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BLM and OCTA Cost Share Procedure in Idaho 

There are two parts to the process: applying for the grant; and requesting reimbursements 
from the grant. 

I. Applying for the Grant 
Grant managers should ensure that the grant being requested is appropriate for OCTA before 
actually submitting the request for the grant to BLM. They should contact the Preservation 
Officer (currently Dave Welch; but to get current information on the proper individual to 
inform, contact OCTA headquarters: OCTA@indepmo.org.) This should be a very simple 
“okay” process. 

Grant Managers are those who take responsibility for ensuring not only that the on-the-
ground work is done, but also that the paperwork is turned in correctly to both BLM and 
OCTA. Typically they are the ones who prepare and submit the applications.  

For continuing projects, Use standard form 424 (Rev 9-2003), Application for Federal 
Assistance, usually called SF424. In addition, use SF424A, Budget Information for Non-
Construction Programs, (Rev 7/1997), and Attachment C, Budget Breakdown. Copies of 
these forms can be obtained from the Grants Management Officer in electronic or paper form, 
and are also provided with this procedure. Pictures of the forms are included on the last 
pages of this procedure. For new projects, apply through Grants.gov. The process uses the 
same forms, just through the system, and also includes a narrative proposal added. 

Applicants usually work with one of the BLM Field Representatives (in Idaho, Richard Hill, or 
Frank Jenks) to begin the process. Melinda Ritacco, Grants Management Officer, is the 
awarding official, and the only one to obligate funds, make changes to the agreement, or 
approve payments. Once the grant request has been approved, Melinda Ritacco ensures that 
the Grant Manager receives copies of the Assistance Agreement, Form 1511-1 (Form 1511-2 
for modifications).  

The grant manager should send copies of the Assistance Agreement, which will have a DLA 
Agreement number, to the CCSP coordinator for OCTA. 

Dave Welch, OCTA Preservation 
4374 Vashon Drive NE 
Lacey WA 98516 
360-923-0438 
welchdj@comcast.net  
 
Marley Shurtleff, OCTA CCSP 
1700 Blaine Ave NE 
Renton WA 98056 
425-271-2485 
shurtgarymarley@comcast.net 
 
Richard Hill 
Bureau of Land Management 
Idaho Falls District Office 
1405 Hollipark Drive 
Idaho Falls ID 83401 
208-524-7524 
Richard_D_Hill@blm.gov 

 
Frank Jenks 
Outdoor Recreation Planner 
Bureau of Land Management 
Boise District Office 
3948 Development 
Boise ID 83705 
208-384-3493 
Frank_Jenks@blm.gov  
 
Melinda Ritacco 
Grants Management Officer 
Bureau of Land Management  
Idaho State Office 
1387 S. Vinnell Way’ 
Boise ID 83709 
208-373-4018 
Melinda_Ritacco@blm.gov 
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II. Requesting Reimbursements from the Grant 

A. Preparing the Grant Reimbursements Request 
The grant manager and others will perform specified activities to fulfill the requirements of the 
grant. Once a specific activity or session has been completed, the grant manager is 
responsible to ensure that needed information is collected from all participants. The items 
required for BLM reimbursement are: 

• Receipts for travel housing costs 

• A record of the individuals miles traveled in support of the project 

• A copy of Form A (OCTA Reimbursement Form A), with miles traveled converted to 
dollars at the going rate (noted), and Per Diem (as indicated on the Assistance 
Agreement). 

The requirement to provide receipts for fuel costs and meal costs is replaced by the straight 
per diem or per mile allotment. 

The grant manager should refer back to the Assistance Agreement (DLA XXXXX) to 
determine answers to any financial questions; and should then fill out Form 270, the Request 
for Advance or Reimbursement. An example of the blank form is attached at the end of this 
procedure, followed by one filled out. 

The funds for the reimbursement (Item 9 on the form) may come either to the project 
manager or the Idaho chapter Treasurer. If the funds go to the Idaho Chapter Treasurer, that 
individual will also need to receive copies of the Grant Reimbursement Request so that funds 
can be distributed appropriately when they are received. 

B. Preparing the OCTA Volunteer Hours Form 
Up to 12 hours daily can be recorded as being spent in support of the project. Hours should 
be kept “portal to portal,” or in other words, from the time the volunteer leaves home, until the 
volunteer returns to home. Volunteer hours information is used by OCTA to demonstrate to 
Congress the levels of volunteer support that the association provides. 

The Grant Manager should provide participants with Form B, Volunteer Hours, for recording 
their time, and any incidental expenses that they are not able to submit for reimbursement 
from BLM. 

Each participant must fill out a separate Form B for each month they participate in the 
project, even if they list only one day on the form. 

C. Preparing Excel Cover Sheet for Submission 
Once all participants have completed the forms, the Project Manager should complete a 
cover sheet detailing the expenses and the volunteer hours worked by each participant. A 
basic Excel form Reimbursement Cover Sheet.xls has been set up for this purpose, and is 
provided with this procedure. An image is shown in the last pages of the procedure. 

Modify the form as necessary to include needed information.  
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D. Submitting Reimbursement Requests and Volunteer Hours  
Send originals of the following pages to the OCTA Coordinator. Keep a copy for 
yourself. 

1. Signed Request for Advance or Reimbursement (Example in following pages.) 

2. Signed OCTA Reimbursement Form A for each participant who will receive per diem or 
travel dollars at the going rate, plus receipts for housing.  

3. OCTA Volunteer Hours form B, one per person, for each month they worked. (Do not 
combine information from months or more than one person on one form.) 

4. Cover Sheet summarizing the expenses and volunteer hours. 

The OCTA COORDINATOR will submit the originals, with an invoice (image included in 
the illustrations at the back of this document), to the BLM representative (Melinda 
Ritacco). Copies of submissions will be provided to OCTA headquarters, as records 
against which the BLM check can be evaluated and disbursed to the proper people 
once it is received. 

 

III. Further information about forms and regulations may be found in the 
following links. 
Requesting Reimbursements from the Grant. 

OMB Regulations - http://www.whitehouse.gov/omb/circulars/  

OMB Forms - http://www.whitehouse.gov/omb/grants/grants_forms.html  

Federal Travel Regs  -  

http://www.gsa.gov/Portal/gsa/ep/channelView.do?pageTypeId=8199&channelPage=/ep/cha
nnel/gsaOverview.jsp&channelId=-14863 

 

 

Attachments follow: 

  

 



BLM and OCTA Cost Share Procedure in Idaho 

Page 4 of 7 

 

Sample of Form 270, Page 1 of 2 

 
Sample of Form 270, Top of Page 2  
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Sample Completed Form 270, Page 1 
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Sample Completed OCTA Form A, Reimbursement Request, not yet signed 

 
 

Sample BLM Cost Share Reimbursement Cover Sheet 
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Sample Invoice from OCTA to BLM 

 


