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INTRODUCTION 
 
 
This Grants Manual is designed to provide information to entities that are interested in applying for and have received 
federal Historic Preservation Fund (HPF) grant assistance from the New Mexico Historic Preservation Division (NMHPD), 
a Division of the State of New Mexico, Department of Cultural Affairs (DCA).   
 
The Federal Government considers the State of New Mexico to be the recipient of these funds, and therefore, the 
grantee.  Grant awardees that receive these funds from the State of New Mexico are Subgrantees, and referred to as 
such throughout this manual.  If awarded a grant, a Grant Agreement will be established wherein the Subgrantee 
becomes the “Contractor”.   
 
Subgrantees are responsible for abiding by: 
 All of the requirements set forth in the grant Award Letter and Project Notification; 
 The requirements and project specifications spelled out in the Grant Agreement; 
 The General Grant Conditions, and Assurances Forms; 
 The DI-2010 federal form “Certifications Regarding Debarment, Suspension and Other Responsibility Materials, 

Drug-Free Workplace Requirements, and Lobbying” 
 State and federal procurement guidelines and accounting standards; 
 Protective covenant or preservation agreement requirements (for Development projects only); and 
 The instructions contained in this New Mexico Grants Manual and those outlined in the 2007 HPF Grants 

Manual Published by the National Park Service.   
 
Subgrantees are urged to review this information thoroughly to avoid any confusion later in the grant process.   
 
While NMHPD strives to bring every project to a successful conclusion, it is the subgrantee that is ultimately responsible 
for the successful completion of the grant project.  Failure to adhere to grant standards can result in the reduction or 
cancelation of the State’s funding award.   
 
This manual is designed around a step-by-step process (See Part II & Part III), which outlines the grant process from the 
time one considers an application to the completion of the project.  Additional information and instructions are provided 
in the Appendices and Exhibits.  The Grant Application Checklist (See Exhibits - A2) provides guidance for the required 
items for a complete Grant Application.   
 
For additional information, please contact: 
 
 Karla K. McWilliams 

CLG & Grants Coordinator 
New Mexico Historic Preservation Division 
407 Galisteo Street, Suite 236 
Santa Fe, NM  87501   
505-827-4451 
karla.mcwilliams@state.nm.us 
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PERFORMANCE MEASUREMENT STANDARDS 
 
 
The performance of key project personnel, and the Subgrantee as a whole, will be assessed throughout the grant-
assisted project and will affect eligibility for receipt of future grants.  Performance factors include:  on-time submission 
of progress reports; timely initiation of procurement paperwork; thoroughness of information submitted with progress 
reports, reimbursement invoices, match documentation and procurement documents; proper acknowledgment of the 
funding source(s); overall quality of work; and on-time completion of the project.  Instances of late progress reports, 
delayed initiation of procurements, inadequate acknowledgment of the funding source, and the need for deadline 
extensions are measurable factors that can negatively affect the reputation of key project staff.  Seriously poor 
performance and/or major breaches of grant requirements may also negatively affect the reputation of the Subgrantee 
organization as a whole. 
 
HPF-funded Grant Programs administered by the New Mexico Historic Preservation Division are extremely competitive.  
NMHPD normally receives applications for grant funds that far exceed the dollars available for distribution in subgrant 
awards.  Past performance of key project personnel and Subgrantee organizations is a competitive factor in the 
evaluation of grant proposals.  Reduced scores for poor past performance can mean the difference between future grant 
applications receiving funding and not receiving funding.  Therefore, Subgrantees and their key project personnel are 
strongly advised to keep the project moving forward in a timely manner, adhering to all reporting deadlines, and by 
following the instructions in this Grants Manual and the HPF Grants Manual.   
 
This Grants Manual should be able to answer most questions regarding the grant program.  Please use it as your primary 
reference in administering the grant.  All other questions may be directed to the Technical Reviewer on NMHPD Staff 
assigned to your grant project, or to the NMHPD Grants Coordinator.  The National Park Service’s HPF Grants Manual 
provides the oversight for the program.   
 
 
 
 
 
 
  

http://www.nps.gov/preservation-grants/HPF_Manual.pdf
http://www.nps.gov/preservation-grants/HPF_Manual.pdf
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PART I: GOOD GRANT MANAGEMENT 
 
 
Good grant management begins with planning for and developing the grant proposal for a specific project.  Grant 
applications need to show a strong link between the preservation planning needs and priorities of the local and/or state 
government and the proposed project.  Applications need to demonstrate an understanding of the most effective and 
efficient ways for carrying out the proposed project.  It is important to design a project that can be completed within the 
project period and for the budget available.  If the proposed project is a component or phase of a larger project, the 
grant application needs to indicate how the project will further the goals of the larger project. 
 
Federal grant recipients have certain responsibilities for project execution including identifying a Project Coordinator 
who will be responsible for managing consultants, making regular progress reports, financial administration, and 
meeting performance deadlines which are spelled out in the Scope of Work and the Grant Agreement.  The Project 
Coordinator must interface and communicate with commissions and boards as well as other departments within the city 
or county governments to ensure that legal, business and project goals and objectives are supported and approved 
within a timely fashion.  From NMHPD, a Technical Reviewer will be assigned to guide the project and will be the primary 
contact at NMHPD for the duration of the project.  The grants coordinator may also be contacted for questions and 
concerns. 
 
Good grant management involves regular communication with NMHPD.  NMHPD’s concerns are twofold: first, meeting 
federal grant requirements and second, obtaining a great deliverable product that will serve the needs of the local 
community and warrant the costs associated with it.  Progress Reports are one of the ways to ensure that a project is 
moving to completion; they are also a way to identify if there are circumstances that threaten completion of the project.  
Communication with NMHPD should not be restricted to the scheduled progress reports, NMHPD Grants Staff and the 
Technical Reviewer assigned to your project, if awarded, are available by phone and email when questions arise or 
potential problems emerge.   
 
Approvals 
Because many communities require the approval of elected or other local government officials to administer grant 
funds, receive grants or Grant Agreement for services, NMHPD recommends that grant applicants consult the 
appropriate individuals during the planning process and, as far as possible, obtain the necessary approvals prior to 
submitting the grant application.  Also, nominations for listing of properties in the National Register require owner 
consent for individual properties or 50% of owners of a proposed district.  It will be necessary to obtain owner consent 
prior to submitting the grant application for NR nominations.  NMHPD strongly recommends that the grant applicant 
consult with local planning staff and members of the local preservation commission to gain input and support for the 
proposed project.   
 
If partnering with the local governmental entity or applying for CLG Grant, an authorized representative for the local 
government must sign the original application.  This should be the person who is legally responsible for executing all 
documents including the Grant Agreement which assures a matching share.   
 
Grantee’s Legal Obligations 
Grant recipients will be required to execute a legally binding Grant Agreement which includes a scope of work, Project 
Schedule, and Project Budget.  Please note the following: 

- Five copies of the Grant Agreement between NMHPD and the grant recipient must be signed in BLUE INK and 
returned to NMHPD. 

- The project period runs from the establishment of a Purchase Order until September 30 of the grant year. 
Extensions may not extend beyond the firm deadline date. 

- Work on the project must begin within thirty (30) days of signing the Grant Agreement. 
- If a consultant will be used for the project, the consultant should be selected and under contract in the Grant 

Agreement within thirty (30) days of signing the Grant Agreement and NMHPD should receive a copy of the 
contract. 
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The scope of work or “Project Narrative”, spelled out in the Grant Agreement between HPD and the grant recipient, 
cannot be substantively changed once the Grant Agreement is signed.  It is important to have a good match between the 
proposed project and the resources needed to bring it to completion.  If a consultant fails to perform as expected, 
submits work that does not meet the Secretary of the Interior’s Standards, or fails to deliver draft and final products by 
or before the deadlines set in the Grant Schedule, it remains the grant recipient’s responsibility to correct the situation. 
 
Failure on the part of the grant recipient to begin the project in a timely manner or to perform as agreed may result in 
NMHPD taking action through a Notice of Default and rescinding the grant.  Depending on the terms of the contract 
between the consultant and the grant recipient, a consultant’s failure to perform could leave the grant recipient with 
costs that would not be reimbursed through the grant.  NMHPD typically holds a significant portion of the grant amount 
in reserve, authorizing disbursement only after it has reviewed and accepted grant products and deliverables.  NMHPD 
recommends that the grant recipient set up their contracts with consultants with a payment schedule that provides 
itself with similar control.   
 
When a consultant and volunteers are to be used, it is important to clearly delineate the responsibilities of the 
consultant and the volunteers and to protect the consultant from penalty if the volunteers fail to do their part.  Whether 
or not volunteers or consultants do what is expected, the grant recipient is expected to deliver the products on the 
Grant Schedule specified in the scope of work and grant agreement with NMHPD and provide documentation of 
required in-kind and cash match. 
 
Some things to consider before completing an application for grant funds: 
 Failure of the grant recipient to make satisfactory progress, make required changes recommended by the 

Technical Reviewer/NMHPD,  or complete the project within the specified period of time may result in 
withdrawal of funds.  Note:  if grant recipient determines that the full amount awarded will not be expended in 
completing the project the recipient should notify NMHPD immediately and before the end of the project 
period, so that surplus funds can be re-distributed prior to the end of the project period (September 30). 

 Both the State of New Mexico and the grant recipient may unilaterally terminate the agreement prior to an 
expenditure of funds. 

 If grant recipient fails to comply with the terms of the Grant Agreement, the State may give a 30-day notice to 
comply.  Failure to comply can result in one or more of the following: 

- Withholding of funds until deficiency is removed; 
- State may administer the project in which case the grant recipient will reimburse the State for costs and 

expenses incurred; 
- Termination of the Grant Agreement with no further payments to be made; 
- State may disallow costs; and 
- Grant recipient may be disqualified from receiving future grants. 

 The State shall not be obligated to provide federal funds for work products that, in the opinion of NMHPD, do 
not conform to the terms of the Grant Agreement or to the applicable Secretary of the Interior’s Standards. 

 The Project Coordinator or Key Personnel are required to meet the Secretary of the Interior’s Professional 
Qualifications Standards.   

 Work on the project is to begin within 30 days of executing the Grant Agreement between NMHPD and the 
grant recipient.   

 If, at any point in the project period, it appears that the grant recipient will not be able to complete the project 
within the project period or deliver the agreed-upon work products, the grant recipient shall notify NMHPD 
immediately.  (With adequate notice and lead time, NMHPD can negotiate with the NPS to transfer or 
redistribute funds to other projects, amending Grant Agreements with other recipients to receive additional 
funding.) 

 Grant recipient shall make available to NMHPD draft reports, studies, plans, drawings, or other preliminary 
documents prepared during the project. 
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 Grant recipient shall submit progress reports and interim work products as scheduled and/or as requested by 
NMHPD staff. 

 The grant recipient shall obtain from NMHPD prior approval for: a) any substantive revision of the scope, 
objectives, or budget of the project; b) changes in key personnel, including all persons filling positions for which 
the incumbent must meet the Secretary of the Interior’s Professional Qualifications Standards; c) additional 
contracts or hiring to perform activities that are central to the project; d) new or revised performance or 
reporting milestones.   
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PART II: THE GRANT PROCESS, STEP-BY-STEP PROCESS, IN BRIEF 
APPLYING FOR AND COMPLETING AN HPF-FUNDED GRANT (Historic Preservation Grants & CLG Grants) 
 
 
Step 1. The New Mexico Historic Preservation Division (NMHPD) announces grant funding. 
 
Step 2. Potential Subgrantee reviews grant announcement and identifies if they qualify for the available grant 

funding and if their proposed project aligns with grant funding.  Subgrantee assembles key personnel or 
subcontractors, if applicable.  Feel free to contact NMHPD Staff to discuss your project.   

 
Step 3. Potential Subgrantee submits application for grant funding. Application deadline is posted on grant 

announcement. 
 
Step 4. Grant Applications are reviewed by NMHPD Staff and “Grants Committee”.  
 
Step 5. NMHPD notifies grant recipients (Subgrantees) if their grant project will be awarded grant funding. NMHPD 

will follow the schedule published on its grant announcement for the date of notification. 
 
Step 6. Subgrantee accepts grant award and conditions.  
 
Step 7. Subgrantee & NMHPD draft Grant Agreement.  Grant Agreement includes the Grant Schedule for 

deliverables and invoices and establishes a Grant Budget for the project.  Subgrantee must also submit 
contracts with proposed Contractors and Consultants to NMHPD for review and approval.   

 
Step 8. Subgrantee signs Grant Agreement in BLUE INK; returns five signed copies to NMHPD.  
 
Step 9. State Historic Preservation Officer signs Grant Agreement; NMHPD submits Grant Agreement to the State of 

New Mexico Administrative Services Division for processing a Purchase Order.  
 
Step 10. After Purchase Order has been established, NMHPD notifies Subgrantee that work may start when 

Subgrantee receives original copy of signed Grant Agreement.   
 
Step 11. Subgrantee starts work, reviewing Grant Schedule and submitting deliverables, invoices and grant reporting 

documents per the Grant Schedule. 
 
Step 12. Subgrantee submits draft products for comment. For draft products, NMHPD will have a minimum number 

of days in which to comment, noted in Grant Schedule.   
 
Step 13. Subgrantee submits final products for approval.  NMHPD reviews all final products for compliance with 

Grant Agreement and the Secretary of the Interior’s Standards.   
 
Step 14. Subgrantee identifies that changes are needed to the Scope of Work, Grant Budget, or Grant Schedule. 
 
Step 15. Subgrantee contacts NMHPD to negotiate changes; if changes are acceptable within HPF Funding guidelines 

an amendment may be issued; NMHPD drafts amendment and forwards to Subgrantee.  
 
Step 16. Final grant products are submitted along with final reimbursement invoices; if final deliverables are 

approved, invoices are recommended for payment. September 30 of the grant year is the final deadline.  NO 
EXTENSIONS WILL BE GRANTED.   

  



 
NMHPD HPF GRANTS MANUAL, PAGE 10 

PART III: THE GRANT PROCESS, STEP-BY-STEP PROCESS 
APPLYING FOR AND COMPLETING AN HPF-FUNDED GRANT (Historic Preservation Grants & CLG Grants) 
 
 
Step 1. The New Mexico Historic Preservation Division (NMHPD) announces grant funding. 

 
NMHPD receives federal funds as part of its annual operating budget from the National Park Service, United 
States Department of the Interior.  NMHPD may also receive funds via applications to federal entities for 
specific grants.  A portion of those funds are required to be offered to Certified Local Governments (CLGs) as 
pass-through grants for historic preservation projects.  While grants to CLGs are available on an annual basis, 
additional grant funding is dependent on annual appropriations from Congress and is not guaranteed. 
 
The New Mexico Historic Preservation Division annually offers grants to CLGs.  Other grant offerings may 
include the Historic Preservation Grants program and/or other specialized grant opportunities.  Those 
eligible for Historic Preservation Grants/Specialized Grants are nonprofits; historic preservation 
organizations; New Mexico MainStreet organizations; cultural resource, architecture, archaeology, and 
historic preservation firms and consultants; private property owners; and units of government that are not 
already a part of the Certified Local Government program.  Historic Preservation Grants are a matching grant 
program with the applicant providing 40% of the total project in match (cash and/ or in-kind services).   
 
Certified Local Government (CLG) grants are available to the eight communities in New Mexico that have 
become a Certified Local Government, these include: the City of Albuquerque, the Village of Columbus, the 
City of Deming, the City of Las Vegas, Lincoln County, the City of Santa Fe, the Town of Silver City, and the 
Town of Taos.  Communities interested in learning more about the CLG program may visit the New Mexico 
Historic Preservation Division’s website at nmhistoricpreservation.org.   
 

Step 2. Potential Subgrantee reviews grant announcement and identifies if they qualify for the available grant 
funding and if their proposed project aligns with grant funding.  Subgrantee assembles key personnel or 
subcontractors, if applicable.  Feel free to contact NMHPD Staff to discuss your project.    
 
Allowable and non-allowable project expenses may be found in Appendix VI.  In addition, to be considered, 
Historic Preservation Grant projects and CLG Grant projects must align with the goals and objectives set 
forth in Preserving the Enchantment: Sustaining New Mexico’s Cultural Heritage, 2011-2016, New Mexico’s 
State Historic Preservation Plan, see Appendix II.  Specialized grant projects must align with the 
specifications set forth in the Grant Announcement. 
 
Project lead and/or key personnel for CLG Grants and Historic Preservation Grants must meet the Secretary 
of the Interior’s Standards Professional Standards outlined in 36 CFR 61, see Exhibits - A5.  The grant 
application must include the applicable form identifying that key personnel comply with these Standards.  
The Secretary of the Interior’s (SOI) Professional Qualifications Standards Certification forms are available on 
the nmhistoricpreservation.org website under grants - please complete the applicable form for each project 
team member.  Project lead and key personnel for Specialized Grants must comply with the requirements 
set forth in the Grant Announcement. 
 

Step 3. Potential Subgrantee submits application for grant funding. Application deadline is posted on grant 
announcement. 
 
Applications for grant funding must be submitted in hard copy format, or electronic format.  Applications 
must be received by the due date and time in the grant announcement.  Faxed applications will not be 
accepted.  Applications postmarked before the due date but not in receipt by NMHPD will not be 
considered.  All forms noted below are available for download on the grants pages of the NMHPD website, 
here or here.  See Appendix XVIII for information on how to apply electronically. 
 

http://www.nmhistoricpreservation.org/programs/grants.html
http://www.nmhistoricpreservation.org/programs/clg.html
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Applications must utilize the Grant Application Checklist, see Exhibits- A2 as a guide when applying for a 
grant project.   

 
Step 4. Grant Applications are reviewed by NMHPD Staff and “Grants Committee”. 

 
Grant applications are considered and selected for funding by a committee of NMHPD staff (“Grants 
Committee”).  The Grants Committee will review each CLG and Historic Preservation Grant application using 
the evaluation criteria found in Appendix XVI and identify how the proposed grant project aligns with the 
Goals & Objectives outlined in the New Mexico Historic Preservation Plan, Preserving the Enchantment, 
Sustaining New Mexico’s Cultural Heritage, 2012-2016 (see Appendix II).  Specialized Grant applications will 
be reviewed using the evaluation criteria found in the Grant Announcement and how project personnel 
meet the specified requirements. 
 
Timeliness is a factor of grant performance that NMHPD and the NPS consider to be of great importance.  
Among other things, it is an important consideration each year when the State reviews grant applications.  
Those who have had a poor track record of meeting deadlines on past projects will be downgraded 
accordingly during subsequent grant application evaluations.   
 

Step 5. NMHPD notifies grant recipients (Subgrantees) if their grant project will be awarded grant funding.  NMHPD 
will follow the schedule published on its grant announcement for the date of notification. 
 
Grant applicants will be notified by letter from NMHPD.  If awarded a grant, a package will be sent to the 
Subgrantee that will include a letter and a Project Notification - a one-page form outlining the grant’s 
budget, the proposed match, and the project’s scope of work.   
 
The Project Notification will identify a Technical Reviewer, a staff member of NMHPD, who will oversee the 
grant project and will be the Subgrantees' main point of contact at NMHPD from this point forward.   
 

Step 6. Subgrantee accepts grant award and conditions by signing the Project Notification and returning it to 
NMHPD.  Development (Bricks and Mortar) projects require a Preservation Agreement or Covenant.  See 
Appendix XII for requirements and outline of document required.   
 
Subgrantee should read this Grants Manual, the Award Letter and the Project Notification.  If you are unable 
to meet any of the grant conditions, or if you disagree with any of the information contained in the Project 
Notification, contact the Grants Coordinator immediately.  Most situations can be rectified quickly and 
informally; major differences may require additional clearance from NMHPD or the National Park Service.  
NMHPD may need to consult with the Cultural Properties Review Committee if challenges cannot be 
rectified.  Subgrantees should remember that almost all of the grant conditions are required under state 
or federal law and cannot be waived under any circumstances, including the time period for the grant 
project which follows the federal fiscal year (October 1 – September 30).   
 
If the conditions attached to the project cannot be met, NMHPD reserves the right to reduce the funding 
award or cancel the grant offer and reallocate funds to another project.   
 
Subgrantees who are able to meet the requirements of the grant award should return the signed Project 
Notification form to NMHPD by the deadline indicated on the Project Notification.  Grant awards not 
accepted by the deadline indicated on the Project Notification are subject to withdrawal and funds may be 
offered to other applicants.   
 

Step 7. Subgrantee & NMHPD draft Grant Agreement.  Grant Agreement includes the Grant Schedule for 
deliverables and invoices and establishes a Grant Budget for the project.  Subgrantee must also submit 
contracts with proposed Contractors and Consultants to NMHPD for review and approval. 
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The NMHPD Staff (Technical Reviewer and Grants Coordinator) will draft a Grant Agreement between 
NMHPD and Subgrantee for the grant project.  The Grant Agreement is a contractual document that 
includes project-specific information from the Project Notification and Grant Application outlining what the 
grant deliverables and the amount to be paid for services rendered.  The applicant’s Project Narrative, 
Project Schedule and Project Budget will be used in drafting the Grant Agreement.   
 
The Grant Agreement will be forwarded to Subgrantee for review and acceptance.  The Grant Agreement’s 
Scope of Work, Grant Schedule, and Grant Budget may be revised as needed.  In consultation with NMHPD, 
Subgrantee should develop a Grant Schedule that is reasonable for the grant project and includes grant 
deliverables, progress reports and invoices submitted at regular intervals.  If the conditions attached to the 
project cannot be met, NMHPD reserves the right to reduce the funding award or cancel the grant offer and 
reallocate funds to another project.   
 
Project Coordinator & Project Personnel 
One person must be designated as the Project Coordinator who has responsibility for the day-to-day 
administration of the grant project.  This person must be conscientious, reliable, and accessible during 
business hours as they will be NMHPD’s primary point of contact within the subgrantee organization.  The 
Project Coordinator is specifically tasked with keeping the project on schedule, and preparing and 
submitting progress reports and deliverables as outlined in the Grant Schedule. 
 
Depending on the nature of the project, the Subgrantee may have among its existing staff members, a 
person or persons whom complies with the Secretary of the Interior’s Professional Qualifications (see 
Exhibits-A5), with the necessary skills, education, and experience to complete the technical aspects of the 
project.  The Subgrantee may appoint those individual as Key Personnel.  Additional staff members may be 
assigned to assist in the work even if they do not meet the SOI Professional Qualifications.  When the Grants 
Committee reviews applications for grant funding, the Committee will give more weight to a project team 
that has the majority of its members who meet the SOI’s Professional Qualifications.  Specialized Grant 
personnel must meet the requirements set forth in the Grant Announcement. 
 
If the Subgrantee does not have someone on its staff to act as the Project Principal, Subgrantee may procure 
the services of a person qualified to act in this role.  The Project Coordinator may also be the Project 
Principal if the Project Coordinator is skilled for that role.   
 
See Appendix IX for more information regarding hourly rates. This rate is mandated by the National Park 
Service for those funded by HPF grants.  It is equivalent to a GS15, Step 10 Salary, and is based on location.   
 
Work Performed by an Outside Contractor 
When any work is to be performed by an outside contractor (sub-contractor) and will be paid out of the grant 
budget, the Subgrantee must be sure to follow proper procedures for procuring professional services and 
preparing a contract.  Submittal of the contract between the Subgrantee and consultants or contractors is 
required.  Following receipt of NMHPD’s written approval of a proposed contract for services, the subgrantee is 
free to enter into the contract and initiate work.  It is the Subgrantee’s responsibility to ensure that the contract 
is enforceable, that its terms adequately describe the work to be completed, and that the terms of the contract 
are met.   
 
See Appendix V for more information about Procurement and Contracts with Third Parties.  
 
Subgrantee Volunteers 
Volunteer services may be furnished by professional and technical personnel, consultants, and other skilled and 
unskilled labor.  Volunteer services charged to the Grant Budget must be such as will make a meaningful and 
desirable contribution.  Volunteers must possess the required qualifications in the skill or profession involved, 
and must actually perform that special work.  Rates claimed for volunteer services must be consistent with those 
regular rates paid for similar work in other activities of the State Government.   
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State and federal regulations allow volunteer workers to donate their time to the project.  Such work, if included 
in the approved project budget and properly executed and documented, can be used as part of the local in-kind 
matching share required to leverage federal grant funds.  Efforts of volunteers are valued at the Value of a 
Volunteer Hour, by State, 2013 from www.independentsector.org.  See Appendix IS for more information 
regarding volunteer hourly rates.   
 
If the person is volunteering a service on a professional basis, this donation is a “professional in-kind service”.  For 
example, an architect who donates his or her time to complete plans and specifications for a rehabilitation 
project is providing a professional in-kind service.  Although free to the Subgrantee, professional in-kind services 
are worth the value of those same services if procured on the open market.  However, if the same architect 
provides labor outside of their professional field, such as scraping paint, then the donated labor is valued at the 
volunteer rate.  See Appendix IX for Rates. 
 
Grant Budget 
The Grant Budget will be created using the Grant Budget template, a MSExcel file available for download on the 
Grants or Certified Local Government pages on the NMHPD website.   
 
Grants will be matched as follows:  Historic Preservation Grants and Specialized Grants on a 60% federal/40% 
applicant basis; CLG Grants on a 50% federal/50% applicant basis.  Other than Community Development Block 
Grant (CDBG) and revenue sharing funds, no federal funds may constitute the match.   
 
See Appendix VIII for more information on how to create a budget and Exhibits - A3 for the budget format. 
 
Grant Schedule & Budget 
It is important for the Subgrantee to have sought reimbursement for part of the project costs along the way so as 
to avoid financial hardship.   
 

Step 8. Subgrantee signs Grant Agreement in BLUE INK; returns five signed copies to Grants Coordinator at NMHPD. 
 
Upon agreement of the terms of the Grant Agreement, Subgrantee signs five copies of the Grant Agreement 
using a pen with BLUE INK.  Subgrantee returns all five signed copies to NMHPD.  Upon completion of the Grant 
Agreement review, signing, and establishment of a Purchase Order, Subgrantee will receive an original signed 
copy of the Grant Agreement.  Grant Agreement will also include two forms that are required by the federal 
government – the Certifications Regarding Debarment, Suspension and Other Responsibility Matters, Drug-Free 
Workplace Requirements and Lobbying and Assurances – Non-Construction Programs.  Five copies of these 
(included in the Grant Agreement) must be signed in BLUE INK by the project contact. 
 

Step 9. State Historic Preservation Officer signs Grant Agreement; NMHPD submits Grant Agreement to the State of 
New Mexico Administrative Services Division for processing a Purchase Order. 
 
After the State Historic Preservation Officers signs the Grant Agreement, NMHPD will submit the Grant 
Agreement to the State’s Administrative Services Division who will process the grant agreement and issue a 
Purchase Order. This process can take from two  to six weeks, be sure to plan accordingly.  

 
Step 10. After the Purchase Order has been established, NMHPD notifies Subgrantee that work may start when 

Subgrantee receives original copy of signed Grant Agreement. 
 
Once a Purchase Order has been established and Subgrantee is in receipt of an original copy of the signed 
Grant Agreement, work may start.  Any work that begins prior to receipt of the signed Grant Agreement is 
not eligible for reimbursement.  Work on the project prior to Grant Agreement completion may be 
unnecessary, inadequately documented, in violation of the Secretary of the Interior’s Standards and 
Guidelines, not within the approved Scope of Work and will not qualify for reimbursement.   

 

http://www.independentsector.org/
http://www.nmhistoricpreservation.org/programs/clg.html
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Step 11. Subgrantee starts work, reviewing Grant Schedule and submitting deliverables, invoices and grant reporting 
documents per the Grant Schedule. 
 
The Subgrantee’s staff, volunteers, and/or contractors may begin work on the project following the receipt 
of the signed and executed Grant Agreement, which will be accompanied by a copy of the Purchase Order 
from the State of New Mexico, Department of Cultural Affairs.  It is imperative that the work is necessary 
and useful to the project, that it is done by someone with the requisite knowledge, training, and skills, and 
that the effort put forth is properly documented.   
 
Subgrantee will work closely with the Technical Reviewer on the work of the grant.  Subgrantee should 
review Grant Schedule to ensure that the schedule will be met on time and to plan accordingly.  Subgrantee 
is responsible for all administrative aspects of the project, including project deadlines, eligible costs, 
procurement procedures, and financial reporting.   
 
You are encouraged to contact your Technical Reviewer whenever questions arise; it is better for both the 
State and the Subgrantee to identify and resolve problems as soon as they arise.  As deliverables are 
submitted the Technical Reviewer or other NMHPD Staff will review documents to ensure that the project is 
on target per the Grant Agreement and are meeting the Secretary of the Interior’s Standards.  The Technical 
Reviewer will provide comments regarding the deliverables and recommend payment of invoices or a halt to 
payment if changes are needed. 
 
Subgrantee should reference the Grant # on all submitted deliverables and invoices as well as 
correspondence between Subgrantee and Technical Reviewer and Grants Coordinator.   
 
If the Subgrantee’s project is behind schedule NMHPD Staff may require the Subgrantee to submit 
additional documentation of the progress of the grant.  Progress Reports are brief one-page reports and 
should not be difficult to complete assuming work is progressing adequately and that some measure of 
financial and administrative control is in place.  The Technical Reviewer will review the Subgrantee progress 
reports to ensure Subgrantee compliance with all conditions, and to verify that adequate progress is being 
made on the grant project.   
 
Reimbursement invoices are required on a period basis.  Subgrantee may submit invoices according to the 
needs of their particular project and their financial situation as it is identified in the Grant Schedule.  Most 
invoices are tied to the submittal of other deliverables, thus reimbursement is often reliable on the 
completion of project milestones and submittal of deliverables.   
 
All Subgrantees are requires to follow the Grant Schedule and submit grant reporting documents per that 
schedule.  All Subgrantees are required to file a final invoice within sixty (60) days of completion of the 
project.  Failure to submit the final invoice within sixty (60) days of the project completion or end date may 
jeopardize the remaining grant funds.   
 
The State reserves the right to withhold payment if it has legitimate concerns and/or reasons to question 
the subgrantee’s ability to conclude the project successfully.  See Appendix IV and Exhibits B-2 and B-3 for 
information on preparing reimbursement invoice forms.   
 
Failure on the part of the grant recipient to begin the project in a timely manner or to perform as agreed 
may result in NMHPD taking action through a Notice of Default and rescinding the grant.  Depending on the 
terms of the contract between the consultant and the grant recipient, a consultant’s failure to perform 
could leave the grant recipient with costs that would not be reimbursed through the grant.  NMHPD typically 
holds a significant portion for the grant amount in reserve, authorizing disbursement only after it has 
reviewed and accepted grant products and deliverables. 
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Step 12. Subgrantee submits draft products for comment. For draft products, NMHPD will have a minimum number 
of days in which to comment, noted in Grant Schedule.   
 
The terms of many Grant Agreements require that drafts of reports or products be submitted to 
NMHPD/Technical Reviewer.  Projects with multiple products or phased products are still required to submit 
drafts for review prior to the anticipated final product completion date.  
 
Refer to the Grant Schedule for required deadlines and note that all draft products MUST be sent to the 
attention of the Technical Reviewer.  Within the review time outlined in the Grant Schedule the Technical 
Reviewer will review the draft and provide the subgrantee with written comments and request for specific 
revisions and/or corrections.  Subgrantees must address the corrections or revisions and submit a final draft 
for approval per the dates outlined in the Grant Schedule.   
 
National Register Nominations 
National Register nominations require submittal to NMHPD in specific formats – using the NR nomination 
blank in Microsoft Word and precise labelling for photographs in both JPG and TIFF formats.  The Grant 
Schedule will identify the program for draft submittals taking into consideration review by the SR/NR 
Coordinator on NMHPD Staff.   
 
Nominations should be complete when submitted, incomplete nominations cannot be properly reviewed.  
Nominations must pass technical review before moving on to substantive review. Technical review may 
sometimes take less than thirty (30) days, but this depends on the size and nature of the nomination.  The 
NR/SR Coordinator will provide comments in writing to the Subgrantee indicating the necessary corrective 
actions or work needed to improve the nomination.   
 
While NMHPD can usually help the Subgrantee make the necessary improvements, the Subgrantee should 
note that program regulations prevent NMHPD from paying for inadequate or inferior work.  Costs of 
making corrections after the project end date are NOT eligible for reimbursement and must be borne by 
the Subgrantee.  Note that Subgrantees who fail to bring a project to completion in compliance with state 
and federal guidelines may be required to repay to the State all grant funds received.   
 

Step 13. Subgrantee submits final products for approval.  NMHPD reviews all final products for compliance with 
Grant Agreement and the Secretary of the Interior’s Standards. 
 
After comments have been received from NMHPD, the Subgrantee must make the appropriate changes and 
submit a final draft version for review and approval.  The final draft must usually be submitted thirty (30) 
days after the receipt of NMHPD’s comments, but Subgrantees should refer to their Grant Schedule to 
determine the exact due date.   
 
Subgrantee must submit the completed project within the time frame specified in the Grant Agreement.  
Completed grant products will be reviewed by the project’s Technical Reviewer and Grants Staff for 
compliance with the Secretary of the Interior’s Standards and other state and/or federal program 
requirements.   
 
If final products are found to not comply with the terms of the Grant Agreement and/or the Secretary of the 
Interior’s Standards, NMHPD has the right to request a revision to the final products until they meet the 
standards set forth in those documents.  NMHPD also has the right to withhold payment until final products 
meet standards. 
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Step 14. Subgrantee identifies that changes are needed to the Scope of Work, Grant Budget, or Grant Schedule.   
 
A Subgrantee may find that circumstances encountered while working on a project are different from those 
expected when the project was conceived and planned.  The magnitude of the project may vary; inclement 
weather or turnover in Subgrantee’s staff may affect the progress of the work. The Technical Reviewer 
should be notified of any situation that might affect the cost, timeliness, or proper completion of a grant-
assisted project.  It may be determined that the Subgrantee should formally request changes to the project 
budget, schedule, or scope of work.   
 
Timeliness 
Timeliness is a factor of grant performance that NMHPD and the NPS consider to be of great importance.  
Unforeseen circumstances sometimes affect a Subgrantee’s ability to perform in accordance with the 
original schedule.  In such cases, the Subgrantee must advise the Technical Reviewer and request a revised 
schedule, which may include a new project end date (DEADLINE CANNOT BE EXTENDED BEYOND THE 
FEDERAL FISCAL YEAR – SEPTEMBER 30).  NMHPD will consider revising schedules when the need stems 
from a situation that could not have been foreseen.  Therefore, the Subgrantee is strongly urged to monitor 
the grant progress to help avoid the need for schedule change.   
 
Subgrantee is encouraged to contact the Technical Reviewer whenever needed changes arise in a project.  If 
needed, the Grants Coordinator will assist with changes to the Grant Agreement.   
 

Step 15. Subgrantee contacts NMHPD to negotiate changes; if changes are acceptable within HPF Funding guidelines 
an amendment may be issued; NMHPD drafts amendment and forwards to Subgrantee. 
 
The Technical Reviewer, Subgrantee and Grants Coordinator will work together to identify if an Amendment 
is required to the Grant Agreement.  If an Amendment is required, the Amendment will outline the 
proposed changes to the Grant Agreement and must be signed by the Subgrantee and the State Historic 
Preservation Officer.  If the Amendment requires a change in the budget, the Amendment will be submitted 
to the Administrative Services Division requiring a revision to the amount of the existing Purchase Order.   
 
In some cases, changes to a Subgrantee’s budget, schedule, or scope of work can be approved by the State 
alone.  In other instances, however, the State may need to receive written concurrence from the National 
Park Service or the State’s Administrative Services Division.  In such situations, the Grants Coordinator will 
prepare and file a Project Notification Amendment with the National Park Service.  If approved, the Grants 
Staff will supply to the subgrantee a copy of this form with the State’s letter approving of the requested 
changes.  Note that this can be a lengthy process.   
 
There may be instances in which the changes requested are unwarranted, or are considered not be in the 
best interest of NMHPD.  In such cases, the State reserves the right to require adherence to the original 
Grant Agreement, to reduce or cancel the grant funding, or to negotiate a compromise acceptable to all 
parties.   
 

Step 16. Final grant products are submitted along with final reimbursement invoices; if final deliverables are 
approved, invoices will be submitted for payment. September 30 of the grant year is the final deadline.  NO 
EXTENSIONS WILL BE GRANTED. 

 
Final grant products are submitted along with final reimbursement invoices; if final deliverables are 
approved, invoices are recommended for payment. The product created with grant funding will be reviewed 
for professional quality and adherence to state and National Park Service standards.  Subgrantees will be 
notified, in writing, if products are acceptable.  In instances where corrections must be made, NMHPD will 
work the Subgrantee to bring the product into compliance in a timely manner.   
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 When all grant project work has been completed, the Subgrantee should prepare and submit the final 
reimbursement invoice by the deadline specified in the Grant Agreement.  Retention of a portion of the 
grant award is normally withheld until the final products have been approved of the project site has been 
inspected by NMHPD Staff.  Subgrantees who fail to submit their final invoice within sixty (60) days of the 
project completion or end date may jeopardize part of all of their remaining grant funds.   

 
If all project work has been properly completed, within thirty (30) days of the final project being approved, 
the final reimbursement invoice will be submitted for payment.  Final invoices submitted after October 15 
of the grant year will not be reimbursed. 
 
Corrective Action/Termination 
If NMHPD determines that the Subgrantee is not in compliance with the terms and conditions of the grant 
due to reporting problems (such as failure to submit Progress Reports, supply financial documentation, or 
respond to requests from Grants Staff or the Technical Reviewer) or performance problems (such as failure 
to make adequate progress toward timely completion of the project, failure to make requested changes, or 
failure or inability to produce work that meets the Secretary of the Interior’s Standards), the Subgrantee will 
be required to take corrective action. 
- Grants Staff will advise the Subgrantee of problems and detail the reasons for the requested corrective 

actions in a letter. 
- Each grant is a unique project with different circumstances; the Grants Staff and Technical Reviewer 

handle each grant accordingly.  The details of the corrective action requested will be project- and 
situation- specific. 

- The Subgrantee will have up to thirty (30) days in which to respond to any correspondence.  If no 
response is made, the initial letter will be followed with more attempts to contact or communicate with 
the Subgrantee.   

- If no sufficient response is received, the Grants Staff may initiate termination proceedings with the 
National Park Service.   

 
Grant Agreements may also be terminated when both parties agree that the continuation of the project 
would not produce beneficial results commensurate with the further expenditure of funds.  Termination 
conditions and effective dates will be agreed upon by both parties.  Subgrantees will be required to refund 
to the State any grant payments made for projects that are not completed, or that do not meet state and 
federal guidelines and requirements.  Grants Staff and Technical Reviewer will determine whether any work 
produced through a terminated Grant Agreement constitutes an acceptable product eligible for federal 
reimbursement. 
- The Grants Staff will order the Subgrantee to return any funds previously received that were not 

expended appropriately in the process of creating an acceptable product. 
- If the Subgrantee fails to return the funds, NMHPD will consult the State of New Mexico, Department of 

Cultural Affairs’ legal counsel, and may ultimately deliver the matter with a request that the State take 
legal action to recover grant funds. 

 
Project End Date – September 30 
All products and projects MUST be completed and approved by September 30.  The grant deadline is not 
negotiable.  Failure to complete the project by September 30 will be documented and will negatively affect 
the reputation of the Project Coordinator, Subgrantee and possibly the Project Personnel.  These factors 
may hurt the organization’s chances of receiving grant assistance from NMHPD in the future. 
 

 
  



 
NMHPD HPF GRANTS MANUAL, PAGE 18 

 
 
 

 
 
 

APPENDICES 
 
 

 
  



 
NMHPD HPF GRANTS MANUAL, PAGE 19 

APPENDIX I: DEFINITIONS 
 
 
Contractor.  The Contractor is the Subgrantee as identified in the Grant Agreement. 
Cultural Resources.  Physical evidence or place of past human activity: site, object, landscape, structure, or a site, 

structure, landscape, object or natural feature of significance to a group of people traditionally associated with 
it.   

Grant Agreement.  An agreement between the New Mexico Historic Preservation Division and the Subgrantee for  
Grant Budget.  The budget for personnel, equipment, and services to complete the grant project, located within the 

Grant Agreement.   
Grant Schedule.  The schedule for the execution of the grant project and located within the Grant Agreement.  Schedule 

should include periodic submittal of grant deliverables and invoices for progressing work.   
Grants Committee.  A Committee of NMHPD Staff that are selected annually to oversee the HPF-funded grant program, 

in addition to their staff position.   
Historic Preservation Fund (HPF).  The Historic Preservation Fund is federal funds administered by the National Park 

Service, Secretary of the Interior.  NMHPD annually receives HPF funding from the NPS  
Historic Resources.  Historic resources are districts, buildings, sites, structures, or objects that exemplify a period of 

history.  Their historical value may be achieved either through association with significant historic events; 
through association with the lives of persons significant in our past; by embodying a particular style, type or 
method of construction; by possessing high artistic values; or by yield, or being likely to yield, information 
important to history or prehistory.  Historic resources are typically fifty years or age or older, but resources of 
lesser age may qualify if they have extraordinary significance.   

In-Kind Services.  In kind services are services by professionals or volunteers who provide work to a grant-funded 
project.  Depending on the type of work being conducted, each professional or volunteer is given an hourly rate 
for their work and this accrued amount can be used as the in kind match to leverage federal grant funds.   

Local Historic District.  In 1978 the New Mexico legislature enacted the New Mexico Historic District and Landmark Act, 
declaring that the historical heritage of this state is among its most valued and important assets and it is the 
intention of the act to empower the counties and municipalities of this state with as full and complete powers to 
preserve, protect and enhance the historic areas and landscapes within their respective jurisdictions.   

Match Requirement.  The funding amount that the local community or grant application raises to leverage the federal 
funds offered through grant programs.  The Historic Preservation Grant Program requires a 40% match of the 
project total; the CLG Grant Program requires a 50% match of the project total.  Match may be cash or in-kind 
volunteer services.   

National Historic Preservation Act (NHPA).  The National Historic Preservation Act (NHPA) of 1966 established the 
governor-appointed position of State Historic Preservation Officer (SHPO) for each state and enumerates a list of 
preservation-related tasks to be carried out by the SHPO and his or her staff. 

National Park Service (NPS).  The National Park Service is a division of the United States Department of the Interior, 
created in 1916 that administers national parks, monuments, historic sites, and recreational areas.   

National Register (NR or NRHP).  The National Register of Historic Places is the official list of the nation’s historic places 
worthy of preservation.  Authorized by the National Historic Preservation Act of 1966, the National Park 
Service’s National Register of Historic Places (“NRHP” or “National Register”) is part of a national program to 
coordinate and support public and private efforts to identify, evaluate, and protect America’s historic and 
archaeological resources. For more information see the National Park Service’s NRHP website.    

New Mexico Historic Preservation Division (NMHPD).  The Division of the State of New Mexico, Department of Cultural 
Affairs, that is designated as the State Historic Preservation Office (SHPO) of New Mexico.  The activities of the 
SHPO are overseen on the federal level by the National Park Service, through which the Division receives funding 
from the Historic Preservation Fund. 

Secretary of the Interior’s Standards (SOI Standards).  The Secretary of the Interior’s Standards for the Treatment of 
Historic Properties guides work on historic resources and the work of grant-funded projects.  The Standards 
address four treatments:  Preservation, Rehabilitation, Restoration and Reconstruction.  The SOI Standards are 
common sense historic preservation principles in non-technical language.  They promote historic preservation 
best practices that will help to protect our nation’s irreplaceable cultural resources.  The Standards are a series 
of concepts about maintaining, repairing, and replacing historic materials, as well as designing new additions or 

http://www.nps.gov/nr/
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making alterations.  The Guidelines offer general design and technical recommendations to assist in applying the 
Standards to a specific property.  Together, they provide a framework and guidance for decision-making about 
work or changes to a historic property.  For more information see Appendix VIII.  

Secretary of the Interior’s Professional Qualifications Standards.  These requirements are those used by the National 
Park Service to define the minimum education and experience required to perform historic preservation projects 
that are funded by HPF funds.  The Professional Standards outline the qualifications for the following disciplines:  
history, archeology, architectural history, architecture, historic architecture.  For more information see Exhibits 
A-5.   

Specialized Grants.  These grants are special grants that the New Mexico Historic Preservation Division has applied for 
and been awarded.  For instance, in 2016, NMHPD is administering a grant via the National Park Service’s 
Underrepresented Communities Grant Program.  The term “specialized grants” may apply to other similar grant 
programs. 

State Historic Preservation Office (SHPO).  The New Mexico Historic Preservation Division is the State Historic 
Preservation Office (SHPO) of New Mexico and encourages reinvestment in New Mexico’s historic buildings and 
districts and proper care of archeological sites.  This ensures that historic resources contribute to the economic 
and cultural vitality of New Mexico.  Established in federal and state law, the SHPO works with property owners, 
government agencies, and other stakeholders to identify, designate, and protect New Mexico’s historic built 
environment and archaeological sites.   

State Historic Preservation Officer.  The Director of the New Mexico Historic Preservation Division and chief personnel 
of the State Historic Preservation Office. 

Subgrantee.  The local entity that receives pass-through funds from the State of New Mexico.  In the Grant Agreement 
the Subgrantee is referenced to as the Contractor.   
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APPENDIX II: Preserving the Enchantment: Sustaining New Mexico’s Cultural Heritage, 2012-2016 
Goals & Objectives 

 
 
Goals and Objectives 
The goals and objectives for 2012-2016 build on the preservation standards and vision articulated in Preserving the Enchantment 
2007-2011.  Our new state plan continues many of its priorities for advancing historic preservation statewide, but more sharply 
focuses on partnerships among tribes; state and federal governments; and public initiatives to enhance local preservation.  
Participants agreed the previous plan’s goals remain relevant and continue to guide preservation of New Mexico’s cultural 
resources, although objectives have been updated to reflect new priorities. 
 
I. Expand and Strengthen Public Knowledge 

A. Over the next several years, the Bureau of Land Management, National Park Service, private land owners and state 
land agencies working with HPD will further partnerships to document historic trails and related resources. 

B. Provide fresh information to inform changing stakeholders about cultural resources in New Mexico and the programs 
available to preserve and build sustainable communities.  Brochures, manuals and other outreach materials will be 
more available on the Internet, social media sites and in print. 

C. Expand use of the upgraded New Mexico Cultural Resources Information System (“NMCRIS”) for preservation planning 
with more subscribers, and create a public portal. 

D. Develop and distribute information and guidance on cultural landscapes, traditional cultural properties, and Acequia 
irrigation districts within the state. 

E. Increase public access to the historic inventory by making Register nominations and related materials available on 
HPD’s website. 

F. Form stronger information-sharing partnerships with DCA, NMHPA, El Camino Real de Tierra Adentro Trail Association, 
Northern Rio Grande National Heritage Area, tribal offices and the Historical Society of New Mexico, sharing e-
newsletters and information affecting preservationists statewide. 

G. Develop more State and National Register nominations in under-represented parts of the state. 
 

II. Fund Historic Preservation 
A. Enact state legislation for a continuing, non-reverting fund for preservation grants to ensure regular availability of grant 

funding. 
B. Increase use of the state and federal preservation tax credit programs and the state loan funds to rehabilitate 

buildings, neighborhoods and communities.   
C. Integrate the MainStreet Revolving Loan Fund into local planning to enhance partnerships with New Mexico 

MainStreet and local project managers. 
 

III. Incorporate Historic Preservation into Community Planning 
A. Strengthen partnerships among municipalities, tribes, counties and the state through workshops, and provide 

preservation tool kits. 
B. Expand opportunities for training of local preservation commissions by partnering with the National Association of 

Preservation Commissions CAMP (Commission Assistance and Mentoring Program) 
C. Increase the number of New Mexico CLG communities.  Mount an information campaign about how this program 

strengthens local preservation and empowers citizens to save their historic resources. 
 

IV. Strengthen Advocacy and Legal Protections for Cultural Resources 
A. Increase outreach to legislators to raise awareness of the extent local communities are engaged in preservation, its 

economic benefits and the variety of partnerships people form to make it happen in their communities. 
B. Integrate preservation into public education curricula statewide to stimulate a new generation of preservationists. 
C. Expand partnerships with federal, state, and tribal governments to develop joint initiatives to advance protection and 

preservation of cultural resources. 
D. Maintain current continuing education credit requirements for professionals listed in the SHPO Directory and clarify 

regulatory language. 
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Preserving the Enchantment: Sustaining New Mexico’s Cultural Heritage, 2012-2016 Goals & Objectives 
Continued 
 
V. Develop a More Inclusive Network of Preservationist 

A. Achieve a better cross-representation of the population by age and ability, and cultural and ethnic heritage. 
B. Increase the number of Tribal Historic Preservation Offices and continue stressing tribal consultation’s importance in 

preserving the state’s heritage. 
C. Collaborate with traditional irrigation associations, Acequias and others to better preserve historic irrigation systems 

and sustain traditional water management and agricultural practices. 
D. Expand the presence of New Mexico SiteWatch in schools. 
E. Continue working with universities and colleges to raise awareness of federal, state, and local preservation program 

and how they can be used to achieve more sustainable communities.   
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APPENDIX III: REQUIREMENTS FOR ALL PROJECTS 
 
 
The following requirements apply to all projects receiving Historic Preservation Fund grant assistance.   
 
The following requirements apply to all projects receiving Historic Preservation Fund grant assistance: 
• The project must be administered in accordance with the conditions, certifications, and requirements listed in this 

Grants Manual and the National Park Service’s HPF Grants Manual, found here.   
• The project must be conducted in accordance with the Grant Agreement. 
• Subgrantees must abide by the fiscal requirements listed in Appendix VI: Allowable and Non-Allowable Expenses. 

Fiscal Requirements, the circulars issued by the Office of Management and Budget (OMB Circulars A-87 and A-122 
found here).   

• Subgrantees must abide by the requirements for procurement, the reimbursement process, and allowable costs as 
listed in Appendix V: Procurement / Contracts with Third Parties, and Appendix VI: Allowable and Unallowable Costs. 

• Press releases must be issued in accordance with Appendix XVII and Appendix XV.   
 
In addition, each project will be governed by all of the following conditions: 
 
Allowable Costs 
Expenditures for this project may be reimbursed under this Agreement only if such expenditures (a) are in payment of 
an obligation incurred during the Agreement period, (b) are necessary for the accomplishment of objectives approved by 
both parties, (c) conform to appropriate federal cost principles, and (d) are not listed as non-allowable in Office of 
Management and Budget (OMB) Circular A-21. 
 
Assignment of Agreement 
This Agreement is not assignable by the Subgrantee Organization or the Department, either in whole or in part, without 
the prior written consent of the other party. 
 
Audits of Records 
The State of New Mexico, the U.S. Department of the Interior, the Comptroller General of the United States, or any of 
their duly authorized representatives shall have access to any books, documents, papers, and records of the Subgrantee 
Organization that are directly pertinent to this specific Agreement, for the purpose of making audit, examination, 
excerpts, and transcription.  Such records shall be maintained for three (3) years after the term of the agreement. 

 
Authority to Bind Contractor 
Notwithstanding anything to the contrary in the Agreement, the signatory for the Subgrantee Organization represents 
that he or she has been duly authorized to execute Agreements on behalf of the Subgrantee Organization and has 
obtained all necessary applicable approval from the Subgrantee Organization to make the Agreement fully binding upon 
the Subgrantee Organization when his or her signature is affixed. 

 
Compliance with Laws 
The Department and the Subgrantee Organization agree to comply with all applicable federal, state, and local laws, 
rules, regulations and ordinances.  All provisions required thereby to be included herein, are hereby incorporated by 
reference, specifically, Office of Management and Budget (OMB) Circulars A-87, A-102, A-133, A-122, and A-110.  The 
Department and the Subgrantee Organization shall comply with Title VI of the Civil Rights Act of 1964, 42 U.S.C. 2000d, 
et seq.; Executive Orders 11246, 11375, and 11764; Section 504 of the Rehabilitation Act of 1973, P.L. 93-112, as 
amended; and the Copeland Anti-Kickback Act, 18 U.S.C. 874. 
 
Conflict of Interest Involving Federal Employees 
The grant recipient will not use any Historic Preservation Fund monies or funds from other sources (applied as a 
matching share) to pay a fee to, or to pay the travel expenses of, current employees of the federal government for 
consultant services, lectures, attendance at program functions (including HABS/HAER participation), or any other activity 
in connection with a grant or any sub-agreement awarded under the grant. Grant recipients are to consult with NMHPD 

http://www.nps.gov/preservation-grants/HPF_Manual.pdf
http://www.whitehouse.gov/omb/circulars_default
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when the potential for such a conflict arises. This prohibition is in accordance with 18 USC 209, which stipulates that 
federal employees whose employment has not terminated will not receive supplemental compensation for their 
services in their capacity as federal government employees.  See HISTORIC PRESERVATION FUND GRANTS MANUAL, 
Chapter 3.   
 
Conflict of Interest Involving State Employees 
No member, officer, or employee of the Historic Preservation Division, including the Cultural Properties Review 
Committee, will have any interest in this agreement or the proceeds thereof, except that such persons may provide 
technical, consultative, or oversight assistance in a voluntary capacity (i.e., unpaid, and the time not charged to the 
required matching share for the Historic Preservation Fund grant). A waiver may be requested if it is determined that 
such an exception will serve to further the purposes of the subgrantee’s overall program.  See HISTORIC PRESERVATION 
FUND GRANTS MANUAL, Chapter 3.  As used in this section: 
 
“Immediate family” means the spouse and the un-emancipated children of an individual. 
 
“Interested party” means: 
1. The individual executing this Agreement; 
2. An individual who has an interest of three percent (3%) or more of the Subgrantee Organization, if the Subgrantee 

Organization is not an individual; or 
3. Any member of the immediate family of an individual specified under subdivision 1 or 2. 
 
“Department” means the New Mexico Administrative Services Division. 
 
“Commission” means the State Ethics Commission. 
A. The Department may cancel this Agreement without recourse by the Subgrantee Organization if any interested 

party is an employee of the State of New Mexico. 
B. The Department will not exercise its right of cancellation under section A above if the Subgrantee Organization gives 

the Department an opinion by the Commission indicating that the existence of this Agreement and the employment 
by the State of New Mexico of the interested party does not violate any statute or code relating to ethical conduct 
of state employees.  The Department may take action, including cancellation of this Agreement consistent with an 
opinion of the Commission obtained under this section. 

C. The Subgrantee Organization has an affirmative obligation under this Agreement to disclose to the Department 
when an interested party is or becomes an employee of the State of New Mexico.  The obligation under this section 
extends only to those facts that the Subgrantee Organization knows or reasonably could know. 

 
Contingency Funds 
No grant funds may be set aside for contingency purposes on Development projects. Grant funds may be paid out only 
toward the actual costs incurred under the line items specified in the Project Notification budget. NMHPD staff will make 
every effort to help grant recipients structure their project, scope of work, bid documents, etc., so as to minimize costs 
and reduce the possibility of being overcharged by contractors. In this way the project will be able to stay as close as 
possible to the original budget. These practices should help to minimize unforeseen costs, and therefore cancel the need 
for contingency funds. If unforeseen costs arise that push the project over budget, the NMHPD staff will make every 
effort to reallocate additional funds to this project, if such funds are available at the end of the grant cycle. However, it is 
the grant recipient’s responsibility to bear all costs over and above the project budget. Therefore, it is in the best 
interest of both the subgrantee and NMHPD to work to keep costs as low as possible, to investigate potential problems 
that could affect the overall project budget, to work to mitigate these problems, and to schedule work items or modify 
the scope of work to accommodate such situations. 
 
Contingent Fees 
No person, agency, or other Subgrantee Organization may be employed or retained to solicit or secure a grant or Grant 
Agreement upon agreement or understanding for a commission, percentage, brokerage, or contingent fee. For breach or 
violation of this prohibition, the State will have the right to annul the grant without liability or, at its discretion, to 

http://www.nps.gov/preservation-grants/HPF_Manual.pdf
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deduct from the grant or otherwise recover the full amount of such commission, percentage, brokerage, or contingent 
fee, or to seek such other remedies as may be legally available. 
 
Convict Labor 
In accordance with Executive Order 11755, no person undergoing a sentence of imprisonment at hard labor will be 
employed on any grant-assisted project. (Labor performed by state prisoners who are on work-release, parole, or 
probation does not fall under this prohibition.) 

 
Design and Implementation of Project 
The Subgrantee Organization shall be solely responsible for the proper design and implementation of the project as 
described in the Project Notification Form. 
 
Disclosure of Information 
Grant recipients should be aware that information provided to the State in the course of this grant (including financial 
documentation) is considered to be public record and subject to disclosure under New Mexico’s Public Record Law and 
the Freedom of Information Act, 5 USC 552 (unless the grant recipient is determined to be exempt and information is 
not to be disclosed under those statutes or Section 301 of the National Historic Preservation Act). In addition, the State 
and the National Park Service have the right, unless otherwise specified in the grant agreement, to use and disclose 
program and project data. However, there may be some information that a grant recipient may wish to remain 
confidential. Such items must be clearly and prominently identified to the State at the time the information is within the 
limits imposed by state and federal regulations on public disclosure. Note that the State retains the right not to reveal 
the exact location of historic, architectural, or archaeological sites identified as a result of a grant assisted project if the 
State feels that this is necessary for the protection of such sites. 
 
Discrimination in Employment Prohibited 
In all hiring or employment made possible by or resulting from grant awards, each employer: 
• Will not discriminate against any employees or applicants for employment because of race, color, religion, sex, age, 

or national origin; and 
• Will take affirmative action to ensure that applicants are employed, and that employees are treated without regard 

to their race, color, religion, sex, age, or national origin during their employment. 
 
This requirement applies to, but is not limited to, the following: 
• Employment promotion, demotion, or transfer; 
• Recruitment; 
• Layoff or termination; 
• Rates of pay or other forms of compensation; and 
• Selection for training, including apprenticeship. 
 
The grant recipient will comply with all applicable statutes and Executive Orders on equal employment opportunity. 
Grant awards will be governed by the provisions of all such statutes and Executive Orders, including (but not limited to) 
enforcement provisions as implemented by Department of the Interior policies, published in 43 CFR 17. 
 
Drug-Free Workplace 
The Subgrantee Organization hereby covenants and agrees to make a good faith effort to provide and maintain a drug-
free workplace.  The Subgrantee Organization will give written notice to the State within ten (10) days after receiving 
actual notice that an employee has been convicted of a criminal drug violation occurring in the Subgrantee 
Organization’s workplace. 
 
Dual Compensation 
If a grant recipient’s staff member or consultant is involved simultaneously in two or more projects supported by any 
federal funds, and compensation on either project is based upon a percentage of time spent, the total compensation 
from any federal funds during this period of dual involvement is limited to an amount not to exceed 100% of that 
person’s time. 
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Energy Conservation 
Subgrantee must promote and achieve energy conservation in its grant agreement operations.  Subgrantee must utilize 
to the maximum extent practicable the most energy-efficient equipment, materials, and construction and operating 
procedures available.   
 
Flood Insurance  
 
Examination of Records 
The State of New Mexico, the U.S. Department of the Interior, the Comptroller General of the United States, and/or any 
of their authorized representatives will have the right of access to any books, documents, papers, or other records of the 
grant recipient that are pertinent to the grant in order to make audit, examination, excerpts, and transcripts as 
described in Appendix F: Fiscal Requirements. 
 
Force Majeure 
In the event that either party is unable to perform any of its obligations under the Grant Agreement -- or to enjoy any of 
its benefits -- because of natural disaster or decrees of governmental bodies not the fault of the affected party 
(hereinafter referred to as a Force Majeure Event), the party who has been so affected shall immediately give notice to 
the other party and shall do everything possible to resume performance.  Upon receipt of such notice, all obligations 
under the Grant Agreement shall be immediately suspended.  If the period of nonperformance exceeds thirty (30) days 
from the receipt of notice of the Force Majeure Event, the party whose ability to perform has not been so affected may, 
by giving written notice, terminate the Grant Agreement. 
 
Governing Laws 
This Agreement shall be construed in accordance with and governed by the laws of the State of New Mexico and suit, if 
any, must be brought in the State of New Mexico. 
 
Hiring Practices 
All persons engaged to work on a grant assisted project, either as regular paid staff members of the grant recipient or as 
consultants hired on a contractual basis, must be selected in accordance with appropriate competitive and 
nondiscriminatory procurement standards as described in Appendix V: Procurement & Contracts with Third Parties. 

 
Indemnification 
The Subgrantee Organization agrees to indemnify, defend, and hold harmless the State of New Mexico and its agents, 
officers, and employees from all claims and suits including court costs, attorney’s fees, and other expenses caused by 
any act or omission of the Subgrantee Organization and/or its subgrantees, if any.  The State shall not provide such 
indemnification to the Subgrantee Organization. 

 
Independent Contractor 
Both parties hereto, in the performance of this Agreement, will be acting in an individual capacity and not as agents, 
employees, partners, joint ventures, or associates of one another.  The employees or agents of one party shall not be 
considered or counted as members of the other party for any purposes whatsoever.  Neither party will assume any 
liability for any injury (including death) to any persons, or any damage to any property arising out of the acts or 
omissions of the agents, employees, or subcontractors of the other party. 
 
In-Kind Services 
Cash or in-kind contributions will be accepted as part of the grantee’s matching share if they are: 

- Verifiable from the grantee’s records and reported on NMHPD Forms; 
- Not included as matching contributions for any other federally-assisted program or contract; 
- Necessary and reasonable for proper and efficient accomplishment of approved project objectives;  
- Contributed within the project period; 
- Allowable under the applicable federal cost principles (See OMB Circular A-87); 
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- Not paid by the federal government directly or indirectly under another assistance agreement unless authorized 
under the other agreement and the laws and regulations to which the other agreement is subject;  

- Specified in the approved Grant Agreement between the state and grantee; 
- Fairly valued and of such nature that, if the federal share had been used to pay for the contributions, the 

grantee would have incurred an allowable cost.   
 
Lobbying 
No part of the money appropriated by any enactment of Congress will, in the absence of express authorization by 
Congress, be used directly or indirectly to pay for any personal service, advertisement, telegram, telephone, letter, 
printed or written matter, or other device, intended or designed to influence in any manner a Member of the U.S. 
Congress, to favor or oppose, by vote or otherwise, any legislation or appropriation by Congress, whether before or after 
the introduction of any bill or resolution proposing such legislation or appropriation; but this will not prevent officers of 
employees of the United States or its Departments or Agencies or employees of the State of New Mexico from 
communicating to Members of Congress at the request of any Member, or to Congress through the proper official 
channels, requests for legislation or appropriations that they deem necessary for the efficient conduct of public 
business. 
 
Non-Collusion and Acceptance 
The subgrantee’s signatory attests, subject to the penalties for perjury, that he or she is the representative, agent, 
member or officer of the Subgrantee Organization, that he or she has not, nor has any other member, employee, 
representative, agent or officer of the firm, company, corporation or partnership represented by him or her, directly or 
indirectly, to the best of his or her knowledge, entered into or offered to enter into any combination, collusion or 
agreement to receive or pay, and that he or she has not received or paid, any sum of money or other consideration for 
the execution of this agreement other than that which appears upon the face of the agreement. 
 
Nondiscrimination 
Pursuant to New Mexico Code and Title VI of the Civil Rights Act of 1964, the Subgrantee Organization and its 
subgrantees shall not discriminate against any employee or applicant for employment in the performance of this 
Agreement.  The Subgrantee Organization shall not discriminate with respect to the hire, tenure, terms, conditions or 
privileges of employment or any matter directly or indirectly related to employment, because of race, color, religion, 
sex, disability, national origin or ancestry.  Breach of this covenant may be regarded as a material breach of contract.  
Acceptance of this Agreement also signifies compliance with applicable Federal laws, regulations, and executive orders 
prohibiting discrimination in the provision of services based on race, color, national origin, age, sex, disability, or status 
as a veteran. 

 
The Subgrantee Organization understands that the State is a recipient of federal funds.  Pursuant to that understanding, 
the Subgrantee Organization and its subgrantees, if any, agree that if the Subgrantee Organization employs fifty (50) or 
more employees and does at least $50,000.00 worth of business with the State and is not exempt, the Subgrantee 
Organization will comply with the affirmative action reporting requirements of 41 CFR 60-1.7.  The State of New Mexico 
shall comply with Section 202 or Executive Order 11246, as amended, 41 CFR 60-250, and 41 CFR 60-741, as amended, 
which are incorporated herein by specific reference.  Breach of this covenant may be regarded as a material breach of 
contract. 
 
Section 504 of the Rehabilitation Act of 1973 (Public Law 93-112, as amended,  29 USC 794 et seq.) and the Americans 
with Disabilities Act (ADA) require that no qualified disabled individual is solely, by reason of disability, excluded from 
participation in, denied the benefits of, or subjected to discrimination under any program or activity receiving federal 
assistance. Grant recipients must operate their grant-assisted program so that the program, when viewed in its entirety, 
is readily accessible to and usable by qualified disabled persons. In addition, no qualified disabled person will, on the 
basis of disability, be subjected to discrimination in employment under the grant program.  If any person believes that 
he or she has been discriminated against in any program, activity, or facility receiving federal assistance, or if anyone 
desires further information regarding Title VI or Section 504, they should write to: Director, Equal Opportunity Program, 
National Park Service, 1849 C Street, N.W., Washington, D.C. 20240. 
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OMB Circulars 
Compliance with Office of Management and Budget Circulars will be required as outlined in the Award Letter. Copies of 
specific circulars can be obtained from EOP Publication Services, Office of Management and Budget, 725 17th Street 
NW, Room 2200, Washington, D.C.  20503, phone (202) 395-7332 and on the OMB website.   

 
Penalties / Interest / Attorneys’ Fees 
The Department will in good faith perform its required obligations hereunder and, notwithstanding any clause contained 
in this Agreement, does not agree to pay any penalties, interest, or attorney’s fees resulting from this Agreement, 
except as authorized by State of New Mexico laws. 
 
Political Activities 
The grant recipient must administer this project in a manner consistent with the provision of 18 USC 1913; costs 
associated with activities to influence legislation pending before Congress or the State of New Mexico Legislature, 
commonly referred to as “lobbying,” are unallowable as charges to the grant, either on a direct or indirect cost basis. In 
addition, no expenditure of grant funds may be made for the use of equipment or premises for political purposes, 
sponsoring or conducting a candidate’s meeting(s), engaging in voter registration or voter transportation activities, or 
other partisan political activities. 
 
Progress Reports 
The Subgrantee Organization shall submit written quarterly progress reports to the State. The progress report shall serve 
the purpose of assuring the State that work is progressing in line with the schedule, and that completion can be 
reasonably assured on the scheduled date.  The Subgrantee Organization is to use the progress report form contained in 
Exhibit 1:  Subgrantee Progress Report.  Such progress reports must be received by the State no later than the tenth day 
of the month and cover all progress made during the previous quarter.  Failure to submit progress reports according to 
this schedule will result in grant reimbursements being delayed or withheld.  In the event that the project is not making 
adequate progress, NMHPD Grants Staff may require the Subgrantee Organization to submit progress reports on a 
monthly basis. 

 
Publications 
Publications and other public dissemination of information made possible by grant assistance must acknowledge 
support from the National Park Service, U.S. Department of the Interior, and the New Mexico Department of Cultural 
Affairs, Historic Preservation Division by use of the statements listed in Acknowledgment of State and Federal Assistance 
for HPF Grant Products, Appendix XV.   
 
Reports, Records, and Inspections 
The grant recipient will submit financial, progress, and other reports as required by the State. Grant recipients and their 
contractors will permit on-site inspections by state representatives, and will effectively require employees to furnish 
such information as (in the judgment of the State) may be relevant to a question of compliance with grant conditions. 
 
Safety Precautions 
The State assumes no responsibility with respect to accidents, illnesses, or claims arising out of any work performed 
under a grant supported project. The grant recipient is expected to take necessary steps to insure itself and its personnel 
and to comply with the applicable local, state, or federal safety standards, including those issued pursuant to the 
National Occupational Safety and Health Act of 1970. 
 
Scope of Work 
Grant recipients will complete the project according to the proposed scope of work spelled out in the Project 
Notification. A request for a change can be made, but the change will not be enacted unless a scope of work 
amendment is formally requested by the Subgrantee and subsequently approved in writing by the NMHPD. 
 
  

http://www.whitehouse.gov/omb/circulars_default
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Special Conditions 
The terms of the grant award may include standard and/or special provisions that are considered necessary to obtain 
the objectives of the grant, facilitate post award administration of the grant, conserve grant funds, or otherwise protect 
the interests of the state and/or federal government. Any such conditions will be found in the SHPO’s grant Award Letter 
or the Project Notification. Failure to comply with any such conditions may cause disallowance of certain costs. 
 
Subcontracts 
No subcontracts shall be made by either party to the Grant Agreement without the prior written consent and approval 
of the other party or with the NMHPD grants coordinator for work stipulated in the Grant Agreement.  No 
reimbursement payments may be made by the Department to the Subgrantee Organization under the Grant Agreement 
unless all subcontracts have been approved by both parties as set forth above. 
 
Termination 
Either party may terminate the Grant Agreement by providing sixty (60) days written notice to the other party. 
 
Timeliness of Project Work 
The grant recipient must commence work on the project within a reasonable amount of time  Note that adequate 
progress towards the procurement of goods and services must be demonstrated during the first quarter of the project. 
Failure to show demonstrable progress on project procurement during this time may result in cancellation of the grant. 
Even if a proposed project is not set to begin during the first quarter of the program cycle, Subgrantees are still 
responsible for making progress on securing goods and services for the project. Costs incurred beyond the end date of 
the project will not be reimbursed without prior written permission from NMHPD and formal amendment of the project 
dates. No invoices dated after September 30, 2015 will be paid. 
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APPENDIX IV: REIMBURSEMENT 
 
 
Historic Preservation Grants and Specialized Grants are awarded on a matching basis with the federal NMHPD share up 
to 60% of the total project costs and the local share 40%.  Certified Local Government Grants are awarded on a matching 
basis with the federal NMHPD share up to 50% of the total project costs and the local share 50%.   
 
The local match represents that portion of the total project costs not borne by the federal government and is supplied 
by the grantee or other non-federal third parties using cash or in-kind contributions.  Cash contributions represent the 
grantee’s cash outlay, including money contributed to the project by non-federal third parties. In-kind contributions are 
represented by services(professional and volunteers), goods, property, or any combination of the three.   
 
All awards will be paid on a reimbursable basis only. The grantee must have the necessary financial resources available 
to complete the total project.  NMHPD will then reimburse the grantee for eligible project costs.  Reimbursement should 
not be expected for a minimum of six (6) weeks after the required documentation and invoice are submitted and 
approved by NMHPD.   
 
1. Reimbursement Rules 
 

a. Cost Principles.  Funds under this Grant Agreement will be used only to reimburse allowable costs for the 
project work as provided in the Grant Agreement (including work completed by subcontractors).  Amounts 
billed by the Contractor as match will only be considered a qualifying match if the cost is allowable for the 
project as provided in the contract (including work completed by subcontractors).  All costs claimed are 
subject to the terms of this Grant Agreement, including the selected items of allowable costs listed in 
National Park Service, HISTORIC PRESERVATION FUND GRANTS MANUAL, "Chapter 13-Standards for 
Allowability of Costs.  

 
Contractor will use the cost principles appropriate to its status in carrying out the contract.  The following 
OMB Circulars explain the applicable cost principles for each category of contractor (circulars are available 
at the State Library, other libraries in New Mexico, and from HPD): 

 
For State and Local governments or Federally-recognized Indian tribes: 

A-87 Cost Principles (34 CFR 55) 
Including any amendments published in the Federal Register by OMB 

 
For Institutions of higher education (publically-financed colleges or universities): 

A-21 Cost Principles, 
Including any amendments published in the Federal Register by OMB 

 
For Non-Profit Organizations: 

A-122 Cost Principles 
Including any amendments published in the Federal Register by OMB 

 
For For-Profit Organizations, other than hospitals 

48 CFR 31.2 Cost Principles, including any amendments published in the Federal Register by OMB 
 

b.  If Contractor has subcontractors, the subcontractors, the subcontractors must follow the principles 
relevant to its category of organization as described above, which may differ from the Contractor’s 
principles 

 
  

http://www.nps.gov/preservation-grants/HPF_Manual.pdf
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c. Indirect Costs.  Notwithstanding the foregoing, the following restrictions will apply regarding INDIRECT 
COSTS: 

 
1. HPD must approve indirect costs prior to contracting. 
 
2. Indirect costs shall be incurred for common or joint objectives that cannot be readily identified with 

specific project activities.  Examples of indirect costs are the salaries of administrative officers, costs of 
operating and maintaining facilities, telephone services, etc. 

 
3. Allowable indirect costs amounts are computed by applying an indirect cost rate to the direct costs of 

the project. 
 
4. Indirect costs are chargeable only if a Contractor has a federally negotiated and approved indirect cost 

rate that extends for the term of this Grant Agreement.  Indirect costs may not exceed negotiated 
rate.  If Contractor seeks to charge indirect costs, the federal rate negotiation agreement must have 
been presented to HPD and approved prior to the execution of this Grant Agreement. 

 
5. Care should be taken that expenses included in the indirect cost pool are not charged to the project as 

direct costs. 
 
6. Indirect costs are not allowable on Grant Agreements awarded to individuals. 
 

d. Allowable Costs 
 

1. Standards for Allowable Costs.  HPD can only reimburse its Contractors (and subgrantees) for eligible 
expenses directly related to Grant Agreement activities identified in the Grant Agreement.  HPD 
reserves the right to approve all Grant Agreement expenses when federal funding or match is 
involved.  Project costs will be considered eligible for reimbursement only if incurred during the 
“TERM” of the Grant Agreement or as stipulated in the Grant Agreement.  Costs must conform to 
appropriate federal and state COST PRINCIPLES (see 1.a., above). 

 
 National Park Service HISTORIC PRESERVATION FUND GRANTS MANUAL, Chapter 12, “Cost Principles 

and Indirect Costs” provides the factors affecting the allowability of costs and “Chapter 13-Standards 
for Allowability of Costs,” provides standards for determining the allowable and non-allowable costs of 
selected items of costs.  In addition, cost items specific to the Historic Preservation Fund program are 
described in Chapter 13. 

 
1. Travel Documentation.  Reimbursement requests from Contractor to HPD for per diem and mileage 

shall conform to the Per Diem and Mileage Act, NMSA 1978, §§ 10-8-1 to 8 (1963, as amended 
through 2009) and the Regulations Governing the Per Diem and Mileage Act, §§ 2.42.2.1 to 14 NMAC,  
in effect at the time the cost was incurred. 

 
2. Reimbursement for Wages and Other Expenditures not Covered by the Per Diem and Mileage Act.  

Reimbursement requests from contractor, and reimbursement to Contractor from HPD, will comply 
with HISTORIC PRESERVATION FUND GRANTS MANUAL, including but not limited to the requirements 
of “Chapter 13 - Standards for Allowable Costs”, 

 
a. Any request for reimbursement for consultant’s wages shall not exceed the maximum hourly rate 

as established based on the daily rate equal to 120 percent for a GS-15, step 10 salary in the 
Federal Civil Service. 
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b. Pay rates will follow the rates established by the State of New Mexico (Classification and Pay Plan, 
State Personnel Board, available on request), where applicable; otherwise, the "going rate" in New 
Mexico will determine the rate of pay.  Where neither of these rates applies, rates should be 
approved by HPD. 

 
c. Officers and employees of a contractor cannot be hired as consultants. 
 
d. Fringe benefits include, but are not limited to, the costs of leave, employee insurance, pensions, 

and unemployment benefit plans. The costs of fringe benefits are allowable to the extent that the 
benefits are reasonable and are required by law. See also limitations on use of indirect costs (1. 
Above). 

 
e. HPD must give prior written approval for any RENTAL OR PURCHASE OF COMPUTER EQUIPMENT; 

stated as a non-allowable expense earlier, and prior HPD approval for any RENTAL OR PURCHASE 
OF NON-COMPUTER EQUIPMENT of five hundred dollars ($500.00) or more (unit cost). 

 
e. Matching Share.  Contractor agrees to make available the necessary funds to complete this Grant 

Agreement by provide matching funds, if required by the Grant Agreement, in accordance with terms set 
forth in sections “COMPENSATION” and “BUDGET” of the Grant Agreement.  Contractor will comply with 
the following:   

 
1. Match requirement.  The match represents the cost of the Grant Agreement that will not be borne by 

federal funds provided by HPD.  HPD generally requires a certain minimum match be contributed by 
the Contractor.  CLG subgrants have a 50/50 match requirement:  for every $1 HPD reimburses the 
CLG, the CLG must present $1 in in-kind and/or cash match.  Historic Preservation & Specialized Grants 
have a 60/40 match requirement.   

 
2. Contractor agrees to be bound by the "matching share" principles as stated in the OMB Circulars 

referred to in sections 1.a. above ("Application of Cost Principles") and section 1.b. above ("Allowable 
Costs"). 

 
3. Sources of Match.  Matching funds may be derived from a variety of sources including cash 

contributions, earned income, nonfederal funds, or in-kind contributions.  In-kind contributions (such 
as donated services, supplies, and space) may be included in the match provided that they are 
documented (including copies of written agreements between Contractor and volunteers and relate 
specifically to the proposed project.  If Contractor wishes to provide its match from an entity or 
entities other than itself, such match support must be received before the project is completed and 
documentation of match type and source included in documentation presented to NMHPD. 

 
4. Compliance with HISTORIC PRESERVATION FUND GRANTS MANUAL.  Contractor will comply with 

National Park Service HISTORIC PRESERVATION FUND GRANTS MANUAL, "Chapter 14-"Matching 
Share," as modified by HPD with regard to contractor's matching share contribution to the HPF grant.  
This includes match of labor, services, material and equipment.  Contractor agrees to bind any of its 
subcontractors by the matching rules to the extent their Grant Agreement requires them to contribute 
match. 

 
5. Documentation and Proof of Payment.  If matching is required, Contractor must provide 

documentation and proof of payment for all expenses submitted for reimbursement.  Contractor will 
evidence match of these items by a fully documented and completed submission to HPD of the 
appropriate billing document(s) (see "Reimbursement Procedures" below). 
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6. Each bill must show sufficient match, if required, for reimbursement.  For EACH reimbursement 
request received, HPD will reimburse the Contractor only to the extent that the Contractor has 
provided enough total match to cover the reimbursement request in the ratio stipulated elsewhere in 
this contract; CLG's must present a minimum of a match equal to the amount it expects as 
reimbursement. 

 
7. All match used to complete a Grant Agreement must be reported to HPD.  All match used to complete 

this Contract, including match that represents amounts beyond the required amount must be 
reported and documented as match and recorded on the appropriate forms (see "Reimbursement 
Procedures" below).  This allows HPD to understand not only how much it costs to do a total project of 
this type and, therefore, plan costs better for future contracts; it allows HPD to count this amount as a 
match in its federal report. 

 
8. When Match Becomes Unavailable.  Contractor agrees to make available the necessary funds to 

complete the Grant Agreement and provide matching funds (if applicable) in accordance with the 
Grant Agreement "COMPENSATION" and "BUDGET" and other terms and conditions of the Grant 
Agreement.  In the event that these matching funds become unavailable, HPD may, in its sole 
discretion, reduce its total funding commitment to the Grant Agreement in proportion to the 
reduction in matching funds.  The contractor further agrees:  1) To the extent that the Grant 
Agreement is funded from sources other than the Historic Preservation Fund through HPD, 
expenditures in furtherance of the Grant Agreement will be pro-rated among all the funding sources 
including HPF in accordance with their percentage of the total project budget; 2) In the extraordinary 
event that HPD has advanced money for this Grant Agreement and the total funding set forth in the 
"BUDGET" is not expended on completion of the Grant Agreement project, HPD will be reimbursed its 
pro-rata share of the unexpended budget. 

 
f. Timing and Amount to be Reimbursed.  Reimbursed requests for all costs must be requested within sixty 

(60) days of the cost having been incurred or the termination date of the Grant Agreement (whichever is 
earlier) unless the amount to be reimbursed is less than $100, in which case that amount will be carried 
forward until the amount owed is $100 or more or until the end of the term.  Even where the total cost 
incurred is less than $100, contractor must, at least every sixty (60) days submit the progress report, 
including a description of expenses, as described in “Narrative Progress & Expenditure Report” (see 2., 
“Reimbursement Procedures,” -below). 

 
g. Certain liabilities of the Contractor.  Liabilities of the Contractor to third parties as a result of termination 

action which are costs of phasing out in accordance with HPD directives or are specifically approved will be 
considered proper expenditure of Grant Agreement funds. 

 
h. Procurement Requirement.  Contractor will comply with the procurement standards as set forth in, 

"Procurement" above. Evidence of compliance with federal competitive procurement standards for 
professional contracts and subcontracts and for materials and equipment and of compliance with the 
requirements of this Grant Agreement will be submitted before expenditures billed will be eligible for 
reimbursement. 

 
i. Final Billings.  A final bill will bear the words "INVOICE" or “REIMBURSEMENT REQUEST” on its Request for 

Reimbursement, Exhibits - B2.  When requesting final reimbursement, the Contractor must certify that ALL 
deliverables have been submitted to HPD as required by the terms of the Contract.  A copy of the form to 
be used for this certification is found in "Contract/Subgrant Completion and Closeout Certification" (See 
Exhibits – B5).  In order to be reimbursed HPD must receive the "Final Project Report" (see Exhibits – B6). 
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j. Unless specifically agreed to by the parties to this Grant Agreement in writing as a separate writing in this 
Grant Agreement or as an amendment to this contract, A MINIMUM OF 30% OF THE HPD SHARE 
(REIMBURSABLE) AMOUNT WILL BE WITHHELD UNTIL ALL DELIVERABLE ITEMS ARE SUBMITTED AND 
ACCEPTED AS COMPLETED BY HPD. 

 
k. Limitations on Expenditures.   
 

1. Expenses charged against HPF/HPD funds may not be incurred prior to the effective date of the Grant 
Agreement or subsequent to the contract’s end date, and may be incurred only as necessary to carry 
out the purposes and activities of the approved Contract. 
 

2. Expenditures may not exceed the maximum limits shown on the Grant Agreement or its amendments. 
 

3. The Contractor assumes fiscal liability, without recourse to the HPD, for all commitments that exceed 
the funds provided in the Contract.  
 

4. Only deliverables complying with the applicable Secretary of the Interior Standards and Guidelines for 
Archaeology and Historic Preservation, where applicable, are eligible for reimbursement. 
 

5. Billings will be reimbursed only if Contractor has signed the 1) Non-construction assurance and 2) 
Certifications Regarding Debarment, Suspension and Other Responsibility Matters, Drug-Free 
Workplace and Lobbying or their equivalent.  The signed assurances must be attached to the grant  
contract.  
 

6. Billings will be reimbursed only if Contractor has complied with the requirement of 36 CFR 61, 
Appendix A to the extent required in the contract.  
 

7. Expenses charged against Grant Agreement funds may be incurred only for eligible costs in accordance 
with NPS directives, National Park Service  HISTORIC PRESERVATION FUND GRANTS MANUAL and this 
Contract.  
 

8. Only those items listed in the scope of work and completed during the Contract’s term are eligible for 
reimbursement. 
 

9. Dual compensation.  If Contractor or Contractor's staff member is involved simultaneously in two or 
more projects supported by any federal funds, and compensation on either project is based upon 
percentage of time spent, he or she may not be compensated for more than one hundred percent 
(100%) of his/her time for the one or the combination of the projects.   

 
2. Reimbursement Procedures (REQUESTS FOR REIMBURSEMENT): 

 
a. Requests for reimbursement must include: 

 
1. Progress Report.  Contractor shall attach a progress report with each request for reimbursement [See 

Exhibits - B1 & B2].  Such a report shall accompany each request for reimbursement.  No request for 
reimbursement will be reimbursed if the costs were incurred more than sixty (60) days prior, unless 
HPD agrees to allow reimbursement in writing beforehand.   

 
2. Billings/Costs for reimbursement and matching share.  HPD will only pay reimbursements that have 

sufficient documentation and that is supported by an approved purchase order and invoice by the 
supplier evidencing the propriety of each payment. 

 

http://www.nps.gov/preservation-grants/HPF_Manual.pdf
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Contractor must include a certification with all submissions for reimbursement, stating that all costs 
incurred are necessary, true, and correct in all respects, that all costs claimed are for appropriate 
purposes and conditions of the Contract, and that they have not been nor will they be claimed as 
reimbursable costs through other sources aside from the matching share for this project. 

 
When submitting a request for HPD reimbursement, Contractor shall provide the following items, 
forms are available on the HPD Grants website for download: 
 
a. Invoice.  See Exhibits – B3.  Invoice must be on letterhead and include the address that is shown 

on the State of New Mexico, Purchase Order.  Invoice must be for the total amount requested in 
the Request for Reimbursement Form, Exhibits – B2.  An original invoice must be received by HPD 
via mail and the invoice must be signed in BLUE INK.   

b. Request for Reimbursement. See Exhibits – B2.  The PRR is required for submittal of an invoice as it 
lists all of the items that are to be paid – labor, volunteer/donated labor, materials, travel, 
miscellaneous expenses, etc.  If labor is included, a time sheet must be compiled for each 
employee requesting payment or for documentation of in-kind match. 

c. Time Sheets for All Grant Project Staff (paid, volunteer/donated labor).  See Exhibits – B4.  The 
timesheet form must be used for all who work on the grant project – both Project Team members 
and volunteer/donated labor.   

d. Additional forms.  If grant project includes donated material, rental space, equipment use 
complete the Donated Items form, Exhibits – B8.   

e. Cash Match Form, see Exhibits -  B7.  Complete this form to provide information and certify cash 
match. 

 
 Contractor shall properly back up these forms in the following manner:   

a. Proper source documents will accompany the sheets and forms mentioned in 1) through 3) above.  
See "Source Documents" below.  

 
and the required signature as follows: 
b. For each billing and/or presentation of cash match, an original signature and total amount 

requested must appear together on one document.  The Cost Summary Sheet is a form that 
satisfies this requirement. 

 
Where appropriate, Contractor shall supply the following:   
c. Evidence of compliance with federal competitive procurement requirements; and 

 
d. Evidence that all work to be reimbursed has been completed.  This can be noted in a progress 

report to be submitted with the reimbursement request (see Exhibits – B1, Progress Report). 
 

IF CONTRACT IS A FIXED FEE CONTRACT, AS TO REIMBURSIBLE SHARE, A SIGNED INVOICE SUFFICES AS 
THE BILLING FORM.  MATCH, HOWEVER, MUST STILL BE DOCUMENTED AS ABOVE. 

 
b. Matching Share.  Contractor will evidence match by a properly and completely filled out submission to 

HPD of the billing documents (including source documents) described in the previous paragraphs and, in 
addition, shall provide the following properly and completely filled in documentation or shall be ineligible 
for reimbursement: 

 
1. For donated labor and services.  For donated labor and services use the Time Sheet Form, Exhibits – 

B4:   
 
2. For donated material, rental space, and equipment.  For donated items, please use the Donated Items 

Form, Exhibits – B8.   
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3. For cash match.  Please use the Match Report, Exhibits – B7.   
 

c. Source documents include documents such as invoices, statements, receipts, and corresponding checks, 
canceled checks, time record forms, or federally approved indirect cost documents.  Any item included for 
reimbursement or match must be supported with a source document that serves as back-up for the 
reimbursement request.  Time sheets must be 1) kept, and delivered to HPD when completed, for all 
donated labor and services, and 2) signed by the person donating the time or service and the supervisor.  
Copies of timesheets for non-donated labor and services, signed by the person who completed that labor 
or provided those service(s), must be kept and delivered to HPD when completed.  These documents must 
show the actual hours worked and indicate the basis for determining the rate of the volunteer's 
contribution, and such records determination must kept available for audit for at least three (3) years.   

 
Source documents must be legible and properly filled out.  They are to be arranged in numerical order by 
assigning a number on the source document that corresponds with the source document listing on the 
Request for Reimbursement Form, Exhibits – B2.   

 
d. Travel Documentation, where applicable.  In order to be reimbursed for travel expenses, the Contractor 

must submit an invoice detailing the date, mileage and associated costs with travel.   
 
e. Evidence of compliance with federal competitive procurement requirements, where applicable. 
 
f. Evidence that all project work to be reimbursed has been completed.  This can be noted in a progress 

report to be submitted with the Request for Reimbursement and the Invoice, Exhibits B2 and B3.   
 

HPD will not reimburse incomplete requests or unallowable costs. 
 

Contractor shall direct any questions about reimbursement to the Grants Coordinator or the Technical 
Reviewer assigned to your project.   
 

New Mexico Historic Preservation Division 
407 Galisteo Street, Suite 236 

Santa Fe, NM  87501 
505-827-6320; fax 505-827-6338 
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APPENDIX V: PROCUREMENT & CONTRACTS WITH THIRD PARTIES 
 
 

PROCUREMENT 
 
1. Procurement Standards, Generally.  The Contractor (Subgrantee) may procure only for those professional services 

and purchases so allowed in the terms of the contract.  The subcontracting must follow federal procurement 
standards and procedures or New Mexico procurement standards when they are more stringent than the Federal 
standards.  The following procurement procedures must be followed if costs associated with these procurements 
are to be reimbursed by HPD or considered as allowable match.  A synopsis of federal guidelines for procurement 
is found in the National Park Service HISTORIC PRESERVATION FUND GRANTS MANUAL, Chapter 17-Procurement 
Standards.  
 
Federal and state procurement standards are designed to promote fair and open competition among suppliers of 
professional services, materials, or equipment. The procurement standards address the ways in which contracts 
and subgrants are awarded and the provisions that must be contained in contracts.  All procurement transactions, 
regardless of the dollar value, will be conducted in a manner that provides maximum open and free competition.  
Procurement procedures will not restrict or eliminate competition.  The intent is to ensure that an acceptable 
quality is obtained for a fair and reasonable price. 
 
Contractor shall refer violations of law to HPD and to the local, State, or Federal authorities having proper 
jurisdiction.   
 

2. Federal Affirmative Action Requirements – Minority Business Enterprise (MBE).  MBEs are businesses that are (1) 
at least fifty-one percent (51%) owned by one or more minority individuals, or, in the case of a publicly-owned 
business, at least fifty-one percent (51%) of the stock is owned by one or more minority individuals; and (2) whose 
daily business operations are managed and directed by one or more of the minority owners.  Executive Order 
11652 designates the following:  a. Black American (with origins from Africa); b. Hispanic American (with origins 
from Puerto Rico, Mexico, Cuba, South or Central America); c. Native American (American Indian, Eskimo, Aleut, or 
native Hawaiian); Asian-Pacific American (with origins from Japan, China, the Philippines, Vietnam, Korea, Samoa, 
Guam, the Republic of Palau, the Republic of the Marshall Islands, and the Federated States of Micronesia, 
Northern Marianas, Laos, Cambodia, Taiwan, or the Indian subcontinent); or e. Other groups whose members are 
U.S. citizens and are found to be disadvantaged by the Small Business Administration pursuant to section 8(d) of 
the Small Business Act as amended (15 U.S. C. 637 (d)), or the Secretary of Commerce.   
 
Women's Business Enterprise (WBE).  WBEs are a business concern that a. is at least fifty-one percent (51%) owned 
by one or more women, or, in the case of a publicly owned business, at least fifty-one percent (51%) of the stock is 
owned by one or more women; and b. whose daily business operations are managed and directed by one or more 
of the women owners. Business firms which are fifty-one percent (51%) owned by minorities or women, but are in 
fact managed and operated by non-minority individuals do not qualify for meeting MBE/WBE procurement goals.  
 
The Contractor shall take the following affirmative steps to assure that small, minority and women's business 
enterprises are utilized when possible:  
 
a. Include qualified minority and women's business enterprises on solicitation lists; 
 
b. Assure that small and minority businesses are solicited whenever they are potential sources; 
 
c. When economically feasible, divide total requirements into smaller tasks or quantities so as to permit 

maximum small and minority business participation; 
 
d. Where the requirement permits, establish delivery schedules which will encourage participation by small 

and minority businesses;  

http://www.nps.gov/preservation-grants/HPF_Manual.pdf
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e. Use the services and assistance of the Small Business Administration and the Office of Minority Business of 
the Department of Commerce, as required.  

 
3. Specific Considerations.  In compliance with federal requirements, HPD requires that all Contractors procure 

professional services, materials and equipment according to federal procurement rules or New Mexico’s 
procurement rules, whichever is stricter. Thus, Contractor will procure services, materials, and equipment in the 
following manner:  
 
a. Subcontracts over $50,000.  HPD expects Contractors to procure professional services for fifty thousand 

dollars ($50,000) or less per subcontract.    If a Contractor must procure professional services for more 
than fifty thousand dollars ($50,000) the Contractor may be required to follow different (and most likely, 
more stringent) procurement standards and procedures and must notify HPD.  Contractor and HPD must 
then agree in writing whether and how the parties are to proceed in the procurement process. 

 
b. Professional Services subcontracts of fifty-thousand dollars ($50,000) or less  Contractors will use 

competitive negotiation procedures for procurement of professional services, selecting the most qualified 
competitor, subject to negotiation of fair and reasonable compensation, except in those limited cases 
where non-competitive negotiation may be used (see d., "Non-Competitive Negotiation" below) or in 
cases where HPD requires other methods.  If Contractor would prefer to use a different method of 
procurement, approval must be obtained from HPD prior to commencing the procurement process. 
 
1. Requirements for competitive negotiation.  Procurement through competitive negotiation will satisfy 

all of the following: 
 
a. Selection Basis.  The basis for selection (evaluative factors with their relative weights in the 

selection process), will be agreed to in writing by contractor and HPD.  Especially in procuring 
professional services, lowest price need not be a basis of selection. 

b. Request for Proposal.  Contractor's request for proposal can either be a filled out form copied 
from the RFP Checklist or a proposal in writing providing the same information that will be 
submitted to and approved by HPD in writing (fax or email acceptable) prior to any solicitation.  

c. Request for Proposal – Selection.  Request for proposal including the basis for selection will be 
delivered to potential subcontractors solicited.  This may be achieved by any reasonable means, 
including verbal communication. 

d. Request for Proposal – Response. Contractor may require a written response or may conduct a 
verbal interview with those solicited.  If written responses are requested, HPD must receive those 
prior to execution of the subcontract.  If response is verbal, response must be noted and 
submitted to HPD prior to execution of subcontract. 

e. Proposal Sources.  Proposals will be directly solicited from at least three qualified sources. 
f. Reasonable Requests.  Reasonable requests by other sources to compete will be honored and 

those sources will be provided the same information in the same manner as those directly 
solicited.  An unsolicited source qualifies as one of the three qualified sources, if the source is 
qualified to do the work and the contractor considers this source as a potential subcontractor. 

g. Competitive Negotiation & Small Purchases Contracting Documentation. A completed 
“Competitive Negotiation and Small Purchases Contracting Documentation" form or a written 
statement with the same information will be completed by contractor and this document along 
with a notation as to the desired subcontractor will be delivered to HPD for approval. 

h. Approval.  Upon approval by HPD, an award may be made to the responsible source whose 
proposal is most advantageous to the contractor considering the basis of selection. 

i. Notification.  The following will be promptly notified of the results: 1) HPD; 2) all bidders, 
successful and unsuccessful. 

 
2. Competitive Negotiation.  Competitive negotiation stipulates that proposals are requested from 

professional consultants who appear to be qualified to perform the work and that three individuals are 
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interviewed to work on the Grant Agreement on an hourly or lump sum basis, without necessarily 
submitting a written proposal.  The proposals or interviews will allow interested professionals to 
compete for the project work, by presenting their qualification, previous work experience, and other 
relevant information for consideration and evaluation by the contractor and HPD. 

 
3. Non-bid or other certification of lack of interest satisfies solicitation requirement.  Receipt of a non-bid 

or other certification of lack of interest from sources that do not wish to submit a proposal may be 
considered adequate to satisfy the three-source-solicitation requirement. 

 
c. Materials and Equipment of twenty thousand dollars ($20,000) or less.  Procurement of materials and 

equipment necessary for the completion of the Grant Agreement project must conform to federal small 
purchase procedures and State purchase procedures if the State criteria are more stringent.    Non-
competition negotiation may be used where such circumstances so warrant (see d. below).  The small 
purchase procedures state that price or rate quotations will be obtained from an "adequate number of 
sources," which HPD interprets as at least three qualified sources.  HPD has also determined the cost 
structure for procedures (see immediately below).  Determine an approximate cost, and then make 
contacts based on total cost of the units needed: 

 
1. $0-$299:  Solicitation to 3 or more suppliers communicated by any reasonable means; response must 

be documented and submitted to HPD in order to be reimbursed. 
 

2. $300-$999:  Solicitation to 3 or more suppliers by any reasonable means requesting written responses 
(HPD must give prior written approval for this expense; if purchase is made, copies of the written 
responses must be submitted with the reimbursement request to HPD); and 
 

3. $1,000 or more:  Written specification to 3 or more suppliers requesting written responses (HPD must 
give prior written approval for this expense; if purchased, copies of the written responses must be 
submitted with the reimbursement request to HPD). 
 

4. For costs of $5,000 or more.  No equipment with a per-unit cost of $5000 or more may be purchased 
without prior written approval of HPD.  Equipment purchased for an HPD program becomes the 
property of HPD at the end of the Grant Agreement term, unless other terms are specified. 

 
d. Non-competitive Negotiation.  REQUIREMENTS:  Circumstances in which a Grant Agreement may be 

awarded by non-competitive negotiation are limited to the following: 
 

1. The service/item is available only from a single source. 
 

2. Public exigency or emergency when the urgency for the requirement will not permit a delay incident 
to the competitive solicitation. 
 
A satisfactory justification for use of a sole source must be made to HPD in writing.  As with contracts 
negotiated by other than sole source procedures, sole source contracts must have the prior written 
approval of HPD.  
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CONTRACTS WITH THIRD PARTIES 
 
The following requirements apply to contracts between the Contractor and subcontractor. 
 
1. General Requirements/Information. 

 
a. Definition.  A "third party" means any entity (including individuals) legally distinct from the Contractor or 

any individual not employed by the Contractor other than a volunteer acting directly under Contractor’s 
direction or control.  The third party is also referred to as the “subcontractor”.   

 
b. No suspended/debarred subcontractors.  Subcontract awards shall be made only to responsible 

contractors that possess the potential ability to perform successfully under the terms and conditions of 
proposed procurement.  Contractor shall consider subcontractor integrity, compliance with public 
policy, record of past performance, and financial and technical resources.  (Note:  evidence of default, 
adverse record of past performance, or related factors is necessary to demonstrate lack of 
responsibility.)  Subcontracts cannot be issued to any party that has been suspended by the federal 
government.  It is the responsibility of the Contractor to determine whether a potential subcontractor 
does not qualify to do federally-funded work.  Call HPD to ensure subcontractor is not on the latest "List of 
Parties Excluded from Federal Procurement or Nonprocurement Programs." 

 
c. Subcontracting does not relieve Contractor of Grant Agreement responsibilities to HPD.  Subcontract by 

the Contractor to its subcontractor will not relieve the Contractor of any part of its responsibility to HPD 
under the Contract.   

 
d. Requirement of Personnel under HISTORIC PRESERVATION FUND GRANTS MANUAL.  Work to be 

performed under the subcontract will be completed by qualified individuals in accordance with HISTORIC 
PRESERVATION FUND GRANTS MANUAL and other terms and conditions of this Contract. 

 
e. HPD must approve subcontract prior to execution.  HPD must approve all potential subcontracts (PRIOR TO 

EXECUTION), including those for professional services, that are necessary for the completion of any Grant 
Agreement project.  Subcontract must be included in the application for grant funds.   

 
f. Types of contracts.  Subcontracts include, but are not limited to, contracts for architectural services, for 

surveys for historic structures and sites, and for archaeological surveys, preservation planning and 
preparation of State Register and National Register nominations. 

 
 All subcontracts must be awarded either on a fixed price basis or on a cost-reimbursable basis with a 

maximum limitation.  Fixed price contracts are used when the subcontractor agrees to provide all products 
specified in the work program within the time period indicated and to the standard of quality required by 
HPD and the HPD contractor, for a guaranteed price. 

 
 In a cost-reimbursable contract, the subcontractor agrees to provide the services necessary to accomplish 

the tasks in the work program for an hourly fee plus certain expenses, up to the maximum limit stated in 
the contract.  Payment is based on actual time spent and cost incurred, up to the maximum limit of the 
contract.  Subcontractors offering services on a cost-reimbursable basis must guarantee as part of the 
Grant Agreement that all work will be performed before the project completion date.   

 
g. Code of Conduct.  The Contractor’s officers, employees, or agents shall neither solicit nor accept gratuities, 

favors, or anything of monetary value from (sub) contractors, potential (sub)-contractors, or parties to 
grant agreements arising as a result of the funding provided through the award between the Contractor 
and subcontractor.  Furthermore, no employee, officer, or agent of the Contractor will participate in the 
selection, award or administration of a Grant Agreement supported by HPF grant funds if a conflict of 
interest, real or apparent, would be involved. 

http://www.nps.gov/preservation-grants/HPF_Manual.pdf
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 Such a conflict of interest would arise when any of the following has financial or other interest in the party 

selected for award: 
 

1. The employee, officer, or agent, 
2. Any member of his/her immediate family, 
3. His or her partner, and/or 
4. An organization that employs, or is about to employ, any of the above.  
 

2. Terms of Subcontracts. Contractors will include the following provisions or conditions in all of their subcontracts 
(see exception below for volunteer services under Contractor's direct control and supervision): 

 
a. Procurement Standards.  The Contractor will include a section requiring subcontractor to comply with the 

federal procurement requirements and the particular requirements set forth in the Procurement section 
of Appendix V.   
 

b. Term.  A term of the subcontract that does not exceed the term of the Grant Agreement between 
Contractor and HPD.   
 

c. Remedies; Penalties.  Effective administrative, contractual, or legal remedies to be used if the 
subcontractor fails to comply with conditions of the subcontract; penalties must be provided. 

 
d. Provisions for termination. Suitable provisions for termination by either party (both for cause and 

convenience), including the manner by which it will be affected and the basis for settlement. 
 
e. Compliance with and statement of non-discrimination.  Representation of compliance by subcontractor 

with and reproduction of the following statement within the subcontract.   
 

This program received Federal financial assistance for identification and protection of historic properties.  
Under Title VI of the Civil Rights Act of 1964, Section 504 of the Rehabilitation Act of 1973, and the Age 
Discrimination Act of 1975, as amended, the U.S. Department of the Interior prohibits discrimination on 
the basis of race, color, national origin, disability or age in its federally assisted programs.  If you believe 
you have been discriminated against in any program, activity, or facility described above, or if you desire 
further information, please write to:   

 
Office of Equal Opportunity 

National Park Service 
1849 C Street, N.W. 

Washington, D.C.  20240 
 

f. Audit Provisions.  All subcontracts will include a provision to the effect that HPD, the Department of the 
Interior, the Comptroller General of the United States, or any of their duly authorized representatives will 
have access to any books, documents, papers, and records of the contractor which are directly pertinent to 
that specific Grant Agreement for the purpose of making audit, examination, excerpts, and transcription.  
Contractors will require subcontractors to maintain all required records for three years after Contractors 
make final payment and all other pending matters are closed. 

 
g. Compliance with standards.  All work conducted under any subcontract will comply with the Secretary of 

Interior Standards and Guidelines for Archeology and Historic Preservation where applicable.  Contracts 
and subcontracts will further comply with all standards as set forth in the Grant Agreement between HPD 
and its contractor. 
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h. Affirmative Action. Like the requirement for the Contractor included in this Supplement, subcontracts will 
also include a section that requires the subcontractor to take the following affirmative steps to assure that 
small, minority and women’s business enterprises are utilized when possible 

 
1. Include qualified minority and women's business enterprises on solicitation lists; 

 
2. Assure that small and minority businesses are solicited whenever they are potential sources; 

 
3. When economically feasible, divide total requirements into smaller tasks or quantities so as to permit 

maximum small and minority business participation; 
 

4. Where the requirement permits, establish delivery schedules which will encourage participation by 
small and minority businesses; 
 

5. Use the services and assistance of the Small Business Administration and the Office of Minority 
Business of the Department of Commerce, as required; and 
 

6. If any subcontracts are to be let, require the prime contractor to take the affirmative steps listed 
above 

 
i. Cost.  Include a budget that separates HPD reimbursable costs from match, if subcontractor is required to 

supply match. 
 
j. Subcontractor billing record.  Subcontractors that are to be reimbursed on an hourly basis must submit the 

same records to the Contractor as the Contractor is required to submit to HPD (including those forms for 
match).  These records must accompany any related billing submitted by Contractor when Contractor is 
submitting its billing to HPD.  Subcontractors must be required to submit the same certification as HPD 
contractor, including those forms for match. 

 
 If subcontract is on a fixed fee basis, only an invoice need be submitted. 
 
k. Cost Principles and Indirect Costs.  Regardless which cost principles apply to Contractor, subcontractors 

must require subcontractors to follow the applicable OMB Circular or CFR, which may be different than the 
OMB Circular or CFR to which Contractor must adhere (see “Reimbursement”, Appendix IV).  

 
 NOTE: Volunteer Services.  A written agreement shall also be executed with third parties performing 

activities without charge to the Contractor where the Contractor directly controls and supervises the 
volunteer and when the value of these contributed services is to be counted towards matching share 
requirements.  Volunteer services may only satisfy the match requirements.  Volunteer services are not 
reimbursable. 

 
The written agreement between the Contractor and its volunteer(s) will at a minimum: 

 
1. State or incorporate by reference all applicable requirements imposed by the terms of the contract. 

 
2. State the activities to be performed by the volunteer, the associated time schedule, policies and 

procedures to be following in carrying out the agreement, establish the unit and corresponding rate of 
in-kind compensation and the maximum amount of matching funds to be generated in completing the 
activities.  (To determine the appropriate value that can be placed on the service to be performed, see 
“Reimbursement” below, Appendix IV.) 
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3. Contain suitable provisions for termination of Grant Agreement by the Contractor, including a 
description of conditions under which the agreement may be terminated because of circumstances 
beyond the control of the Contractor or that of the volunteer. 

 
l. Conflict of Interest.  Subcontract shall include the requirements that: 
 

1. Subcontractor shall not use his/her position for the actual or apparent purpose of private gain other 
than payment for services rendered for himself/herself or another person, particularly one with whom 
he/she has family, business, or financial ties.   
 

2. Subcontractor shall not convey inside information that has not become part of the body of public 
information and that would not be available upon request, directly to any person for the purpose of 
private gain for himself/herself or another person, particularly one with whom he/she has family, 
business, or financial ties.  
 

3. Subcontractor shall not, either for or without compensation, engage in teaching, lecturing, or 
writing that is dependent on information obtained as a result of his/her employment with 
Contractor or HPD, except when that information has been made available to the general public or 
will be made available upon request, or when the SHPO gives written authorization for the use of 
non-public information on the basis that the use is in the public interest. 

 
m. Equal Employment Opportunity.  All construction contracts in excess of one hundred thousand dollars 

($100,000) awarded by Contractor or subcontractors shall contain a provision requiring compliance with 
Executive Order 11246, entitled "Equal Employment Opportunity", as amended by Executive Order 
11375, and as supplemented in Department of Labor regulations (41 CFR Part 60). 

 
n. Copeland “Anti-Kickback Act.”  Contracts for construction or repair shall include a provision for 

compliance with the Copeland “Anti-Kickback” Act (18 U.S.C. 874) as supplemented in Department of 
Labor regulations (29 CFR Part 3).  This Act provides that each contractor shall be prohibited from 
inducing, by any means, any person employed in the construction, completion, or repair of public work, 
to give up any part of the compensation to which he is otherwise entitled.  The subcontractor shall 
report all suspected or reported violations to Contractor, which will notify HPD, which will notify NPS. 

 
o. Public Works Minimum Wage Act.  If a subcontract is for an amount of sixty thousand ($60,000) or 

more, for “construction, alteration, demolition, or repair or any combination of these, then the Public 
Works Minimum Wage Act applies and the Contractor and subcontractor must comply with the 
registration requirements pursuant to the Public Works Minimum Wage Act. 

 
p. Davis-Bacon Act.  Subcontractors shall include the requirement that subcontractors comply with the 

provisions of the Davis-Bacon Act when Community Development Block Grant (CDBG) monies are used 
as the nonfederal share of an HPF v or when supplemental funding is provided through a federal 
program to which the Davis-Bacon Act applies.  

 
q. Intellectual Property.  Subcontracts shall include notice of NPS requirements and regulations pertaining 

to reporting and patent rights under any Grant Agreement involving research, developmental, 
experimental, or demonstration work with respect to any discovery or invention which arises or is 
developed in the course of or under such contract, and of NPS requirements and regulations pertaining 
to copyrights and rights in data. These requirements are described in full in Chapter 19 of the Manual. 

 
r. Clean Air Act/Clean water Act.  Subcontracts in amounts in excess of one hundred thousand dollars 

($100,000) shall contain a provision which requires compliance with all applicable standards, orders, or 
requirements issued under Section 306 of the Clean Air Act (42 U.S.C. 1857(h)), Section 508 of the Clean 
Water Act (33 U.S.C. 1368), Executive Order 11738, and Environmental Protection Agency regulations 
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(40 CFR Part 15), which prohibit the use under non-exempt federal contracts, grants, or loans of facilities 
included on the EPA List of Violating Facilities.  The provision shall require reporting of violations to the 
grantor agency (NPS) and to the EPA Assistant Administrator for Enforcement. 

 
s. Energy Efficiency.  Subcontracts shall recognize mandatory standards and policies relating to energy 

efficiency that are contained in the New Mexico energy conservation plan issued in compliance with the 
Energy Policy and Conservation Act of 1975.  NPS may require changes, remedies, changed conditions, 
access and record retention, and suspension of work clauses approved by the Office of Federal 
Procurement Policy. 

 
u. Construction Bonds.  Subcontractors shall adhere to New Mexico requirements relating to bid 

guarantees, performance bonds, and payment bonds unless the construction contract or subcontract 
exceeds one hundred thousand dollars ($100,000).  For subcontracts over one hundred thousand dollars 
($100,000), Contractor must work with HPD to obtain NPS review of State's procedures so that it may 
determine if the federal government's interests are adequately protected (see 43 CFR 12.76 or 43 CFR 
12.948(c)).  

 
1. Definitions 

 
a. Bid guarantee.  A bid guarantee is a firm commitment, such as a bid bond, certified check, or 

other negotiable instrument accompanying a bid as assurance that the bidder will, upon 
acceptance of the bid, execute such contractual documents as may be required within the time 
specified. 
 

b. Performance bond.  A performance bond is a bond executed in connection with a contract to 
secure fulfillment of all the contractor's obligations under the contract. 

 
c. Payment bond.  A payment bond is executed in connection with a contract to assure payment, 

as required by law, of all persons supplying labor and material in the execution of the work 
provided for in the contract. 

 
2. Bond Requirements in Contracts for Construction. 

 
f. Bids and contracts for twenty-five thousand or less ($25,000). For such bids, no performance or 

payment bonds are required unless otherwise agreed upon with HPD. 
 

g. Bids and contracts for more than twenty five thousand ($25,000).  For such bids and contracts, 
subcontractor shall require: 

 
1. a performance bond satisfactory to HPD, executed by a surety company authorized to do 

business in this state and approved in federal circular 570 as published by the United States 
treasury department or the state board of finance or the local governing authority, in an 
amount equal to one hundred percent of the price specified in the contract; and 
 

2. a payment bond satisfactory to HPD, executed by a surety company authorized to do 
business in this state and said surety to be approved in federal circular 570 as published by 
the United States treasury department or the state board of finance or the local governing 
authority, in an amount equal to one hundred percent of the price specified in the contract, 
for the protection of all persons supplying labor and material to the contractor or its 
subcontractors for the performance of the work provided for in the contract. 
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h. Bids and contracts exceeding $100,000.  Contractor shall consult with HPD to determine if NPS has 
determined that the federal government's interest will be adequately protected under New 
Mexico’s bond standards.  If this determination has not been made, the minimum requirements 
shall be as follows: 

 
1. A bid guarantee from each bidder equivalent to five (5) percent of the bid price; 

 
2. A performance bond on the part of the contractor for one hundred (100) percent of the 

contract price; and 
 

3. A payment bond on the part of the contractor for one hundred (100) percent of the contract 
price. 

 
3. Sources of Bonds.  Where bonds are required in the situations described above, the bonds shall be 

obtained from companies holding certificates of authority as acceptable sureties (31 CFR 223).  A list 
of these companies is published annually by the Department of the Treasury in its Circular 570.  The 
Department of the Treasury Circular 570 may also be obtained from the U.S. Department of the 
Treasury, Financial Management Service, Surety Bond Branch, 401 14th St., S.W., 2nd Floor--West 
Wing, Washington, DC 20227. 

 
v. Record keeping and Access to Contractor Records. 
 

3. Subcontract shall require any subcontractors to submit financial, program, and other reports and to 
maintain them for three years such property, personnel, financial, and other records and accounts for 
all Grant Agreement funds.  Subcontractor will maintain detailed time records that indicate the date, 
time, and nature of services rendered and detailed records of other expenses incurred.   
 

2. In the event a final audit has not been performed prior to the termination date of the subcontract, 
HPD and its authorized representatives shall retain the right to recover an appropriate amount after 
fully considering the recommendations or disallowed costs resulting from such final audit.  This does 
not preclude the right of Contractor or HPD to recover excessive or illegal payments.  

 
NOTE:  If only those Grant Agreement provisions mentioned above are included in Contractor’s 
subcontract or volunteer agreement, Contractor may not be adequately protected.  Contractor should 
take independent steps to assure that subcontract(s) and/or volunteer agreements are adequate for 
Contractor’s needs. 
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APPENDIX VI: ALLOWABLE & NON-ALLOWABLE EXPENSES 
 
 
The following is a list of possible expenditures or costs associated with many projects. The National Park Service has 
determined which of these items are allowable and unallowable project costs. Only allowable costs may be included in 
the project budget and claimed for reimbursement. Note that some items may be allowable if certain conditions are 
met. These conditions must generally be spelled out in the project application, and will be included in the Award Letter 
and Project Notification. Subgrantees may not claim for reimbursement any items or project costs that were not 
identified in the project proposal, the Award Letter, and the Project Notification, without written permission from 
NMHPD.  For a full list of allowable and unallowable project costs, see HPF Grants Manual, Chapter 13, Standards for 
Allowability of Costs 
 
Accounting 
The cost of establishing and maintaining accounting and other information systems required for the management of 
grant programs is allowable. This includes costs incurred by central service agencies for these purposes. However, the 
cost of maintaining central accounting records required for overall state government purposes, such as appropriation 
and fund accounts by the Treasurer, Comptroller, or similar officials, is considered to be a general expense of 
government, and is unallowable. 
 
Advertising 
Advertising media include newspapers, magazines, radio and television programs, direct mail, trade papers, etc. The 
advertising costs allowable are those that are solely for: 

• Recruitment of personnel necessary for the grant project; 
• Solicitation of bids for the procurement of goods and services required for work on the grant project; 
• Notices required by federal or state regulations pertaining to the grant; and 
• Other purposes specifically provided for in the Grant Agreement. 

 
Appraisals 
For projects involving the acquisition of real property, the cost of necessary appraisals is allowable. 
 
Audit Service 
The cost of audits necessary for the administration and management of functions related to grant programs is allowable 
if the audit occurs during the grant period. 
 
Bad Debts 
Any losses arising from uncollectible accounts and other claims, and any collection costs, are unallowable. 
 
Bonus Payments 
Bonus payments of any kind are unallowable. 
 
Churches 
Due to federal “separation of church and state” regulations that govern the Historic Preservation Fund Program, direct 
grant assistance to active religious organizations, or for purposes of rehabilitating properties that are owned by religious 
organizations and/or actively used for religious purposes, is unallowable. 
 
Communications 
Communication costs incurred for telephone calls or service, faxes, postage, messenger service, and similar expenses 
necessary for and directly related to the grant project are allowable. However, these costs must be adequately 
documented with copies of bills, receipts, or other documents that illustrate clearly the connection between the grant 
project and the charges incurred. If reimbursement for such charges is anticipated, contact NMHPD for specific 
instructions; note that many Subgrantees find that it is not cost-effective to seek reimbursement for any but long-
distance telephone expenses. 
 

http://www.nps.gov/preservation-grants/HPF_Manual.pdf
http://www.nps.gov/preservation-grants/HPF_Manual.pdf
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Compensation for Personal Services  
Compensation for personal services includes all remuneration, paid currently or accrued, for services rendered during 
the period of performance under the grant agreement, including but not necessarily limited to wages, salaries, and 
supplementary compensation and benefits. The costs of such compensation are allowable to the extent that they are 
adequately documented and reasonable for the services rendered. For private nonprofit organizations and local 
governments, documentation will include time and attendance records for each employee’s work on the grant. 
Educational institutions must document the efforts of employees who are paid on an hourly basis in the same manner, 
but can use an OMB-approved time-distribution system to document effort of faculty members. In addition, all 
Subgrantees must provide copies of payroll checks unless they are audited annually by the State Board of Accounts, and 
have worked out an alternative system of documentation with NMHPD under appropriate OMB standards. See also 
“Employee Fringe Benefits.” 
 
Conferences 
Costs associated with attendance at conferences and seminars are unallowable unless approved in advance by NMHPD. 
Such costs may be approved by NMHPD only when they provide necessary training for CLG staff or local commission 
members, or when the activity will provide a Subgrantee with new or unique training that is directly related to and 
useful for the completion of the project. 
 
Contingencies 
Contributions to a contingency reserve or any similar provision for unforeseen events are unallowable. 
 
Curation 
The cost of curation of artifacts is unallowable, except in those cases where archaeological artifacts were discovered in 
the course of a grant-assisted project and attention is urgently required to prevent the deterioration or loss of the 
artifacts. In such instances, limited curation costs may be allowable, but only with prior permission from NMHPD. In no 
case will NMHPD approve such costs in amounts greater than 10% of the total project budget or beyond the grant 
period. 
 
Depreciation 
Given the relatively short term of NMHPD grants, depreciation is normally considered to be an unallowable project cost. 
Subgrantees who have what they consider to be unusual situations should contact NMHPD. 
 
Employee Fringe Benefits 
Costs identified under the two items below are allowable to the extent that the total compensation for Subgrantee 
employees is reasonable as defined in “Compensation for Personal Services” (above): 

• Benefits in the form of regular compensation paid to employees during periods of authorized absences from the 
job, such as for annual, sick, court, or military leave, if: 

 a. They are provided pursuant to an approved leave system; and 
 b. The cost thereof is equitably allocated to all related activities, including grant programs. 

• Benefits in the form of employers’ contributions or expenses for social security, employees’ life and health 
insurance plans, unemployment insurance coverage, worker’s compensation insurance, pension plans, and 
severance pay, provided that such benefits are granted under approved plans and are distributed equitably to 
grant programs and to other activities. 

 
Entertainment 
The costs of amusement, social activities, and related incidental expenses are unallowable. 
 
Equipment 
Single tangible items costing in excess of $300 are considered to be equipment. The purchase of equipment using grant 
funds or local matching funds is unallowable without written permission from NMHPD. 
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Exhibits 
The costs of temporary exhibits relating specifically to the grant project, its accomplishments, or results may be 
allowable, but written permission from NMHPD must be received before such costs are incurred.  Permission of the 
National Park Service may be required.  Note that permanent exhibits normally cannot be funded. 
 
Fines and Penalties 
The costs resulting from failure to comply with federal, state, or local laws are unallowable. 
 
Fund Raising 
The costs associated with organized fund raising and solicitations are unallowable. 
 
Furnishings 
For rehabilitation/restoration projects, the cost of furnishings is allowable only when these furnishings are permanently 
attached items that are integral to building construction, are of documented historic design, and/or are reconstructed 
based upon documented original furnishings (e.g., ceiling and wall-mounted lighting fixtures, theater seats in a theater 
rehabilitation, etc.). The purchase of movable pieces of furniture is unallowable. 
 
General Conditions for Construction Contracts 
This term, used in construction cost estimates, bids, and construction cost documents, refers to the general contractor’s 
provisions and miscellaneous requirements for other contractors and subcontractors, which eliminate the duplication 
and expense of each trade providing its own temporary facilities. General conditions including, but not limited to, 
temporary heat, power, lighting, water, sanitary facilities, scaffolding, elevators, walkways and railings, construction 
office space and storage, as well as daily cleanup, security, and required insurance, permits, and surety bonds, are 
allowable when identified as a line item in the project application. However, see “Contingencies,” which are 
unallowable. 
 
Insurance 
The costs of hazard and liability insurance to cover personnel or property directly related to the grant project are 
allowable during the grant period. 
 
Interest  
Interest on borrowings (such as mortgages and other loans), and the legal and professional fees paid in connection 
therewith, are unallowable except when authorized by federal legislation. 
 
Interpretive Signs 
The costs of purchasing and installing (but not maintaining) a minimum number of interpretive or informational markers 
or signs at grant-assisted historic buildings and structures and archaeological sites may be allowable, but only with 
written permission from NMHPD.  See also “Project Signs.” 
 
Landscaping 
For Development projects, the costs of landscaping are allowable only if they fall under one of the following categories: 

• The restoration or reconstruction of gardens, grounds, and grading in order to attain a historically documented 
appearance and a compatible setting for an historic property; 

• Grading for purposes of proper site drainage, building safety, and protection; or 
• Improvements necessary to facilitate access for the disabled. 
Note that the costs of seeding, sodding, and installing decorative plantings are unallowable. 

 
Legal Expenses 
The cost of legal expenses required in the administration of a subgrant is allowable. 
 
Lobbying 
The costs associated with activities or communications designed to influence in any manner a federal, state, or local 
legislator or official are unallowable. 
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Materials and Supplies 
The cost of materials and supplies necessary to carry out the subgrant project is allowable. Purchases made specifically 
for the grant project should be charged at their actual prices after deducting all case discounts, trade discounts, rebates, 
and allowances received by the Subgrantee. Withdrawals from general stores or stockrooms should be charged at cost 
under any recognized method of pricing consistently applied. Incoming transportation charges are a proper part of 
material cost. Materials and supplies charged as a direct cost must include only the materials and supplies actually used 
for the performance of the Grant Agreement or grant, and due credit should be given for any excess materials or 
supplies retained or returned to vendors. 
 
Meals 
The cost of meals for Subgrantee employees, consultants, and volunteers is unallowable except when such persons are 
on approved travel status in conjunction with activities directly related to the grant project, and these people are being 
paid a “per diem” pre-approved by NMHPD. See “Travel.” 
 
Memberships 
The costs of memberships in professional or technical organizations are unallowable, except when all of the following 
are true: 

• The benefit from the membership is directly related to achieving grant program objectives; 
• The expenditure is for agency membership, not individual membership; 
• The cost of the membership is reasonably related to the value of the services or benefits received; and 
• The expenditure is not for membership in an organization that devotes a substantial part of its activities to 

influencing legislation. 
 
Payroll Preparation 
The cost of preparing payrolls and maintaining necessary wage records is allowable, as long as appropriate cost 
documentation is supplied. 
 
Personnel Administration 
The costs of recruitment, examination, certification, classification, training, establishment of pay standards, and related 
activities for the Historic Preservation Fund grant program are allowable. 
 
Plans and Specifications 
For Development projects, the costs of producing architectural plans and specifications, shop drawings, and/or other 
materials required to document Development project work according to the Secretary of the Interior’s Standards are 
allowable. However, these should be identified as a discrete line item in the project budget. 
 
Pre-agreement Costs 
Costs incurred prior to the project starting date are unallowable, except with written approval of NMHPD and NPS. 
 
Procurement Services 
The costs of all procurement services, including the solicitation of bids, the preparation and award of contracts, and all 
phases of Grant Agreement administration in providing goods, facilities and services for the subgrant are allowable. 
 
Project Signs 
The costs of making project signs that acknowledge state and federal grant assistance, and the cost of installing these 
signs at project sites, are allowable.  
 
Rent 
Rental costs for space used to complete the project are allowable during the grant period with prior approval from 
NMHPD and NPS.  When only a portion of the rented space is used for grant activities, the allowable costs must be 
computed on a pro rata basis. 
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Revolving Funds 
The use of HPF grant funds for revolving fund activities is unallowable. 
 
Supplies 
See “Materials and Supplies.” 
 
Training and Education 
Subgrantees are expected to possess the knowledge and skills necessary to complete their projects when the grant 
award is made. Consequently, training and education costs for employee development normally are unallowable. 
However, such costs may be allowable if the training is of a unique or unusual type not ordinarily available, and if the 
training is directly related to the grant project and will improve the quality of the final product. In addition, training for 
staff and commission members of Certified Local Governments may be allowable. In both situations, the Subgrantee 
must have written approval of such costs before they are incurred. 
 
Transportation 
Costs incurred for freight, cartage, express postage, and other transportation costs relating to goods either purchased, 
delivered, or moved from one location to another are allowable when necessary for and directly related to the grant. 
 
Travel 
In-state travel costs are allowable when the travel involved is directly related to the accomplishments of the project, 
when the Subgrantee’s budget includes a line-item for this cost category, and when the costs involved are incurred and 
documented according to standards and practices acceptable to the State Board of Accounts. Subgrantees that are 
already audited by the State Board of Accounts on a regular basis (local governments and state universities) may use 
their established in-state travel regulations, except that mileage charges cannot exceed the New Mexico State rate of 
$0.45/mile. Subgrantees not currently being audited by the State Board of Accounts may either adopt those regulations 
used by NMHPD, submit a set of proposed travel regulations for NMHPD approval, or bill for mileage charges only at the 
rate of $0.45/mile. Out-of-state travel costs of any kind are unallowable unless prior written approval is received from 
NMHPD. See also “Conferences.” 
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APPENDIX VII: PROJECT NARRATIVE – HOW TO DEVELOP A PROJECT NARRATIVE 
 
 
NMHPD GRANT APPLICATION - PROJECT NARRATIVE 
The Grant Application must include a project narrative.  If selected, the project narrative will become the Scope of Work 
and will be included in the Grant Agreement.  Please use the following section headings and provide the content 
requested for each section in a brief, but thorough, narrative.  Please use the form found on the NMHPD website and in 
Exhibits – A-6 and use additional pages if necessary.   
 
1. PROJECT SUMMARY 

Summarize in one or two sentences the purpose of the proposed project.  A more detailed description will be 
completed under Project Scope.  Indicate if and how your proposed project addresses the State Preservation 
Plan (Preserving the Enchantment: Sustaining New Mexico’s Cultural Heritage, 2012-2016) goals and warrants 
consideration for potential bonus points (see evaluation in Grant Announcement for more information).   
 

2. PROJECT SCOPE 
In two pages or less, clearly and concisely describe the proposed project.  Be sure to answer the questions for 
each section below within the narrative: 
 
NEED 
 What historic preservation need(s) does this proposed project address? 
 Does the proposed project relate to the local government’s preservation plan?  (For CLG Grants only) 
 Why is the project a priority?  How will the proposed project benefit the community, the state, or the nation? 
 How does the grant project comply with the Grant Announcement? 

 
PROJECT ACTIVITIES 
 What activities will be carried out to complete the proposed project? 
 Who will be responsible for doing what? 
 Does the proposed project use the most efficient, cost-effective way of addressing preservation needs? 
 How will the public be involved in the project? 

 
DELIVERABLES 
 What product(s) will be derived from the project? 
 How will the product(s) be made available to the public? 
 How will the product(s) be used by the local government?  (For CLG Grants only) 

 
3. ADMINISTRATION 

Demonstrate that project personnel and methods are clear and appropriate to achieving project objectives. 
 
PERSONNEL 
 Do the Project Coordinator and/or key personnel meet The Secretary of the Interior’s Professional Qualifications 

Standards? 
 Are the personnel appropriate for achieving project objectives? 
 Is the time schedule realistic?  Can the project be accomplished in the proposed grant period? 
 Has the project team demonstrated that they have sufficient experience to complete the project? 

 
4. BUDGET 

Show that budget is reasonable to accomplish major project tasks and activities and that budget items are 
necessary to accomplish project activities.  Provide a sufficiently detailed budget to show basis for cost items 
including a breakdown of staff and volunteer hours by task.  Indicate how these numbers were calculated. 
 
PROJECT BUDGET 
 Are anticipated costs to accomplish project activities realistic, reasonable, and necessary? 
 Is the cost basis for the budget justified and documented? What funding sources will be used for the match?  Is the 

required match satisfied?  

http://www.nmhistoricpreservation.org/programs/grants.html
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APPENDIX VIII: PROJECT BUDGET – HOW TO DEVELOP A PROJECT BUDGET 
 
 
In this appendix are the following subsections:   
 Creating a Budget for the Grant Application/Grant Agreement 
 Examples of Budgets 

 
CREATING A BUDGET 
Note: Because NMHPD is required to pass-through a specific amount of money as a condition for HPF funding, if one 

or more CLG Grant recipients (or Historic Preservation Grant recipient) default or withdraw during the project 
period, NMHPD is placed at risk for failing to comply with the provisions of its contract with the National Park 
Service.  Undistributed funds must be returned to the NPS at the end of the project period. This denies the 
citizens of New Mexico, in general, and Certified Local Governments, in particular of the full benefit of federal 
funds allocated for their use, penalizes NMHPD, and threatens future funding levels for New Mexico.   

 
 It is critical that grant recipients inform NMHPD grants staff immediately should situations arise that have the 

potential to interfere with the completion of the project and the expenditure of funds as contracted.  NMHPD 
can then attempt to redistribute the funds to other CLGs or other entities before the end of the grant period. 

 
MATCH 
Historic Preservation Grants (HP Grants) & Specialized Grants 
HP Grants and Specialized Grants must be matched on a 60% federal/40% applicant basis.   
 Other than Community Development Block Grant (CDBG) funds and revenue sharing funds, no federal funds 

may constitute the match.   
 The matching share must contribute directly to implement of the grant proposal once the grant agreement is 

executed. 
 To calculate the match, use the following formula: 

 
Total Project Cost x .60 = Amount of grant funds to request 
Total Project Cost x .40 = Amount of matching funds required 
 
EXAMPLE: If your project costs $35,000 then: 
 Grant Funds = ($35,000 x .60) = $21,000 
 Matching Funds = ($35,000 x .40) = $14,000 
 To double-check = $14,000 + $21,000 = Total Project Costs of $35,000 
 

Certified Local Government (CLG) Grants 
CLG Grants will be matched on a 50% federal/50% applicant basis.   
 Other than Community Development Block Grant (CDBG) funds and revenue sharing funds, no federal funds 

may constitute the match.   
 The matching share must contribute directly to implement of the grant proposal once the grant agreement is 

executed. 
 To calculate the match, use the following formula: 

 
Total Project Cost x .50 = Amount of grant funds to request 
Total Project Cost x .50 = Amount of matching funds required 
 
EXAMPLE: If your project costs $35,000 then: 
 Grant Funds = ($35,000 x .50) = $17,500 
 Matching Funds = ($35,000 x .50) = $17,500 
 To double-check = $17,500 $17,500 = Total Project Costs of $35,000 
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Match may consist of key personnel hours not paid by the grant funds, volunteer hours, cash match, nonfederal grants, 
space rental costs, equipment donation, donated materials, etc. 
 
Matching Share 
Matching share must contribute to the implementation of the undertaking being proposed. For example, not all of the 
commission or staff’s time can be counted – only the time necessary for personnel who are carrying out the proposed 
grant activity.   
 
Volunteers 
Typical volunteer work includes field survey work, historic and architectural research, photography, mapping, typing, 
bookkeeping, writing, design and development of printed materials or websites.  When volunteers meet the Secretary of 
the Interior’s Professional Qualifications Standards (36 CFR 61, see Exhibits - A5) for historian, architectural historian, 
architecture, historic architecture, prehistoric archeology, or historic archeology donate their professional services, 
compute the value of their services at the professional rates, not to exceed the maximum salary shown in Appendix IX.   
 
In-kind services provided by volunteers must be documented hour-by-hour on daily time sheets (see Exhibits - B3 for the 
form).   
 
For volunteers who do not meet the Secretary of the Interior’s Professional Qualifications Standards, or are donating 
their time but not specifically their professional services, compute the value of the service at the value of volunteer 
hours at federal minimum wage rate per hour.   
 
Example 1 
 Architects (2 @ 18 hrs each @ $50 hr = $1,800.00).  The architects will train the preservation commission on 

how to recognize architectural styles and review architectural descriptions on submitted drawings. 
 Six Preservation commissioners (6 @ 15 hours each @ $10/hr* = $900).  The commissioners will review the 

draft survey findings.   
 
Example 2  
 Volunteer with BA in history (40 hrs @ $20/hr = $800.00).  This volunteer will do primary and secondary 

research under the supervision of a consultant. 
 Volunteer with 2 years college, History major (40 hrs @ $ 10.00/hr = $400.00). This volunteer will take care 

of printing and handouts at public meeting. 
 Volunteer with no experience.  $40 hrs @ $10.00/hr = $400.00).  This volunteer will sign in attendees at 

public meetings.   
 *   Minimum wage 
 
 
Agency Staff 
Compute the value on the basis of usual salary and fringe benefits.  Documentation in the form of time sheets or payroll 
vouchers must be kept for submittal with billings.  Federal rules allow a maximum salary o per hour, excluding benefits.  
Break out salary, benefits, and indirect overhead in Grant Budget.  See Hourly Rates in Appendix IX for more 
information. 
 
List each person to be paid directly from grant funds by title and salary, including fringe benefits.   
 
 
Per Diem Rates & Mileage Reimbursement 
The Federal Per Diem Rates for New Mexico as established by the State of New Mexico are $85.00 per day.  The mileage 
reimbursement rate is $0.45/mile.   
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Actual costs of lodging and meals are reimbursed provided they do not exceed listed the per diem rates herein.  Copies 
of receipts for lodging and meals must accompany disbursement requests. These travel rates must be used in planning 
grant application budgets and for establishing the grant budget in the grant agreement.   
 
Consultants and Grant Agreement Services  
If you will be using a consultant for the proposed project, you may find it helpful in the planning stage of preparing the 
grant proposal to informally contact several to get an idea of whether the proposed budget will be adequate to 
complete the project or what you can realistically expect to accomplish within your budget.  Keep in mind that larger 
firms typically have higher overhead costs than smaller firms or individual consultants.   
 
Preparing an RFP for Consultant/ Grant Agreement Services 
Start the RFP process as soon as possible after you are notified that you are a grant recipient.  The RFP serves a vital 
purpose beyond simply soliciting interest in the project.  The RFP needs to provide clear information about what will be 
expected of the consultant so that consultants can determine their interest in the project and whether the money 
available is adequate compensation for completing the project or alternatively, what amount of work they would be 
willing to complete for the amount of money offered. 
 
Using consultants to complete a grant project successfully requires a firm understanding and agreement about the goals, 
expected outcomes, and responsibilities of key personnel before the project begins.  Take time to develop a well-
considered RFP so that interested consultants will have a clear idea of what you expect from them.  Because consultants 
will only do the work they are contracted for, it is important that the RFP and the contract between the consultant and 
the grant recipient are clear up front about what both parties expect and will provide. 
 
The process of developing a good RFP will help project managers clarify the purpose of the project,  appropriate 
methodology, roles and responsibilities for the consultants and the local government, the steps needed to complete the 
project satisfactorily, and how deliverables will be evaluated.  The check list below identifies most of the issues that 
should be addressed in an RFP.  Individual grant recipients may have additional requirements.   
 
RFP CHECKLIST 
PROJECT SCOPE OF WORK 

 Description of the project 
 Background information 
 Purpose and authority for the project 
 Funding sources 
 Amount of $ available for the project 
 Timeframe for project to be accomplished 
 How the public will be involved; role of consultant with 

public 

 Tasks and/or services consultants will be responsible for 
 Meetings consultant is expected to participate in 
 Deliverables – draft and final products 
 Schedule – Milestones for drafts and progress reports 
 Formats and standards for deliverables 
 Tasks and/or services that the grant recipient will be 

responsible for 
 Tasks and/or services that volunteers will be 

responsible for 
 What will be expected of the consultant and grant 

recipient if the volunteers fail to deliver the anticipated 
components 
 

RFP RESPONSE SUBMITTAL PERSONNEL – CONSULTANT 
 Proposal response requirements /format 
 Review process 
 Criteria that will be used to evaluate RFPs 
 Time for decision 

 

 Required skills, qualifications, and abilities for lead 
personnel 

 Desire skills and prior experience 

CONTRACT 
 Terms of contract 
 Certifications, Licenses 
 Insurance 
 Billing – How and when payments will be made 
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PROJECT BUDGET – EXAMPLE 1 
 
 

 
 
 
Note: Some of the key personnel’s hours count towards the match.   
 
  



 
NMHPD HPF GRANTS MANUAL, PAGE 56 

PROJECT BUDGET – EXAMPLE 2 
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PROJECT BUDGET – EXAMPLE 3 
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APPENDIX IV: HOURLY RATES FOR HPF-FUNDED GRANTS 
 
 

Depending on the project, the Subgrantee may hire only professional contractors and consultants or may 
choose to hire professionals and volunteers.  Use of volunteer services may be an excellent way for the 
Subgrantee to leverage the federal funds and to meet the required local match for the project.  Below are 
guidelines to the maximum hourly rates for professionals and volunteers. 
 
Professional Services 
Professionals hired for grant-funded projects should have the necessary skills, education, and experience to 
complete the technical aspects of the project.  Professionals hired for work on grant-funded projects should 
be compensated for their professional work by the hourly rate that they charge.   
 
The maximum hourly rate for 2015 cannot exceed the rate established by the National Park Service and is 
equivalent to a GS15, Step 10 Salary, and is based on location.  For the 2015 NMHPD grants cycle, the 
maximum rate for professional services is $71.55/hour. 
 
Volunteer Services 
Volunteer services may be furnished by professional and technical personnel, consultants, and other skilled 
and unskilled labor.  Volunteer services charged to the Grant Budget must be such as will make a meaningful 
and desirable contribution.  Volunteers must possess the required qualifications in the skill or profession 
involved, and must actually perform that special work.  Rates claimed for volunteer services must be 
consistent with those regular rates paid for similar work in other activities of the State Government.   
 
State and federal regulations allow volunteer workers to donate their time to the project.  Such work, if 
included in the approved project budget and properly executed and documented, can be used as part of the 
local matching share required to leverage federal grant funds.  Efforts of volunteers are valued at the Value 
of a Volunteer Hour, by State, 2013 from www.independentsector.org.  The  rate for volunteers in New 
Mexico is $19.77.   
 
State Values for Volunteer Time 

Value of a Volunteer Hour, by State: 2013 

Alabama: $20.50 

Alaska: $26.50 

Arizona: $22.52 

Arkansas: $18.93 

California: $26.34 

Colorado: $25.10 

Connecticut: $26.43 

Delaware: $20.29 

D.C.: $38.69 

Florida: $21.24 

Georgia: $22.25 

Hawaii: $22.16 

Idaho: $19.92 
 

Illinois: $24.08 

Indiana:  $21.56 

Iowa: $20.93 

Kansas: $20.88 

Kentucky: $19.68 

Louisiana: $22.13 

Maine: $20.10 

Maryland: $25.43 

Massachusetts: $27.00 

Michigan: $22.13 

Minnesota: $24.31 

Mississippi: $19.35 

Missouri: $21.17 
 

Montana: $19.64 

Nebraska: $20.13 

Nevada: $19.05 

New Hampshire: $22.86 

New Jersey: $25.33 

New Mexico: $19.77 

New York: $26.45 

North Carolina: $21.04 

North Dakota: $23.92 

Ohio: $21.40 

Oklahoma: $20.88 

Oregon: $21.35 

Pennsylvania: $21.94 
 

Rhode Island: $23.53 

South Carolina: $20.15 

South Dakota: $19.04 

Tennessee: $20.13 

Texas: $23.40 

Utah: $22.65 

Vermont: $21.65 

Virginia: $24.49 

Washington: $26.72 

West Virginia: $19.76 

Wisconsin: $21.78 

Wyoming: $23.16 
 

From:  https://www.independentsector.org/volunteer_time, August 5, 2014 
 
 
  

http://www.independentsector.org/
https://www.independentsector.org/volunteer_time
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APPENDIX X: PROJECT SCHEDULE – HOW TO DEVELOP A PROJECT SCHEDULE & EXAMPLES 
 
 
NMHPD GRANT APPLICATION - PROJECT SCHEDULE 
The Grant Application must include a Project Schedule.  If selected, the project schedule will be included in the Grant 
Agreement.    
 
Below are directions as to how to develop your Project Schedule.  Please use the form found on the NMHPD website and 
in Exhibits – A-4 expanding it for additional pages, if necessary.   
 
The Project Schedule directs the progress of the grant project during the allocated time period.  The goal of the project 
schedule is to create steps for developing the grant project and to establish deadlines for submission of draft grant 
products during the process of the grant.   
 
Examples of Project Schedules are provided to assist in developing your Project Schedule.   
 
Things to consider when creating your Project Schedule: 

- Be realistic.  In developing your Project Schedule – how much time will it take to create the grant 
deliverables?  What is required to accomplish each goal? 

- Grant Deliverables.  Identify the deliverables that will be produced as a result of the grant project.  Enter the 
final deliverables at the bottom of the Schedule.  Enter the draft deliverables in earlier in the schedule.  Keep 
in mind that HPD needs a minimum of 14 days to review draft deliverables (each project schedule will be 
different).   

- Other Activities.  What other activities will be required to complete the deliverables?  Meetings with City 
officials, stakeholders?  Enter these activities under milestones.   

- Include Progress Reports under Deliverables.  For the duration of the grant, there should be a minimum of 
two progress reports + final project report.   

- Include Invoices under Deliverables.  For the duration of the grant, there should be a minimum of two 
invoices and one final invoice.  The final invoice should be at least 33% of the grant amount with the 
remainder of the grant amount divided in between the other two-three invoices.   

- Review the examples for suggestions. 
 
 
 
 
 
 
  

http://www.nmhistoricpreservation.org/programs/grants.html
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PROJECT SCHEDULE EXAMPLE 1 
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PROJECT SCHEDULE EXAMPLE 2 
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PROJECT SCHEDULE EXAMPLE 3 
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APPENDIX XI: CONFLICT OF INTEREST REQUIREMENTS 
 
 
STATE AND FEDERAL LAWS.  Contractor will comply with all 1) federal laws and policies and 2) state laws and policies with 
regard to conflict of interest. 
 
1. Federal Conflict of Interest Requirements (see HISTORIC PRESERVATION FUND GRANTS MANUAL, Chapter 3). 
 

a. Policy.  No person (see definition below) will participate in the selection, award or administration of any 
HPF-assisted program, activity, subgrant, Grant Agreement or subcontract if a conflict of interest, real or 
apparent, exists.  Nor shall a person participate through approval, disapproval, recommendation, or other 
decision concerning any Federal Preservation Tax Incentive Certification, National Register Nomination, or 
Review and Compliance case if such conflict, real or apparent, exists. 

 
 No person will engage in outside employment or have any direct or indirect financial interest that conflict 

or would appear to conflict with the fair, impartial, and objective performance of officially assigned duties 
and responsibilities for administration of the HPF program.  Employees or agents (i.e., persons authorized 
to represent the SHPO organization or to perform in an official capacity for it) will neither solicit nor accept 
gratuities, favors, nor anything of monetary value from contractors, potential contractors, or parties to 
potential or actual HPF grant awards. 

 
b. Personal Gain.  No person shall use his/her position for the actual or apparent purpose of private gain 

other than payment for service rendered for himself/herself or another person, particularly one with 
whom he/she has family, business, or financial ties. 

 
c. Conveyance of Information.  No person shall convey inside information that has not become part of the 

body of public information and that would not be available upon request, directly to any person for the 
purpose of private gain for himself/herself or another person, particularly one with whom he/she has 
family, business, or financial ties.   

 
d. Teaching/Lecturing/Writing.  A contractor that is a consultant shall not, either for or without 

compensation, engage in teaching, lecturing, or writing that is dependent on information obtained as a 
result of his/her employment with the grantee, except when that information has been made available to 
the general public or will be made available upon request, or when the SHPO gives written authorization 
for the use of non-public information on the basis that the use is in the public interest.   

 
e. Definitions.   

 
1) "Person" means: 

a) The State Historic Preservation Officer, 
b) State Historic Preservation Staff, 
c) Subgrantees or contractors paid in whole or part, by HPF funds or whose time salaries are 

used as allowable matching share,  
d) Members of State Review Board(s) and/or separate Commission(s) which share 36 CFR 61 or 

HPF grant oversight responsibilities, 
e) CLG commission members, agents, or staff, and 
f) Employees, agents, partners, associates, or family members of those cited in this definition. 

 
2) A conflict of interest exists when a person may benefit (either through financial or personal gain) 

from the position a person holds with respect to the HPF-assisted program or may be unable to 
make impartial decisions or render impartial advice due to outside relationships or other activities 
with other persons as defined above.  This applies to those persons who participate in or influence 

http://www.nps.gov/preservation-grants/HPF_Manual.pdf
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the grant award decision making process, gain information not available to the general public, or 
provide oversight or administration of any aspect of the HPF grant program. 

 
3) An apparent conflict of interest exists whenever circumstances are such that a person may appear 

to be in a position to benefit (either through financial or personal gain) for the position they hold 
with respect to the HPF-assisted program or may be unable to make impartial advice due to 
outside relationships or other activities with other persons who participate in or influence the 
grant award decision-making process, gain information not available to the general public, or 
provide oversight or administration of any aspect of the HPF grant program whether or not such a 
conflict actually exists.  An apparent conflict of interest also exists when a person may appear to 
have unfair competitive advantage because of his/her relationship with the SHPO organization. 

 
f. Declaring and Resolving Conflict of Interest 

 
1) Nonvoting.  When any person, as defined in subsection b. 1), above is involved in nonvoting 

situations such as Tax Act Certification or Review and Compliance decisions, and a real or apparent 
conflict of interest situation exists, the person involved must disclose the possible conflict and 
physically absent and recuse himself/herself from the decision-making process.  The conflict shall 
be declared and documented in writing (by providing the name, date, and nature of the conflict) 
as soon as the situation becomes apparent but, at a minimum, before the issue or action for which 
the conflict exists is acted upon or brought to resolution.  Those in a position to make a decision 
must be fully informed as to the possible interest of the persons involved.  See i., below, regarding 
persons with a pattern of conflicts. 

 
2) Voting (Review Board/Commission Meetings).  When a real or apparent conflict of interest 

situation arises in the context of a voting situation, the member must disclose the possible conflict 
and physically absent and recuse himself/herself from the decision-making process (including 
presentations and discussion) and neither vote directly, in absentia, nor by proxy in that matter.  
The recusal and the reasons therefore must be recorded in the meeting minutes.  Those in a 
position to make a decision must be fully informed as to the possible interest of the persons 
abstaining and recusing themselves.  See i., below, regarding the persons with a pattern of 
conflicts. 

 
g. Written Procedures (Code of Conduct).  SHPO maintains a written code with standards of conduct 

governing the performance of their employees engaged in the award and administration of contracts.  This 
code in the definition above complies with subsection HISTORIC PRESERVATION FUND GRANTS MANUAL, 
Chapter 3, section C. 

 
h. Procurement.  Grant Agreement awards shall not be made to any person or firm who has developed or has 

drafted bid specifications, requirements, a statement of work, an invitation for bids, and/or a request for 
proposals for proposals for a particular grant-related procurement. 

 
i.  Nepotism.  State contractors will follow State laws in administering regulations governing nepotism in 

relation to employment, contracting, and the award of HPF grant assistance. 
 

j. Officials Not to Benefit.  Contractor represents that no member of or delegate to Congress, or Resident 
Commissioner, will  be admitted to any share or part of a contract, or to any financial benefit that may 
arise therefrom; but this provision will not be construed to extend to a Grant Agreement if made with a 
corporation for its general benefit. 

 
k. Corrupt Practices.  The award and administration of NPS grants and of subagreements (contracts, 

subgrants, etc.) awarded by HPD will be accomplished free from bribery, graft, kickbacks, and other 

http://www.nps.gov/preservation-grants/HPF_Manual.pdf
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corrupt practices. If HPD discovers such practices it shall pursue federal administrative or other legally 
available remedies to the extent appropriate. 

 
No person, agency, or other organization may be employed or retained to solicit or secure a grant or 
contract upon agreement or understanding for commission, percentage, brokerage, or contingent fee. 

 
l. Conflict of Interest Involving Current or Former Federal Employee(s).  It is NPS and HPD policy that 

personal or organizational conflict of interest, or the appearance of conflict of interest, be prevented in the 
award and implementation of grants, including those to contractors and subgrantees, and in turn to their 
subcontractors which involve former and current federal employees in the award and implementation of 
grants, subgrants, etc.  A conflict of interest will appear to exist when contractor/grantor assistance is 
awarded to or by a contractor and a current or former NPS employee participated in the pre-award 
process and benefits financially from the contract.  Specific details are contained in 43 CFR 20. 
 
The contractor will not use any federal funds or funds from other sources applied as matching share to pay 
a fee to, or travel expenses of, current employees of the federal government for consultant service, 
lectures, attending program functions, including HABS/HAER participation, or any other activities in 
connection with the award from NPS to HPD or any subagreement awarded under the grant awarded to 
HPD by NPS.  Contractors are to consult with HPD when the appearance of such conflicts of interest arises. 
 
This prohibition regarding federal employees is in accordance with 18 U.S.C. 209, which stipulates that 
federal employees whose employment has not terminated will not receive supplemental compensation 
for their services in their capacity as federal government employees.  However, see exception for 
temporary limited employees in National Park Service HISTORIC PRESERVATION FUND GRANTS MANUAL, 
Chapter 6, Section E.7. 
 

m. Violations.  When there is a suspected violation of the conflict of interest policy or requirement, HPD will 
advise NPS of the matter, will pursue, at its discretion, available state or local legal and administrative 
remedies, will take appropriate remedial action with respect to any allegations or evidence coming to its 
attention, and will advise NPS of the ultimate disposition of any matter.  Such violations may result in cost 
disallowances or other sanctions. 

 
2. State Conflict of Interest Requirements.  Contractor will comply, when applicable, with the provisions of the 

Governmental Conduct Act, NMSA 1978, Sections 10-16-1 to 18 (1967, as amended through 2011) and the 
Financial Disclosure Act, NMSA 1978 sections 10-16a-1 to 8 (1993, as amended through 1997).  The Grant 
Agreement includes a full statement of Contractor’s obligations under the Governmental Conduct Act.  

 
3. Unavoidable Conflict of Interest: The Resolution.  In the event that a conflict of interest, as described above, 

cannot be avoided without frustrating the purposes of this Contract, the Contractor will submit to the HPD a full 
disclosure statement setting forth the details of such conflict of interest.  In cases of unacceptable conflicts of 
interest, as determined in HPD's sole discretion, HPD reserves the right to terminate the Grant Agreement for 
cause, as provided in the main text of this Contract. 
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APPENDIX XII: PROTECTIVE COVENANTS AND PUBLIC ACCESS REQUIREMENTS 
 
 
Covenants are required ONLY for Acquisition and Development projects.  Section 102(a)(5) of the National Historic 
Preservation Act requires that owners of properties assisted by HPF grant funds agree to maintain such properties 
according to the Secretary of the Interior’s Standards for the Treatment of Historic Properties for at least a reasonable 
length of time following completion of the grant project. Protective covenants are used as the means of insuring 
compliance with this requirement of the Act. A sample of the covenant document that will be prepared by NMHPD and 
is included in this Appendix.   
 
Purpose 
The purpose of the covenant is to protect the historical integrity of the features, materials, appearance, workmanship, 
and environment that make the property eligible for listing in the National Register of Historic Places, and to prevent 
inappropriate, incompatible, and/or irreversible changes being made to the property and defeating the purpose of the 
grant-assisted project. This requirement is necessary to protect the public’s interest in the property that has been 
assisted through the expenditure of public funds. Work may begin on the grant-assisted project before the covenant is 
executed; however, the covenant must be executed before the disbursement of any grant funds to the subgrantee and 
must be recorded with the deed so as to be passed on to the new owner(s) when the property is sold.  See Compliance 
below for instructions on what the covenant requirements entail for property owners. 
 
Length of the Covenant 

• A five (5) year protective covenant is required when the HPF grant amount is $25,000 or less.  
• A ten (10) year protective covenant is required when the HPF grant amount is between $25,000 and $50,000.  

 
Instructions for Executing the Covenant 
There are a number of steps involved with executing the covenant, which must be encumbered on the deed of the 
property before any federal funds may be paid out as reimbursements on the project. Therefore, it is imperative that 
the subgrantee work diligently toward executing the covenant in order to insure that grant reimbursements may be 
made in a timely manner. Any delay in executing the covenant will definitely cause a delay in the disbursement of grant 
funds. Note that although grant funds cannot be disbursed until the covenant has been executed and recorded, this 
does not prevent work from being initiated on the project.  
 
Please review the following steps, and contact NMHPD Grants Staff anytime you have questions about this process. 
1. Refer to the deed of the project property to copy the “legal description” of the property. Forward this legal 

description of the property to the Grants Staff. 
2. The Grants Staff will prepare the covenant document, similar to the Sample Covenant at the end of the Manual, and 

forward it to the Project Coordinator for review and approval. Please notify the Grants Staff by telephone, fax, letter, 
or e-mail to confirm that the covenant document is correct or to advise the Grants Staff of any errors. 

3. Once confirmation is received that the covenant is correct, the Grants Staff will produce two (2) new copies of the 
document and will obtain the signature of the Deputy State Historic Preservation Officer. Once signed and notarized, 
both copies of the document will be sent to the Project Coordinator. 

4. The Project Coordinator must get notarized signatures from the appropriate agent of the subgrantee organization 
and the building owner, and then must have the covenant legally encumbered on the deed of the property and 
recorded at the County Recorder’s Office. Both copies of the covenant must be stamped by the County Recorder to 
indicate that the covenant has been recorded. 

5. The Project Coordinator should keep one (1) copy of the fully executed covenant document with their project file 
and must forward the other copy to NMHPD Grants Staff. Once this copy of the fully executed and recorded 
covenant is received, the Grants Staff will be able to begin paying out the grant funds. 
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Covenant Monitoring 
Each spring, the Grants Staff will mail a simple questionnaire about the condition of the property that was assisted with 
federal grant funds. The person(s) responsible for the property should complete the questionnaire, noting any issues or 
plans for alterations. If the contact person changes for a property, please notify NMHPD Grants Staff. These 
questionnaires will be sent each year for the duration of the covenant (either five (5) or ten (10) years). Occasionally, 
NMHPD Staff will make unannounced site visits to the property in order to make inspection and verify compliance with 
the requirements of the covenant.  Any observed problems or violations will be documented in writing and brought to 
the attention of the grant recipient and/or property owner. 
 
Public Access Requirements 
A public access requirement is a stipulation of every grant award and is intended to allow taxpayers the opportunity to 
view the work being performed with public funds. 
● No additional public access is required when the grant-assisted project involves only exterior work and the structure 

is visible from a public right-of-way. 
● No additional public access is required when the grant-assisted project involves interior work consisting only of 

upgrades to mechanical systems and the structure is visible from a public right-of-way.  
● Public access to the grounds is required when the grant-assisted project involves only exterior work, but the 

structure is not visible from a public right-of-way.  If the grounds are not already open to the public, access must be 
granted at least twelve (12) days per year on an equitably spaced basis, and at other times by appointment.  
Nondiscriminatory admission fees comparable to those levied at similar facilities in the area may be charged. Public 
notification of the dates and times of required access opportunities must be advertised in newspapers of general 
circulation in the local community for the duration of the covenant period. 

● Public access to the inside of the building is required when the grant-assisted project involves work on interior 
features or finishes.  If the building is not already open to the public, access must be granted at least twelve (12) 
days per year on an equitably spaced basis, and at other times by appointment.  Nondiscriminatory admission fees 
comparable to those levied at similar facilities in the area may be charged. Public notification of the dates and times 
of required access opportunities must be advertised in newspapers of general circulation in the local community for 
the duration of the covenant period. 

 
Compliance with Covenant Requirements 
In addition to the general provisions of the protective covenant, property owners are required to: 
● Request prior approval from NMHPD for any proposed work items or alterations to the property other than day-to-

day maintenance.  This may entail submitting some level of plans or specifications for the proposed work.  
Subgrantees are urged to call NMHPD Grants Staff and/or the Historical Architect to discuss proposed work items 
before submitting any formal written requests.  A telephone conversation can help NMHPD Staff determine what 
level of planning documents and/or specifications need to be submitted with the formal written request for 
permission;  

● Provide the required level of public access to the property;  
● Return annual covenant monitoring questionnaires in a timely manner. 
 
Note that NMHPD Grants Staff documents late submission of annual monitoring questionnaires and/or cases of failure 
to provide advanced request for approval of alteration activities.  These instances will negatively affect the reputation of 
key project personnel and/or the subgrantee organization as a whole and will be considered when NMHPD Staff 
evaluates future grant applications. 
 
Violation of the Covenant 
The State of New Mexico is required by the National Park Service to enforce the provisions of protective covenants.  In 
instances where the property owner undertakes changes to the property that violate the Secretary of the Interior’s 
Standards for the Treatment of Historic Properties, the property owner will be required by NMHPD to return the 
property to its previous state.  Any such work must be undertaken at the building owner’s expense.  If the property 
owner refuses, NMHPD will submit the matter to the New Mexico Attorney General’s Office.  Property owners cannot 
“buy” their way out of a covenant by repaying grant funds; they are legally bound to comply with the provisions of the 
protective covenant for the duration of the covenant’s term.  
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SAMPLE COVENANT 
 
 
This covenant is made DATE, by the SUBGRANTEE, hereafter referred to as the "Subgrantee" and in favor of the State of 
New Mexico acting through the State Historic Preservation Officer, hereafter referred to as the "Grantee" for the 
purpose of the rehabilitation of a certain Property known as the PROPERTY NAME located at ADDRESS, CITY, COUNTY, 
New Mexico, which is owned in fee simple by the Subgrantee and is listed in the National Register of Historic Places. 
 
The Property is comprised essentially of grounds, collateral, appurtenances, and improvements and is known as the 
PROPERTY NAME.  The property is more particularly described as follows:  
 
LEGAL DESCRIPTION 
 
In consideration of the sum of $XX,000 and other valuable consideration in grant-in-aid assistance through the Grantee 
from the National Park Service, United States Department of the Interior, the receipt of which is hereby acknowledged, 
the Subgrantee hereby agrees to the following for a period of five (5) or ten (10) years, expiring on DATE: 
 
1. The Subgrantee agrees to assume the cost of the continued maintenance and repair of said Property so as to 

preserve the architectural, historical, or archaeological integrity of the same in order to protect and enhance 
those qualities that made the Property eligible for listing in the National Register of Historic Places. 
 

2. The Subgrantee agrees that no visual or structural alterations will be made to the property without prior written 
permission of the Grantee. 
 

3. The Subgrantee agrees that the Grantee, its agents and designees, shall have the right to inspect the property at 
all reasonable times in order to ascertain whether or not the conditions of this covenant are being observed. 
 

4. The Subgrantee agrees that when the property is not clearly visible from a public right-of-way, or includes 
interior work assisted from Historic Preservation Fund grants, the property will be open to the public for the 
purpose of viewing the grant-assisted work not less than twelve (12) days per year on an equitably spaced basis, 
and at other times by appointment.  Nothing in this covenant will prohibit the Subgrantee from charging a 
reasonable, non-discriminatory admission fee, comparable to fees charged at similar facilities in the area. 
 

5. The Subgrantee agrees to comply with Title VI of the Civil rights Act of 1964 [42 USC 2000 (d)], the Americans 
with Disabilities Act, and with Section 504 of the Rehabilitation Act of 1973 [29 USC Section 794].  These laws 
prohibit discrimination on the basis of race, religion, national origin, or handicap.  In implementing public access, 
reasonable accommodation to qualified handicapped persons shall be made in consultation with the State 
Historic Preservation Office. 
 
To comply with the Americans with Disabilities Act and with Section 504 of the Rehabilitation Act, when interior 
public access is required at least twelve (12) days per year and at other times by appointment, it is not required 
that a recipient make every part of the property accessible to and usable by disabled persons by means of 
physical alterations.  That is, for public access periods, videos, slide presentations, and/or other audio-visual 
materials and devices should be used to depict otherwise inaccessible areas or features. 

 
6. The Subgrantee further agrees that when the Property is not open to the public on a continuing basis, and when 

the improvements assisted with Historic Preservation Fund grants are not visible from the public right-of-way, 
notification will be published in newspapers of general circulation in the community area in which the Property 
is located giving dates and times when the Property will be open.  Documentation of such notice will be 
furnished annually to the State Historic Preservation Officer during the term of the covenant. 
 

7. This agreement shall be enforceable in specific performance by a court of competent jurisdiction. 
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8. It is understood and agreed by the parties hereto that if any part, term, or provision of this agreement is held to 
be illegal by the courts, the validity of the remaining portions or provisions shall not be affected, and the rights 
and obligations of the parties shall be construed and enforced as if the Grant Agreement did not contain the 
particular part, term, or provision held to be invalid. 
 
 

9. Subgrantee and Property Owner agree to notify the Grantee of a transfer of ownership or sale of the property 
should such transfer or sale occurs within the duration of the covenant. 

 
[Add in Signature lines for the NMHPD, HPF Subgrantee, Building Owner (if applicable), and Notaries Public for each 
signatory are included in the FINAL covenant document but are not reproduced here.] 
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APPENDIX XIII: THE SECRETARY OF THE INTERIOR’S STANDARDS FOR REHABILITATION 
 
 
Secretary's Standards for Rehabilitation 
Rehabilitation projects must meet the following Standards, as interpreted by the National Park Service, to qualify as “certified 
rehabilitations” eligible for the 20% rehabilitation tax credit. The Standards are applied to projects in a reasonable manner, taking 
into consideration economic and technical feasibility. 
 
The Standards apply to historic buildings of all periods, styles, types, materials, and sizes. They apply to both the exterior and the 
interior of historic buildings. The Standards also encompass related landscape features and the building’s site and environment as 
well as attached, adjacent, or related new construction. 
 
1. A property shall be used for its historic purpose or be placed in a new use that requires minimal change to the defining 

characteristics of the building and its site and environment. 
 

2. The historic character of a property shall be retained and preserved. The removal of historic materials or alteration of features 
and spaces that characterize a property shall be avoided. 
 

3. Each property shall be recognized as a physical record of its time, place, and use. Changes that create a false sense of historical 
development, such as adding conjectural features or architectural elements from other buildings, shall not be undertaken. 
 

4. Most properties change over time; those changes that have acquired historic significance in their own right shall be retained 
and preserved. 
 

5. Distinctive features, finishes, and construction techniques or examples of craftsmanship that characterize a historic property 
shall be preserved. 
 

6. Deteriorated historic features shall be repaired rather than replaced. Where the severity of deterioration requires replacement 
of a distinctive feature, the new feature shall match the old in design, color, texture, and other visual qualities and, where 
possible, materials. Replacement of missing features shall be substantiated by documentary, physical, or pictorial evidence. 
 

7. Chemical or physical treatments, such as sandblasting, that cause damage to historic materials shall not be used. The surface 
cleaning of structures, if appropriate, shall be undertaken using the gentlest means possible. 
 

8. Significant archeological resources affected by a project shall be protected and preserved. If such resources must be disturbed, 
mitigation measures shall be undertaken. 
 

9. New additions, exterior alterations, or related new construction shall not destroy historic materials that characterize the 
property. The new work shall be differentiated from the old and shall be compatible with the massing, size, scale, and 
architectural features to protect the historic integrity of the property and its environment. 
 

10. New additions and adjacent or related new construction shall be undertaken in such a manner that if removed in the future, 
the essential form and integrity of the historic property and its environment would be unimpaired. 

 
Guidelines for Rehabilitating Historic Buildings 
The Guidelines assist in applying the Standards to rehabilitation projects in general; consequently, they are not meant to give case-
specific advice or address exceptions or rare instances. For example, they cannot tell a building owner which features of an historic 
building are important in defining the historic character and must be preserved or which features could be altered, if necessary, for 
the new use. Careful case-by-case decision-making is best accomplished by seeking assistance from qualified historic preservation 
professionals in the planning stage of the project. Such professionals include architects, architectural historians, historians, 
archeologists, and others who are skilled in the preservation, rehabilitation, and restoration of the historic properties.  
 
The Guidelines on Sustainability for Rehabilitating Historic Buildings stress the inherent sustainability of historic buildings and offer 
specific guidance on “recommended” rehabilitation treatments and “not recommended” treatments, which could negatively impact 
a building’s historic character. These Guidelines are also available as an interactive web feature. 
 
From the National Park Service, October 24, 2014.  
  

http://www.nps.gov/tps/standards/rehabilitation/rehab/index.htm
http://www.nps.gov/tps/standards/rehabilitation/sustainability-guidelines.pdf
http://www.nps.gov/tps/standards/rehabilitation/guidelines/index.htm
http://www.nps.gov/tps/standards/rehabilitation.htm
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APPENDIX XIV: PUBLICATIONS REQUIREMENTS 
 
 
1. Acknowledgements.  Contractor will acknowledge 1) HPD and 2) federal support in its publications or public 

disseminations any printed, audio-visual, or electronic materials based on, or developed under, any activity 
supported by HPF grant funds as provided below.  

 
a. Exclusions.  Specifically excluded from the acknowledgement requirements for “publications” are: 

 
1. Internal documents required for administrative or operational purposes which have no public interest, 

or educational, scientific, or research value, 
 
2. Classified publications and materials otherwise marked against unauthorized disclosure, 
 
3.  Tentative drafts such as preliminary planning reports that will appear later in revised or final form, 
 
4.  All disclosure materials containing any description, specification, data, plan, or drawing of any 

unpatented invention upon which a patent application is likely to be filed unless an option by the 
Solicitor of the Department, or his duly authorized designee, has been rendered which finds that the 
interests of the federal government will not be prejudiced by the action called for in this section with 
regard to such disclosure materials.  Accordingly, copies of these materials must be provided to HPD to 
provide to the National Park Service for forwarding to the Department’s Office of the Solicitor.  HPD 
will notify the Contractor regarding disclosure after the National Park Service notifies HPD of the 
Solicitor’s opinion regarding disclosure of the material, and 

 
5.) HPD grant applications or contract or subgrant proposals, Final Project Reports, or End-of-Year 

reports pertaining to grant administrative or operational activities. 
 

b. Acknowledgement of HPD Support.  Contractor will place the following acknowledgement in any 
publication (such acknowledgement to appear prominently): 

 
This project [is/was partially/entirely] funded by the Historic Preservation Division, State of New Mexico, 
407 Galisteo Street, Suite 236, Santa Fe, NM  87501. 

 
c. Acknowledgement of federal support.  Contractor will place the following acknowledgement in any 

printed, audio-visual, or electronic materials based on or developed under, any activity supported by HPF 
grant funds (such acknowledgement to appear prominently). Only relevant portions of the required 
statement need to be applied, and should be used as appropriate depending on the content of the 
publication, e.g. if there is no mention of commercial products, then that part of the statement can be 
omitted.  

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

 
2. Non-discrimination Statement.  Contractor will place the following non-discrimination statement in any publication 

and in all audio-visual materials; this statement cannot be edited: 
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This program received Federal financial assistance for identification and protection of historic properties.  Under 
Title VI of the Civil Rights Act of 1964, Section 504 of the Rehabilitation Act of 1973, and the Age Discrimination Act 
of 1975, as amended, the U.S. Department of the Interior prohibits discrimination on the basis of race, color, 
national origin, disability or age in its federally assisted programs.  If you believe you have been discriminated 
against in any program, activity, or facility as described above, or if you desire further information, please write to:  

 
Office of Equal Opportunity 

National Park Service 
1849 C Street, N.W. 

Washington, D.C.  20240 
 

3. Copies of Publications.  The Grant Agreement stipulates the number of copies the Contractor must provide to HPD.  
A minimum of thirty-four (34) is required if the Contractor creates publications.  A minimum of three copies for the 
NPS and thirty for the State of New Mexico State Library and one copy for HPD.   
 

4. Publication Costs.  Except for those documents excluded from the definition of publication above, HPD shall not 
reimburse expenses for publications unless it provided prior written approval.  If Contractor sells publications 
during the project period, it may incur program income to do so.  If program income results from the contract-
assisted publication, Contractor must comply with the terms of the HISTORIC PRESERVATION FUND GRANTS 
MANUAL, Chapter 16. 

 
 
  

http://www.nps.gov/preservation-grants/HPF_Manual.pdf
http://www.nps.gov/preservation-grants/HPF_Manual.pdf
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APPENDIX XV: ACKNOWLEDGEMENT OF STATE AND FEDERAL FUNDING 
 
 
ALL PRINTED MATERIALS 
During the grant period, any brochures, flyers, posters, publications, technical reports, or other printed materials paid 
for with grant funds, or describing grant activities, must acknowledge the assistance of the state and federal government 
and include the Nondiscrimination Statement.  The following text must be included in the acknowledgements: 
 

This project has been funded in part by a grant from the U.S. Department of the Interior, National Park 
Service’s Historic Preservation Fund administered by the New Mexico Department of Cultural Affairs, 
Historic Preservation Division.  The project received federal financial assistance for the identification, 
protection, and/or rehabilitation of historic properties and cultural resources in the State of New 
Mexico.  However, the contents and opinions in this publication do not necessarily reflect the views of 
policies of the U.S. Department of the Interior, nor does the mention of trade names or commercial 
products constitute endorsement or recommendation by the U.S. Department of the Interior.  Under 
Title VI of the Civil Rights Act of 1964 and Section 504 of the Rehabilitation Act of 1973, the U.S. 
Department of the interior prohibits discrimination on the basis of race, color, national origin, or 
disability in its federally assisted programs.  If you believe that you have been discriminated against in 
any program, activity or facility as described above, or if you desire further information, please write to:  
Office of Equal Opportunity, U.S. Department of Interior, 1849 C Street, NW, Washington, D.C. 20240 

 
Note that only the relevant portions of the required statement need to be included; for example, if there are no 
commercial products listed or mentioned then that part of the statement may be omitted.  The non-discrimination 
language may not be omitted. 
 
Websites 
Websites that feature, reference, highlight, or summarize a project, program, or activity assisted with HPF funds must 
also include the above acknowledgement of state and federal assistance and nondiscrimination statement.  Please check 
with NMHPD Grants Staff with questions for proper acknowledgement of materials included or posted on websites. 
 
Project Signs 
Development and pre-development projects require the posting of a project sign at the job site.  The sign must be 
posted immediately following grant start-up and must be easily visible from a public right-of way.  Failure to post the 
project sign will result in grant funds being frozen until the situation is corrected.  Delays in posting the project sign may 
require the grant recipient to keep the sign posted for a specified period of time following the project end date.  Signs 
must acknowledge federal grant assistance using the following wording: 
 

The rehabilitation of (or preservation planning for) this property, which is listed in the National Register 
of Historic Places, has been funded in part by a matching grant-in-aid from the U.S. Department of the 
Interior, National Park Service, under provisions of the National Historic Preservation Act of 1966, as 
amended.  This program is administered by the New Mexico Department of Cultural Affairs, Historic 
Preservation Division. 

 
Note that NMHPD will deny reimbursements for projects that fail to make proper acknowledgement of federal grant 
support, the source of assistance, and the agency providing grant administration.    
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APPENDIX XVI: GRANT APPLICATIONS – EVALUATION AND SCORING 
 
 
How Are Grant Recipients Selected? 
The State Historic Preservation Officer (SHPO) will convene an application review committee (Grants Committee) made 
up of both fiscal and program staff from NMHPD who will consider the proposed scope of work, the project personnel, 
the plan to administer the project, the benefits of the proposed project to statewide preservation efforts, and the 
budget.  The committee will rank applications in order of their scores for selection as grant recipients.   
 
Grant Application Evaluation 
A copy of the “Grant Application Score Sheet” used by the NMHPD Grants Committee follows this section. Each 
application will be reviewed and scored by two or more reviewers.  The Project Narrative should briefly and concisely 
answer the following questions: 
 
PROJECT SCOPE  

NEED: 
What historic preservation need(s) does this proposed project address? 
Why is the proposed project a priority? 
How will the proposed project benefit the community, the state, or the nation? 

PROJECT ACTIVITIES: 
What activities will be carried out to complete the proposed project? 
Who will be responsible for doing what? 
Does the proposed project use the most efficient, cost-effective way of addressing preservation needs? 
How will the public be involved in the project? 

DELIVERABLES: 
How will the product(s) be made available to the public? 
What product(s) will be derived from the project? 
 

ADMINISTRATION: 
Do the Project Coordinator and/or key personnel meet The Secretary of the Interior’s Professional Qualifications 
Standards? 
Are the personnel appropriate for achieving project objectives? 
Is the time schedule realistic?  Can the project be accomplished in the proposed grant period? 
Has the project team demonstrated that they have sufficient experience to complete the project? 
 

BUDGET 
Are anticipated costs to accomplish project activities realistic, reasonable, and necessary? 
Is the cost basis for the budget justified and documented? 
What funding sources will be used for the match?  Is the required match satisfied? 

 
STATE PLAN  

Which of the state plan goals and objectives does the project specifically meet?  How? See New Mexico State 
Historic Preservation Plan, Preserving the Enchantment: Sustaining New Mexico’s Cultural Heritage, 2012-2016 
available in the Grants Manual, Appendix II. 

 
EACH GRANT ANNOUNCEMENT WILL PROVIDE AN OVERVIEW AS TO HOW THE GRANT APPLICATIONS WILL BE 
EVALUATED.  ABOVE IS ONLY A SAMPLE OF EVALUATION POINTS. 
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GRANTS SCORE SHEET 
Below is a sample score sheet from 2015.  Note:  Score sheets shall be included with the Grant 
Announcement.  Be sure to review the evaluation sheet included with the Grant Announcement. 
 
 

APPLICANT:  TYPE OF PROJECT:  
    REVIEWER:  DATE:  OVERALL SCORE  
 

PROJECT SCOPE (50 POINTS) 
NEED Applicant has identified the historic preservation needs the proposed project will address.  ( 10 points)  
   (25 points) Applicant has explained how the project is a priority.  (5 points)  
    Applicant has explained how the proposed project will benefit the community, the state, and/or the 

nation.  (10 points).  
   ACTIVITIES Applicant has described the activities that will be carried out using grant funds. (2.5 points).  
   (10 points) Applicant has identified the project roles and who will be responsible for project activities.  (2.5 points)  
    Applicant has identified that the project is the most efficient and cost-efficient way to address the 

preservation need.  (2.5 points)  
    Applicant has identified how the public will be involved in the project.  (2.5 points)  
   DELIVERABLES Applicant has identified if and how the final products will be made available to the public.  (7.5 points)  
   (15 points) Applicant has outlined what products that will be derived from the project.  (7.5 points)  

 

ADMINISTRATION (15 POINTS) 
Applicant has demonstrated that the Project Coordinator and/or key personnel meet The Secretary of the Interior’s 
Professional Qualifications Standards. (7.5 points)  
   Applicant has demonstrated that the project team is appropriate for achieving project objectives. (2.5 points)  
   Applicant has demonstrated that the time for the project is realistic and that the project can be accomplished in the 
allowable time.  (2.5 points)  
   Applicant has demonstrated that the project team has sufficient experience to complete the project. (2.5 points)  
    

BUDGET (25 Points) 
Applicant has demonstrated that the anticipated costs to complete and accomplish the project are realistic, reasonable, 
and necessary. (10 points)  
   Applicant has demonstrated that the proposed project costs are justified and documented.  (5 points) 
   Applicant has demonstrated the funding sources for the required match.  (10 points)  
    

STATE PLAN (10 POINTS) 
Applicant has selected the State Plan Goals & Objectives that the project meets and has described how the project meets that 
goal or objective.  (10 points) 
    

TOTAL     
Add up all numbers in far right column 

 

Score applications based on the following scales: 
SCALE NOT AT ALL NOT ADEQUATELY GENERALLY TRUE MOSTLY TRUE ABSOLUTELY 

2.5 Point 0 .75 1.5 2 2.5 
5 Point 0 1 2-3 4 5 

7.5 Point 0 1.5 3-4 5 7.5 
10 Point 0 1-3 4-6 7-9 10 
15 Point 0 1-5 6-9 10-14 15 
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APPENDIX XVII: PRESS RELEASES AND PUBLICITY STATEMENTS 
 
 
NMHPD issues a press release listing all grant awards usually in the spring of the grant cycle. Subgrantees are 
encouraged to issue additional press releases of their own at appropriate times during the course of their work.  
 
When publicizing the grant project it is important to include information pertaining to historical resources and 
government-sponsored preservation programs, as well as acknowledging the federal assistance from NMHPD and the 
Historic Preservation Fund program of the National Park Service.  Wording of the acknowledgment should be as follows:  
 

• This project has been funded in part by a grant from the U.S. Department of the Interior, National Park Service’s 
Historic Preservation Fund administered by the New Mexico Department of Cultural Affairs, Historic 
Preservation Division.   

 
Note that the additional federal information and wording required in all grant publications (listed in Appendix XV: 
Acknowledgment of State and Federal Assistance for HPF Grant Products) is not required in a press release. 
 
Failure to provide proper acknowledgment of the funding source during the grant period may jeopardize funding.  
Action may be required to remediate such as re-issuance of a press release or other forms of communication or public 
notification.   
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APPENDIX XVIII: HOW TO APPLY ELECTRONICALLY  
 
 
HOW TO APPLY ELECTRONICALLY 
For the 2015 Grants Programs the New Mexico Historic Preservation Division will be accepted applications electronically.  
ZIP FILES WILL NOT BE ACCEPTED.  Be sure to review the grant application deadline posted in the Grant Announcement. 
 
Steps to Apply Electronically: 

1. Review the Grants Application Checklist, See Exhibits A-2 to ensure that you have completed all of the required 
application documents.   
 

2. Complete the required Grant Application Forms, Project Narrative, Project Schedule, and Project Budget, and 
other grant forms.   Forms are available for download on the NMHPD website here.   
 

3. Save each of the documents to your own computer.  (If your grant is chosen, the forms (Narrative, Schedule, 
Budget) will be used to draft the Grant Agreement).  
 

4. Organize the files and supporting documentation, including resumes into one PDF file.  ZIP FILES WILL NOT BE 
ACCEPTED.  Applications will be reviewed only if they are complete – all required forms and supporting 
documents (including resumes and SOI Professional Qualifications Certification) must be included.  Be sure to 
review the Grants Application Checklist, Exhibits A-2. 
 

5. The State of New Mexico’s email system will NOT accept files that exceed 20 megabytes.  If your application is 
less than 20 mb in size, email it to the Grants Coordinator, subject line “GRANTS APPLICATION”, at 
karla.mcwilliams@state.nm.us  
 

6. If your application exceeds 20mb in size, email the Grants Coordinator at karla.mcwilliams@state.nm.us, subject 
line “GRANTS APPLICATION >20”.  The Grants Coordinator will register your email on the State’s FTP site and you 
will receive an invitation to send the application via the FTP site.   
 

7. Again, do not send ZIP files, they will not be accepted, and will be rejected by the State’s email/FTP sites. 
 

8. A confirmation email will be sent to you from the Grants Coordinator.  Your application has NOT been received if 
you do not receive a confirmation email.  All application materials must be included for your application to be 
considered complete.   

 
If you are not able to apply electronically, a hard copy of the application will be accepted.  Applications that are 
postmarked before the deadline but physically received after the grant application deadline will not be accepted.  Be 
sure to review the deadline posted in the Grants Announcement and plan accordingly. 
 
If you have questions regarding your grants application, please contact: 
 
Grants Coordinator, Karla McWilliams  at 505-827-4451 or karla.mcwilliams@state.nm.us  
 
  

http://www.nmhistoricpreservation.org/programs/grants.html
mailto:karla.mcwilliams@state.nm.us
mailto:karla.mcwilliams@state.nm.us
mailto:karla.mcwilliams@state.nm.us
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EXHIBITS A 
FORMS: GRANT APPLICATION FORMS 

 
 
 

NOTE: 
All GRANT APPLICATION AND REPORTING FORMS MAY BE FOUND ONLINE AT: 
 
http://nmhistoricpreservation.org/programs/grants.html  
 

  

http://nmhistoricpreservation.org/programs/grants.html
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EXHIBITS A – 1: GRANT APPLICATION - FORM 
 
 
Below is the NMHPD Grant Application Form.  This form is in Microsoft Word format and may be found online on the 
grants section of the NMHPD website.   
 
Directions: 

- Complete the form. 
- Sign and date the form in BLUE INK. 
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EXHIBITS A – 1: GRANT APPLICATION – FORM, EXAMPLE 
 
 
Below is an example of a completed Grant Application Form.  See the previous page for the form and for directions on 
how to complete the form. 
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EXHIBITS A - 2: GRANT APPLICATION - CHECKLIST 
 
 
Below is the Grant Application Checklist.  Be sure to use the checklist for the grant application period located on the HPD 
website. 
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EXHIBITS A - 2: GRANT APPLICATION – CHECKLIST, Example 
 
 
Below is an example of a completed Grant Application Checklist.  See previous page for the blank form. 
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EXHIBITS A - 3: PROJECT BUDGET FORM  
 
 
A blank template of the Project Budget Form is located on the grants page of the NMHPD website.  Please download and 
use the form, in Microsoft Excel format.   
 
Directions to develop the budget may be found in Appendix VIII.   
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EXHIBITS A - 4: PROJECT SCHEDULE FORM 
 
 
A Project Schedule Form is located on the grants page of the NMHPD website.  Please download and use the form, in 
Microsoft Word format.  Directions to develop the budget may be found in Appendix VIII.   
 
 
 
 
 
 
 

  

http://www.nmhistoricpreservation.org/programs/grants.html
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EXHIBITS A - 5: THE SECRETARY OF THE INTERIOR’S PROFESSIONAL QUALIFICATIONS STANDARDS 
 
 
Each of the members of the project team must complete the applicable SOI Professional Qualifications Standards form 
and include it with the Grant Application. 
 
The Grants section of the NMHPD website contains Certification forms for the professional disciplines of historian, 
Architectural Historian, Architect, Historic Architect, Prehistoric Archeologist, Historic Archeologist, Historic Landscape 
Architect, and Curator. 
 
Below is a sample of one of the forms. 
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EXHIBITS A - 5: THE SECRETARY OF THE INTERIOR’S PROFESSIONAL QUALIFICATIONS STANDARDS 
 EXAMPLE 
 
Below is an example of the SOI PQS Forms, completed. 
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EXHIBITS A - 6: PROJECT NARRATIVE - FORM 
 
 
This form, a Microsoft Word file, is a sample of the Grant Application Project Narrative Form and is available on the 
NMHPD Grants and CLG Grants Pages.   
 
 
 
 
 
 
 

  

http://www.nmhistoricpreservation.org/programs/grants.html
http://www.nmhistoricpreservation.org/programs/clg.html
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EXHIBITS A - 6: PROJECT NARRATIVE – FORM, EXAMPLE 
 
 
Below is an example of a Project Narrative Form, completed.  Be sure to be succinct and as specific as possible. 
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EXHIBITS A - 7: GRANT AGREEMENT FORMS – CERTIFICATION & ASSURANCES 
 
 
If awarded a grant, these two forms will be required as part of the grant agreement.  These will be included for signature 
in the Grant Agreement and must be signed by the Project Coordinator. 
 
Below are small thumbnails of both forms.  Forms are available for download on the grants section of the NMHPD 
website.   
 
Assurances – Non-Construction Programs (2 pages) 

 
 
Certification Regarding Debarment, Suspension and Other Responsibility Matters, Drug-Free Workplace Requirements 
and Lobbying Form (3 pages) 
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EXHIBITS B 
FORMS:  GRANT REPORTING FORMS 

(DURING GRANT AND FOR GRANT CLOSE OUT) 
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EXHIBITS B - 1: PROGRESS REPORT - FORM 
 
 
This form may be found on the NMHPD Grants page, here in Microsoft WORD format.   
 
Directions:  delete red text and fill in form with grant information.  Fill in text where noted.  Be sure to change color of 
text to black and have project coordinator sign and date in BLUE INK. 
 
 
 
 
 

  

http://www.nmhistoricpreservation.org/programs/grants.html
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EXHIBITS B - 1: PROGRESS REPORT – FORM, EXAMPLE 
 
 
Below is an example of a completed Project Progress Report.  Be sure to review the previous page and directions on how 
to complete the form. 
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EXHIBITS B - 2: REQUEST FOR REIMBURSEMENT - FORM 
 
 
This form may be found on the NMHPD Grants page, in Microsoft Excel format.   
 
Directions:  

1. Download the Microsoft Excel-formatted form from the NMHPD Grants website, link above. 
2. Save the file on your own computer.  Feel free to edit the Excel file as required for your project. 
3. Review the Request for Reimbursement Form Examples that follow these directions. 
4. Insert today’s date, project name, and grant number. 
5. Complete the section for Reimbursable Costs 

a. For each entry under Reimbursable Costs, fill in the total amount and the portions of that total that is to be 
applied to the HPD grant and to the match.   

b. For salaries, list each person’s name that is requested for being paid by this Reimbursement Request. 
c. Add in Fringe Benefits, if applicable, if not, delete that row. 
d. Add in Travel Mileage with the person’s name and total mileage costs.  If not applicable, deleted that row. 
e. Add in Contractual Services, if applicable. 
f. Add in Supplies & Materials, if applicable. 
g. Add in Other Reimbursable Costs, if applicable.   

6. Complete section for Non-Reimbursable Costs (if applicable) 
a. Add in items under Donated Services/Labor.  For each person that provided volunteer services, list their 

name here.   
b. Add in Donated Supplies & Materials, if applicable.   
c. Add in Costs for Donated Space, if applicable.   
d. Add in Other Non-Reimbursable Costs, if applicable. 

7. Use the Total HPD Share of all of the items under Reimbursable Costs to fill in the blank next to “Reimbursement 
Request”.  This is the amount that you are requesting for reimbursement from HPD. 

8. Print out the form. 
9. Have the Project Coordinator sign and date the form in BLUE INK.   

 

 
Thumbnail of the form.  See next page for an example of how to complete the form.  
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EXHIBITS B - 2: REQUEST FOR REIMBURSEMENT – FORM – EXAMPLE 1 
 
 
Below is an example of a completed form.  See previous page for the blank form and for directions on how to complete 
the form. 
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EXHIBITS B - 2: REQUEST FOR REIMBURSEMENT – FORM – EXAMPLE 2 
 
 
Below is an example of a completed form.  See previous pages for another example and for the blank form and for 
directions on how to complete the form. 
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EXHIBITS B - 3: INVOICE – FORM SAMPLE 
 
 
This form may be found on the NMHPD Grants page, in Microsoft Excel format.   
 
Directions:   

- Below is a sample of an invoice.  Feel free to use this form to create your own, or use your own 
letterhead.   

- The invoice must contain the address that matches that in the official State of New Mexico Purchase 
Order, the date of the invoice, the grant number, the PO#, and the amount due.  The amount due must 
match the information provided in the Request for Reimbursement Form (Exhibit B-2).   
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EXHIBITS B - 3: INVOICE – FORM, Example 
 
 
Below is an example of how an invoice should appear when submitting it for payment consideration.  Be sure to review 
the previous page for the sample form and for directions. 
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EXHIBITS B - 4: TIMESHEET – PROJECT TEAM MEMBER, VOLUNTEER/DONATED LABOR - FORM 
 
 
Use blank timesheet form, in Excel format, which may be found on the grants website page. 
 
DIRECTIONS: 

- Fill in project information, staff/volunteer name, contact information 
- Fill in Description of Duties, Week Ending Date(Friday of that week), Hourly Rate 
- The number in “Total Wages” should compute (it’s Hours x Hourly Rate)  
- In “Wages Project” and “Wages Match” divide the wages from “Total Wages” and put in the correct column, 

attributing wages from that line that apply to the project under “Project” and the wages from “Total Wages” that 
apply to the match under “Match”.   

- See next page for an example of a completed Timesheet. 
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EXHIBITS B - 4: TIMESHEET – PROJECT TEAM MEMBER, VOLUNTEER/DONATED LABOR – FORM 
 EXAMPLE 
 
 
This is an example of a completed timesheet form.   
 
Note: The numbers in “Wages Project” and “Wages Match” added together should equal the number in “Total Wages”. 
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EXHIBITS B - 5: SUBGRANT COMPLETION & CLOSEOUT - FORM 
 
 
The SubGrant Completion & Closeout Form may be found on the grants section of the NMHPD website in Word format.   
 
Directions: 

1. Fill in the Grant Name and Grant Number 
2. Draft a succinct grant project summary and provide project methodology, work activities, bibliography, brief 

analysis, etc. Use additional pages, if necessary. 
3. List all of the deliverables that were produced as part of the grant project, i.e., Historic Structure Report, 

Preservation Plan, HCPI forms, etc. 
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EXHIBITS B - 5: SUBGRANT COMPLETION & CLOSEOUT – FORM, EXAMPLE 
 
 
Below is an example of a completed Completion & Closeout Form.  See previous page for blank form and directions. 
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EXHIBITS B - 6: FINAL PROJECT REPORT - FORM 
 
 
This form, Final Project Report, may be found online in Microsoft Word format.  This is the final progress report in a 
series of progress reports required for the grant project. 
 
Directions: 

- Fill in information at the top of the form about the grant. 
- Answer the questions. 
- Change the color of the font back to black. 
- Have Project Coordinator sign and date the form in BLUE INK. 
- See Project Progress Report for more information on how to complete this form. 
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EXHIBITS B - 7: MATCH SOURCES - FORM 
 
 
This form, the Match Source Form, may be found online in Microsoft Excel format.  The form seeks information about 
where the grant project match is from.  NMHPD uses this information in its annual reporting to the National Park 
Service.  Directions: 

- Fill in information at the top of the form about the grant. 
- Fill in the amount of cash in the cash column related to the source.  Be sure to fill in, under “organization” the 

name of the source organization.  Add lines, if needed. 
- See next page for an example of a completed form. 
- Change the color of the font back to black. 
- Have Project Coordinator sign and date the form in BLUE INK. 
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EXHIBITS B - 7: MATCH SOURCES – FORM, EXAMPLE 
 
 
Below is an example of a completed Match Source Form.  See previous page for directions on how to complete the form. 
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EXHIBITS B - 8: MATCH CASH - FORM 
 
 
This form may be found on the NMHPD Grants page, here in Microsoft Word format.  This form is used to confirm the 
cash match source. 
 
Directions: 

- Use form below to prepare the Verification of Cash Match form on your own letterhead. 
- Fill in the amount to the right of “Cash Amount” 
- Fill in the source.  Source should be identified by name/organization. 
- Fill in the grant project name.   
- Change font color to black. 
- Sign and date the form in BLUE INK. 

  

http://www.nmhistoricpreservation.org/programs/grants.html
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EXHIBITS B - 8: MATCH CASH – FORM, EXAMPLE 
 
 
Below is an example of a completed Cash Match Form as an example.  Please see previous page for the blank form and 
for directions on how to complete the form. 
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EXHIBITS B - 9: DONATED ITEMS - FORM 
 
 
This form may be found on the NMHPD Grants page, here in Microsoft Word format. 
 
Directions: 

- Fill in the grant project information at the top. 
- Fill in the donor organization name to the right of “Donors”. 
- Fill in the Value of Donated Material.  Copy and paste if you need more than the three entries shown. 
- Remove remaining text, if not in use. Change font color back to black. 
- Fill in the Total Value of Donation, replacing the $XXX. 
- Sign and date the form in BLUE INK. 
 

  

http://www.nmhistoricpreservation.org/programs/grants.html
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EXHIBITS B - 9: DONATED ITEMS – FORM, EXAMPLE 
 
 
Below is a completed Donated Items Form as an example.  Please see previous page for the blank form and for 
directions on how to complete the form. 
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