
Advances
Note: This document was created based on the G21/G22 
regulations. Please make sure to reference the regulations 
for the Project year you are composing documents for. The 
G18 & G19 Equipment Use section was updated in G21, for 
example.

Regulations: https://ohv.parks.ca.gov/?page_id=23747
Forms: https://ohv.parks.ca.gov/?page_id=24593

https://ohv.parks.ca.gov/?page_id=23747
https://ohv.parks.ca.gov/?page_id=24593


Advances
Section 4970.23.1.

 (a) Generally, advances are not allowed. However, if 
extenuating circumstances exist, the OHMVR 
Division may consider granting an advance. To 
request an advance, the Grantee shall submit to the 
OHMVR Division an Advance Justification Request 
(new 2019), hereby incorporated by reference, to 
explain the need for the advance. The OHMVR 
Division will provide written notification to the 
Grantee of approval/disapproval for the advance. 
Requests for an advance typically may not be more 
than half the total amount of the Grant and shall 
include a summary list of proposed expenditures. 
The sum of the proposed expenditures shall match 
the amount indicated on the Payment Request form.
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Advance Justification Request Form3



4 Project Agreement(s)
Performance Period - Award Amount - Certification of Funding



Advance Justification Request Form

 Fill out the top of the 
form using the same 
information found on the 
Project Agreement

 Note: The “Payment 
Request Period” is the 
timeframe funds will be 
expended

 Justify the need for an 
advance

 Enter the specific 
amounts requested and 
what activity the funds 
will be used towards

 Have the authorized 
representative sign and 
date the form
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DPR 364 – Payment Request Form 
 This form is found on the 

2nd tab of the Excel
 All grey boxes will auto 

populate based on what is 
entered on the 1st tab

 Fill out the Contract 
Number, Activity, ENY and 
Supplier ID, based on what 
is on the Project 
Agreement

 For 6a – Enter total Grant 
amount from the Project 
Agreement.

 For #7 - Enter address 
provided to OHMVR 
Division for authorized 
check delivery

 For #8 – Have the 
authorized representative 
sign and date the form
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1st Advance vs. 2nd Advance 

 If this is the 1st advance request, stop 
here and submit the signed forms

 If this is a subsequent Advance (2nd, 
3rd, etc.) continue to the next slide
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4970.23.1. Advances.
(b) Subsequent requests for advances shall document 
how previous advance funds were expended as follows:

 Purchases: paid invoices and/or receipts,

 Services: paid invoices and/or receipts,

 Timekeeping and equipment logs: transaction 
register or other electronically generated reports,

 Training and travel: paid invoices and/or receipts,

 A Project Accomplishment Report (PAR), hereby 
incorporated by reference,

 GPS coordinates and photos of Project areas where 
activities were conducted, as applicable, and

 Maps and/or any electronic data (such as .shp, .gpx 
or .kml files) of Project areas where activities were 
conducted, as applicable.
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Advance Reconciliations
Documenting how previous advance funds were 

expended
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Expenditure Workbook – Advance 10



Expenditure Workbook – Advance cont. 11



Expenditure Workbook – Advance cont. 12



Expenditure Workbook – Advance cont. 
 At the bottom of the summary tab, enter the match %, which can be 

found within the Project Description on the Project Agreement 

 Track important information here like:

 Grant expenses and match to date

 Total Project costs to date

 Minimum match required and the over/under total

 Current indirect totals including the over/under total

 Indirect limited to 15%
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14 Supporting Documents 

 Staff:
Time tracking ledgers/labor reports 

 Timesheets are not required but keep them on file for 
audits

 Contracts:
Copy of all contracts/agreements between the 

Grantee and contractor with invoices showing 
payment

Materials/Supplies:
ALL receipts/invoices substantiating purchases

Quotes/Purchase Orders will not be accepted 



15 Receipts & Invoices
1. Must be legible

2. Must have date

3. Nonprofits: Must show zero 
balance or have a paid stamp 
with date

- If not, please submit 

proof of payment: 
- Canceled check

- Transaction register 

- Screenshot of financial 

system showing payment



16 Equipment Use



17 Equipment Use “Summary” & Logs – Use fee

Use fee/Rate (for Equipment/Heavy 
Equipment acquired solely with funds outside this 
Grants program):
 For payment request “Summary”: Include the activity date, 

work performed, use fee/rate being claimed, unit of 
measurement (hours, days, months, etc.), & vehicle type 
and/or vehicle ID
 The use fee/rate must not exceed actual costs nor what was 

approved on the Project Agreement

 For Nonprofits: $150 max per piece of Equipment, per day

 Heavy Equipment not included in the max

 For audits/compliance reviews: Vehicle Log/Source 
Document with the operator's name & signature, activity 
date, work performed



18 Equipment Use “Summary” & Logs – Per mile fee
 “Per mile” fee - Nonprofits only:

 For payment requests “Summary”: Include the activity 
date, work performed, total miles, “per mile” fee being 
claimed and vehicle type and/or vehicle ID
 The “per mile” fee must not exceed the actual costs or 

the IRS rate at the time of the Application, whichever is 
less

 The “per mile” daily totals must not exceed the mileage 
caps:

 Operations (150 miles per day)

 Anything beyond may only be claimed as match

 Transportation (100 miles each way) per day

 Anything beyond may not be claimed as match

 For audits/compliance reviews: Vehicle Log/Source 
Document with the operator’s name & signature, activity 
date, work performed, total miles charged to the Project
 Be prepared to demonstrate how the total miles were 

calculated



19 Fuel Receipts
 For all Grantees other than Nonprofits:

 Fuel costs may be charged to cover the use of all equipment for Project 
related activities only

 For Nonprofit Grantees:
 Fuel cost may be charged to cover the use of Heavy Equipment and non-

equipment items like chainsaws for Project related activities only

 For payment requests:
 Submit a receipt for the fuel

 Write on the receipt what the fuel was used for (example: “for 
chain saws”, “for F150”, “for excavator”, etc.)

 For audits/compliance reviews:
 Vehicle Log/Source Document with the operator’s name & 

signature, activity date, work performed, total miles charged to the 
Project

 Be prepared to demonstrate how the total miles were 
calculated



20 Supporting Documents cont. 
 Equipment Purchases:

 Invoice & proof of payment
 Certificate of Origin or Title
 Color pictures of the Equipment with “OHV Funds at Work” 

sticker
 Picture of the VIN# on the Equipment if possible

 Other: 
 Receipts/invoices & proof of payment 

 Indirect (15% Max):
 No supporting documents required 
 Add the total and note to the workbook
 Also list what the funds went to on the PAR
 If full award amount is not expended, Indirect will be less 

than what is stated in PCE



21 Supporting Documents cont. 
 Volunteer Labor:

 List under the staff category on the match tab of the 
workbook

 Rate should not exceed what is listed on the Project 
Agreement

 For payment request “Summary”: include the name of the 
volunteer, dates & hours, hourly rate, location & activities 
related to the Project

 For audits/compliance reviews:
 Sign-in/out sheets: include the name of the volunteer, 

dates & hours, hourly rate, location & activities related to 
the Project, signed daily by the Volunteer, signed once per 
sheet by Supervisor

 If seeking reimbursement for volunteer Equipment Use
 Must show evidence of payment



23 Combining Supporting Documents 
 Option 1: Scan all documents together by category

 Add attachment numbers by hand, prior to scanning, or 
on the PDF after scanning. Please put documents in 
order.

 Option 2: Create a folder for each category, place 
the documents within the folders and Zip folders 
together

 Add attachment numbers by hand on each document 
and/or add attachment number within the title of the 
document

 Larger submissions will likely need to be placed in a 
Zip folder 



Project Accomplishment Report (PAR)

Please make sure to use the 
latest workbooks which have 
tabs at the bottom that speed 
up the division’s processing 
time.
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26 Project Accomplishment Report (PAR) 
Submit 1 PAR per advance reconciliation to “tell the story of 

what you did with Grant & match funds”



27 Project Accomplishment Report (PAR)
 For #2, list Deliverables that 

were completed beyond what 
was listed in #1

 For #3 & 4, answer based on 
current trends

 For #5, describe what indirect 
cost are included in this 
request

 Note: Supporting 
documents are not 
required for Indirect

 For #6, click “Yes” or “No” and 
add the details requested

 For #7, if you click “Yes”, 
please include the photos on 
a word document along with 
this form

 #8 is for final closeouts, only 
if there were funds left 
unexpended

TIP: Grant and match items should be listed on the PAR



28 PAR Supporting Documents - Map



29 Good Before & After Pics



30 Final Advance Reconciliation Requirements 

 All required match – see Project Agreement for the 
required percentage

 All Project Deliverables completed
 For Grounds Ops & Restoration Project 

 Total number of miles maintained/miles and acres of land 
restored for entire Performance Period
 Must be included in the final PAR

 Any Project developed reports/monitoring listed on the 
Project Agreement

 Soil Compliance Report and Habitat Management 
Program (as applicable)
 Final payment requests cannot be processed until 

environmental documents are approved

Within 120 days of the Project end date, Grantees must 
submit the final workbook, supporting documents, 
deliverables and final Project Accomplishment Report 
(PAR)



31 Audits 
 Keep all info for 3 years from the end of the 

Project Performance Period

 What is needed for audit 
 Timesheets

 Paid invoices

 Equipment logs

 Copies of everything submitted to Division
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