
Natural Areas Program
Nature in Neighborhoods Capital Grants
600 NE Grand Ave.
Portland, OR 97232

Preparing a Full Proposal

An invitation to submit a full proposal will follow review and acceptance of the letter of interest. It is at
this point that applicants need to ensure that they have the ability to submit a competitive, viable,
complete and fully scoped project proposal that can be successfully implemented if the project is awarded
funding.

Completing the proposal — next steps

Closely review the invitation letter for suggestions on how to strengthen the proposal. The applicant
is strongly encouraged to consult directly with Metro staff.

Fully develop the project design. Consult with agency staff, private consultants, watershed councils,
and other stakeholders to determine the best approach to the project. Develop project maps and site
plans.

Ensure that there is community support for the project. If the proposal is awarded grant funds, it is
incumbent upon the applicant to ensure that the public landowner’s public involvement requirements
are fulfilled.

Request commitment letters or letters of support from all partners, including the public landowner.
These should include any necessary approvals including board or membership approval, legislation
from the governing body or a finding of consistency with existing plans and policies. They will also
include documentation of any secured match from project partners.

Develop a detailed project budget.

If the proposal is requesting funding for land acquisition, an appraisal is required to determine the
market value of the property. The applicant shall arrange for an appraisal to be prepared by an
independent certified appraiser in accordance with Uniform Standards of Professional Appraisal
Practice (USPAP). A second certified independent appraiser shall review the original appraisal to
ensure it was done in accordance with USPAP and shall confirm the appraised value. The letter from
the reviewing appraiser must be attached to the application.
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Full Application Packet
1. Application Cover Sheet

This is the same cover sheet that was used for the letter of interest. Please be sure to check the
“full application” box. The project summary should be less than 50 words and provide a short,
stand-alone description of the project that can be used inform people who will not be reading the
full application.

2. Cover letter

3. The cover letter should also include a statement indicating that the appropriate governing body
has approved the application. If more than one application is being submitted, include a statement
about the project’s priority in relation to the other projects.

4. Project Narrative

The project narrative shall be written on 8 %2 x 11” paper, double-sided whenever possible and
with a font size no smaller than 11 point. Please do not exceed eight pages.

To ensure that all required information is included in the project narrative and to assist the Grant
Review Committee in evaluating each proposal, please follow the outline below. Information
should be presented in a manner that is clear and concise and each heading shall indicate the
major areas of required information.

a. Project Description:

e Provide an in-depth description of the project. Be as specific as possible about project
size using acreage, quantities, etc. The project’s complexity should be illustrated with
sufficient detail so that viability can be assessed. Keep in mind that the Grant Review
Committee will be referring to the project description when reviewing the budget
items.

e Existing site description.

e Project background: How was the need for the project identified? How did the
project’s design and implementation plans evolve? Who has been involved to date?

e What community will benefit from the project? Provide demographic information if
it is available.

b. Key Criteria

Remember that the project is only required to meet three of the key criteria. However,
please fully describe how the project addresses all the key criteria that you believe are
applicable. The letter you receive from Metro staff inviting a full application should
provide some guidance. It is important that you discuss any questions you may have with
Metro staff. Key criteria are listed on pages 2-3.

C. Supplemental Criteria

Supplemental criteria are not a requirement but can strengthen your application and are
potentially key to the project’s success. Please discuss any supplemental criterion that
applies to the project.
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d. Project Feasibility

e Project design approach — Identify who designed or will design the project and their
qualifications. Discuss the technical aspects of the ecological design and any
scientific or engineering studies that contributed to the design solution. If the project
has a completed design, provide a brief description of the design alternatives
considered and the reasons for choosing the one proposed.

o Implementation Plan — This plan should include major milestones such as design
development, permitting, bidding, contracting, and construction. Include a timeline
showing how long the project will take to implement with the milestones noted.

e The applicant should also demonstrate the organization’s capacity and ability to
successfully manage and complete the project. Describe the qualifications of the
person who will manage the project. Will a contractor, agency staff, volunteers or
other efforts be utilized? What qualifications and skills will partner organizations
bring?

e. Partnerships

Remember that a “partner” is actively engaged in the implementation of the project,
either financially or with in-kind support. With that in mind, list the names of
organizations/individuals involved, provide their contact information, and describe the
roles each will play in the project.

f. Project Evaluation and/or Monitoring

How will the experience of this project be used as a learning tool or building block for
future projects? If asked in five years whether or not the project was a success, what
information would be needed to answer the question? Describe the indicators of success
and/or monitoring for the project once it is complete and how that information will be
collected and reported. This is an important part of the grant program. Feel free to contact
Metro staff to discuss or gather ideas.

5. Budget documents

The budget should be clear, appropriate and sufficient to complete the project. Costs should
clearly support the proposed tasks and be consistent with the project narrative. Applicants must
submit three budget documents: a budget narrative, a line item budget, and a statement of
matching funds. See “Instructions for Preparing a Budget Estimate” for greater detail on the
budget documents.

6. Land owner’s certification

All applications must include a letter from the public jurisdiction that owns or will own the
property or easement certifying that the project shall be properly recorded as a fixed asset in the
jurisdiction’s audited financial statement, and that the accounting treatment for this project is
consistent with other similar transactions for that jurisdiction. The jurisdiction will be required to
enter into an agreement with Metro to this affect. See Appendix D for a copy of this agreement.
This letter might also include information on how the agency will participate in the project,
whether they will be providing any of the matching resources, and if the project has been
identified as locally significant in any planning or policy documents.
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7. Supplemental attachments (attach all that apply)

Vicinity map

Site map

Letter from appraisal review (if proposal is for land acquisition)
Preliminary or final design concepts (no larger than 11x17)
Photos of the project site

Letters of support from project partners

Letters of support from the community.

Preparing the Budget Documents

The project budget must include resources to support all elements of the proposed project. It must be
clear, cost-effective and consistent with the project described in the project narrative. The following is
intended to serve as a guide for preparing the project budget. It includes information on identifying and
clarifying overall project costs, including costs funded by the grant and matching funds and instructions
for preparing the required budget documentation.

Identifying Costs

It is essential that you fully explain all project costs, including both the grant funds’ and matching funds’
share of the total project budget. Grant funds can only support project capital costs as described under the
program’s eligibility requirements on page 4. However, project costs that are NOT eligible for grant
funding MAY BE INCLUDED as part of the applicant’s matching fund contribution.

Eligible costs for grant funding:

A. Project capital costs that can be paid for with grant funds typically include professional services
for surveying, design development, construction documents and bid preparation; staff time for
project management; and materials and construction costs. The staff of the government agency
that owns or will own the improvement can confirm which expenses are capital costs.

B. Expenses associated with land acquisitions that are eligible for reimbursement include:

e Fee simple acquisition.
Conservation easement acquisition.

o Professional service contracts for professional realtors, brokers and/or negotiators;
real estate appraisals, surveys and environmental evaluations.

o Title fees, escrow fees, recording fees and title insurance.

C. No more than 10% of the requested grant funds can be used to pay for non-profit or local
government staff time associated with the project.

Instructions for Preparing a Budget Narrative

A detailed budget narrative is essential for grant reviewers to analyze whether the budget supports the
proposed project and is reasonable. As noted above, the budget information is a critical factor in helping
reviewers understand the proposed project. The more clearly the budget information is presented the
better.

Ensure that each cost within a line item is fully detailed in the budget narrative and is consistent with the
proposed project. The following are descriptions of the line items in the program budget forms that can be
used to organize both the budget and the narrative. Feel free to add and delete line items to best fit the
project.
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Pre-Agreement Costs

Eligible pre-agreement costs for professional services can be included in the program budget
ONLY if those costs are incurred after the letter inviting you to submit a full application is
received. Pre-agreement costs are not eligible for grant funding but can be counted toward the
project’s match.

For capital improvement projects, these include costs associated with design development, cost
estimates, permitting or preparing bid documents for capital improvement projects. Construction
costs are NOT eligible pre-agreement expenses.

For acquisition projects, eligible pre-agreement costs include appraisals, survey and
environmental assessment expenses.

Post-Agreement Costs

Costs associated with these same services listed above are eligible for grant funding if those costs
are incurred after there is a signed grant agreement or interagency agreement between Metro and
the applicant. The budget narrative should identify whether these costs will be covered by the
grant funding or be used as match.

Costs specific to capital improvement projects

Personnel

This includes salary or wage expenses for applicant staff positions directly related to the proposed
project. Do not include costs for consultants or staff of other organizations here; these should be
included in a separate line item that can be labeled “consultant,” agency or “non-profit” staff.

The budget narrative should list each staff position title, the position’s salary plus direct fringe
benefits and a description of the activities to be performed by the person. The budget narrative
should identify whether these costs will be covered by the grant funding or used as match.

Consultants

The budget narrative should list and describe all consultant services, such as design development,
engineering studies and cost estimation. It should also identify whether these costs will be
covered by the grant funding or used as match. This line item can also include services provided
by project partners and pro bono professional services, which can be used toward the project
match, as long as appropriate documentation is provided and defensible.

Volunteers

Volunteer time can be applied toward the project match. The budget narrative should describe the
work that will be done by volunteers, how the volunteers will be identified, and who will
supervise them. Volunteer time should be valued based on the Independent Sector’s value of
volunteer time. The most current information can be found at
http://www.independentsector.org/programs/research/volunteer_time.html.

Construction Costs

Describe the costs associated with the actual construction of the project. Revise the project budget
form to fit the project costs. Describe how costs will be assigned to the grant funds as opposed to
matching funds. This can simply be a percentage of the total or it can be listed line item by line
item.
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Prevailing Wages

Almost all public works construction projects in Oregon are required to pay all workers on the
project the prevailing wage in the local area. The Oregon Bureau of Labor and Industries (BOLI)
establish prevailing wages for each trade and occupation. Public works projects on public land are
generally covered by the prevailing wage rate law if they 1) cost more than $50,000; 2) are for
construction, reconstruction, major renovation or painting; and 3) directly or indirectly use funds
of a public agency. Based on this definition, projects funded by the capital grants program will
require that prevailing wage be paid.

Most agency personnel or consultants who are experienced in public works projects will
understand how to complete a budget estimate using prevailing wage rates. Refer to Oregon’s
Bureau of Labor and Industries for rates and requirements at http://www.oregon.gov/BOLI or
contact Metro staff for help.

Overhead/Indirect costs

Overhead costs are intended to include expenses incurred by the organization for indirect costs
that are identifiable and benefit the capital project. Depending on the relationship of the cost to
the project, overhead costs might include accounting and financial resources and systems;
management, planning or support resources and systems; and space and other equipment — all of
which must directly relate to the successful implementation of the project.

Indirect and/or overhead costs are not reimbursable but can be applied as match.

Instructions for Preparing a Line Item Budget

Two different budget worksheets are provided for this grant program. One is for capital improvement
projects (“project budget form”). The second is specifically for land acquisition that will be funded by the
grant program (*“acquisition budget form”). If your proposed project is a capital improvement project that is
using the acquisition costs as match, please use the first budget worksheet.

These budget worksheets are provided in MS Excel and are available on the program’s website. Please edit
these worksheets to include your specific line items. The line item budget should include ALL costs
associated with the project, both grant funded and matching funds.

The forms are designed so you can specify which line item will be grant funded and which will be funded
with your matching resources. However, if the project’s match will be 100% financial (with no in-kind
services) all the costs can be placed in the “Total” column and an appropriate percentage to grant funds can
be assigned in the bottom row. For example, if the total project cost is $150,000, the bottom row of the line
item budget will show that the grant request is $50,000 and matching funds will cover $100,000.

If the project is land acquisition and an appraisal has not been completed at the time of application, the
estimated acquisition cost must be justified in the budget narrative. An appraisal will ultimately be
required to determine the market value of the property. The applicant shall arrange for an appraisal to be
prepared by an independent certified appraiser in accordance with Uniform Standards of Professional
Appraisal Practice (USPAP). A second certified independent appraiser shall review the original appraisal to
ensure it was done in accordance with USPAP and shall confirm the appraised value.
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Instructions for Preparing a Statement of Matching Funds

The match form is essential for understanding which project costs identified in the budget narrative and the
line item budget will be supported by which organization, including the applicant. This form also identifies
cash versus in-kind contributions and secure versus pending sources.

The “notes” field should be used to more specifically describe the funding source, the dates the funds will be
available, the notification date of a pending grant application, and any other information that is pertinent to
the pending potential matching funds.

Submitting the letter of interest

Copies should be double-sided whenever possible.
Paper clip proposal in the upper left hand corner only.
Submit one copy.
Send to: Metro
Natural Areas Program
Nature in Neighborhoods Capital Grants
600 NE Grand Ave.
Portland, OR 97232

SECTION 3: APPLICATION FORMS

All application forms are available electronically on the program’s website at
www.oregonmetro.gov/capitalgrants. Metro staff will email electronic versions of these forms upon
request.

F1 Cover Sheet
F2 Match Form
F3 Project Budget Worksheet

F4 Land Acquisition Budget Worksheet

GrantsHandbFall2009_Revision.docx Page 16 10/9/2009



