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  Florida Recreation Development Assistance Program 
INTRODUCTIONS 

FRDAP Staff and Leadership 

• April Moody, Community Assistance Consultant (CAC) 
• April.Moody@FloridaDEP.gov 

• Reilly Allman, Community Assistance Consultant (CAC) 
• Reilly.Allman@FloridaDEP.gov 

• Shauna Allen, OMC Manager 
• Shauna.Allen@FloridaDEP.gov 

• Linda Reeves, Community Program Manager 
• Linda.Reeves@FloridaDEP.gov 

Land and Recreation Grants Section Phone: 850-245-2051 
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LAND AND RECREATION GRANTS SECTION 
AGENDA 

Presentation Agenda 

• Overview of the Closeout Process 

• Important Definitions 

• Amendments 

• Site Inspection Criteria and Requirements 

• Required Documents 

• Document Submission 

• Questions 



 

 

 
  

 

 
 

 
 

 
 

 
 

  
  

 
 

  

 

LAND AND RECREATION GRANTS SECTION 
CLOSEOUT CYCLE OVERVIEW 

Grantee notifies FRDAP 
CAC that project 

development is complete. 

Community Assistance
Consultant lists project for

Site Inspection. 

Grantee compiles all
necessary submissions for

closeout of project and
reimbursement. 

Grantee submits all 
closeout materials and 

CAC finalizes site 
inspection. 

CAC reviews closeout 
materials and submits for 
payment after documents

are approved. 

After final payment is
processed, CAC sends 

payment 
acknowledgement letter. 



  

IMPORTANT 
DEFINITIONS 

FRDAP CLOSEOUT WEBINAR 



    

  

 

     

    

  

   

  
 

Florida Recreation Development Assistance Program 
CLOSEOUT WEBINAR 

Important Definitions 

• Primary Facility is defined as “any 

facility which could stand alone and 

provide outdoor recreation without a 

support facility.” 

• Support Facility is defined as “a 

facility which could not stand alone, or 

which would have little or no public 

outdoor recreational value without the 

primary facility.” 



  

     

   

        

  

     

      

          

     

 

  
 

Florida Recreation Development Assistance Program 
CLOSEOUT WEBINAR 

Important Definitions Continued 
• Billing Period is a range in which applicable costs must be made during to be eligible for reimbursement. This 

range will always be the date of Commencement Notification through the date of Project Completion 

• Project Completion Date will be listed on the Final Status Report. 

• Billing Number is an invoice number. This number will always be “1-Final” as this is the first submitted 

reimbursement request and it will be the final request. 

• Project Completion Date is the date by which all development for a project must be complete. By this date, 

the project site must be open and available to the public. This date is always the last weekday of April of the 

year of expiration. FY 21-22’s Completion Date is April 30, 2024. (Agreement, Attachment 3, Task 2, Deliverable 2, 

Due Date) 

• Date of Expiration is when the funds for the grant are no longer available to be allocated to a community for 

reimbursement. 



  

AMENDMENTS 
FRDAP CLOSEOUT WEBINAR 



      
   

         
    

 
     

    
        

    
  

  
    

     
       
    

  

  

FLORIDA RECREATION DEVELOPMENT ASSISTANCE PROGRAM 
CLOSEOUT WEBINAR 

Amendments **DEADLINE: MARCH 15, 2024** 

If for any reason, an element in the grant work plan cannot/will not be developed completely by the Project 
Completion Deadline (April 30, 2024), the element will have to be amended out of the  scope. 

An amendment will trigger a re-score of the project and if the score of the project falls below 54 points, the 
eligibility of the entire project will come under review. 

When requesting an Amendment, the Grantee must submit the following to their CAC: 
1. A letter, on letter head, requesting the removal of the element from the scope. 

a) This letter must say why the element is being removed (cost issues, procurement issues, etc.) 
b) The letter must address how the funds set aside for this element will be reallocated. 

• “We request to amend the scope of work for project A22045, FRDAP Recreation Park, for the new 
playground to be removed from the project’s scope of work. We are unable to procure the materials 
in time to meet the project completion deadline. The $15,000 allocated towards the playground will 
be reallocated to the new picnic pavilion which is already a part of the agreement’s scope of work”. 

2. A revised Site Plan showing the removal of the element in question. 
3. A revised Budget Cost Analysis showing the reallocation of funds. 
4. A confirmation that the project is on track to meet the project completion deadline (April 30, 2024). 



 
 

SITE INSPECTION 
CRITERIA AND 
REQUIREMENTS 

FRDAP CLOSEOUT WEBINAR 



    
     

 
  

  

   

 

 

   

    

 

  FLORIDA RECREATION DEVELOPMENT ASSISTANCE PROGRAM 
SITE INSPECTION CRITERIA 

Site Inspections 
A Site Inspection is required per FRDAP’s governing rule, Chapter 62D-5.058 (3)(e), F.A.C, to ensure 
“…compliance with the project agreement prior to release of the final grant payment.” 

The criteria staff is required to evaluate during a site inspection is as follows: 
1. Is the development completed in accordance with the project completion documentation and the agreement’s scope of 

work? 

2. Are ADA requirements met? 

3. Is the permanent program acknowledgement sign displayed? 

a) Where is the sign displayed? 

4. Is the project site adequately maintained? 

5. Does the project site have any visible hazards? 

6. Does the public have general access to the site? 

7. Are the site hours posted? 

a) Where are the hours posted and what are the hours? 



 

    
 

LAND AND RECREATION GRANTS SECTION 
ACKNOWLEGEMENT SIGN EXAMPLES 

Required Language: “…Developed with financial assistance provided by the Florida Department of 
Environmental Protection through the Florida Recreation Development Assistance Program” 



  

REQUIRED 
DOCUMENTS 

FRDAP CLOSEOUT WEBINAR 



  

    

 
  

 
    

   
   

    
   
  

   
  

  Florida Recreation Development Assistance Program 
Closeout Webinar 

We have updated the closeout checklist! 

It is available on the FRDAP website. 

The required submissions include: 
1. Project Completion Certification (DRP-112) 
2. As-Built Site Plan 
3. Florida Recreation and Parks Inventory Form 
4. Photographs of Completed Project Site 
5. Notice of Limitation of Use Packet (DRP-113) 
6. Final Status Report (DRP- 109) 
7. Payment Request Summary- Exhibit C (DRP-115) 
8. Invoices, Checks, and Proof of Payment 
9. Updated Budget Cost Analysis (DEP 55-229) 
10. Costs Schedules (DRP-116,117,118,119,120) 

https://floridadep.gov/lands/land-and-recreation-grants/content/florida-recreation-development-assistance-program


 
             

     

   

     

  

     

  

 

  

   

  Florida Recreation Development Assistance Program 
Closeout Webinar 

Project Completion Certificate 
(DRP-112) outlines the costs of the elements in the scope of work. It also attests to the date of 
agreement execution and the project completion date. 

• Fill out form completely. 

• List all elements as they are written in the 

scope of work. 

• List the actual costs of the project/ elements. 

• Date of Agreement Execution 

• Date of Project Completion 

• Two Signatures from 

Liaison Agent & Project Architect or Engineer 



  

  

Florida Recreation Development Assistance Program 
Closeout Webinar 

Project Completion Certificate- Example 



  

  

 

   

 

    

 

  Florida Recreation Development Assistance Program 
Closeout Webinar 

Final As-Built 

• Show the final locations of all elements in the project. 

• Signed, sealed, and dated by a certified, engineer, 

architect, or surveyor. 

• Clearly label all elements as they are found in the scope 

of work. 

• Color code or otherwise clearly define existing or 

phased elements. 



   

       

     

     

  Florida Recreation Development Assistance Program 
Closeout Webinar 

Florida Recreation and Parks Inventory Form 

• Navigate to the Florida Outdoor Recreation Inventory 

Homepage. 

• Choose Update an Existing Area or Add a New Area. 

• Input the recreation elements that are found on the site. 

• Complete the form and submit a copy to the CAC. 

https://prodenv.dep.state.fl.us/DrpOrpcr/outdoorRecreationInventory.do
https://prodenv.dep.state.fl.us/DrpOrpcr/outdoorRecreationInventory.do


 

   

   

    

  

   

   

  Florida Recreation Development Assistance Program 
Closeout Webinar 

Completed Site Photos 

• Photos should show every element found in 

the grant work plan. 

• Photos should be clear, not blurry. 

• Photos should be labeled as to which 

element(s) they are featuring. 

• Photos should include the acknowledgement 

sign (referred to in the Site Inspection section). 



  
     

     
    

 
  

     

 

   
         
  

  

 
 

Florida Recreation Development Assistance Program 
Closeout Webinar 

Notice of Limitation of Use 
This packet must be filed as a permanent part of public 
property records in accordance with local requirements and 
must be available for public inspection. 

The packet includes: 
1. Notice of Limitation of Use Form 
2. Fully Executed Agreement (and any Amendments, if 

applicable) 
3. Project Boundary Map 
4. Stand-Alone Legal Description 

⃰ All documents must be filed together. 
⃰ After filing, turn in copy of the packet with the Book and 

Page number stamp. 



 

      

     

   

      

     

 

  

    

    

 

  FLORIDA RECREATION DEVELOPMENT ASSISTANCE PROGRAM 
Closeout Webinar 

Final Status Report 

• This form should list all elements as they are 

found in the scope of work. 

• This form should be filled out completely. 

• The Final Status Report box must be checked 

• The Date of Project Completion must be filled 

out. 

• This date will be used on the second page 

of the Project Completion Certification. This 

is the date the project was officially 

complete. 



  

  FLORIDA RECREATION DEVELOPMENT ASSISTANCE PROGRAM 
Closeout Webinar 

Final Status Report- Example 



     

    

 

 

     

   

    

  

   

   

    

  FLORIDA RECREATION DEVELOPMENT ASSISTANCE PROGRAM 
Closeout Webinar 

Payment Request Summary 
This document summarizes the costs of the project. 

• Billing Period: Date of Commencement - Date of Project Completion 

(From Final Status Report). 

• Billing Number: 1-Final 

• List all costs in applicable column, as applicable. 

• This form must have two signatures. One from the Project 

Administrator and one from the Project’s Financial Officer. 

• These cannot be the same person. 

• Fill out Project Costs This Billing and Cumulative Project Costs. 

• These numbers should be the same as this is the only Payment 

Request submitted for this project. 



 

  FLORIDA RECREATION DEVELOPMENT ASSISTANCE PROGRAM 
Closeout Webinar 

Payment Request Summary- Example 



    

      

  

      

            

       

    

         

          

   

  FLORIDA RECREATION DEVELOPMENT ASSISTANCE PROGRAM 
Closeout Webinar 

Contractual Services Purchase Schedule 
This form outlines all costs that were paid to a procured vendor. 

• Billing Period: Date of Commencement - Date of Project Completion 

• Billing Number: 1-Final. 

• This form’s total should match that listed on the Payment Summary Request. 

• The descriptions should be as detailed as possible and must clarify which scope element it refers to. 

• Please use multiple lines and pages to include all information. 

• This form must include License Numbers of contractors. 

• This form must include all Invoice Numbers and Payment Information. 

• This form must be signed by the Project Liaison and the Project’s Financial Officer. 

• These cannot be the same person. 



 

  FLORIDA RECREATION DEVELOPMENT ASSISTANCE PROGRAM 
Closeout Webinar 

Contractual Services Purchases Schedule - Example 



         
   

      

  

      

            

       

         

          

   

  FLORIDA RECREATION DEVELOPMENT ASSISTANCE PROGRAM 
Closeout Webinar 

Direct Material Purchases Schedule 
This form outlines all costs that were direct from a manufacturer and did not involve contracted labor. 

• Billing Period: Date of Commencement - Date of Project Completion 

• Billing Number: 1-Final. 

• This form’s total should match that listed on the Payment Summary Request. 

• The descriptions should be as detailed as possible and must clarify which scope element it refers to. 

• Please use multiple lines and pages to include all information. 

• This form must include all Invoice Numbers and Payment Information. 

• This form must be signed by the Project Liaison and the Project’s Financial Officer. 

• These cannot be the same person. 



 

  FLORIDA RECREATION DEVELOPMENT ASSISTANCE PROGRAM 
Closeout Webinar 

Direct Material Purchases Schedule- Example 



 
    

    
  

   

        

  

   

   

         

   

   

  FLORIDA RECREATION DEVELOPMENT ASSISTANCE PROGRAM 
Closeout Webinar 

Grantee Labor Cost Schedule 
This form outlines work done by the Grantee that the Grantee is seeking reimbursement for. 

• Billing Period: Date of Commencement - Date of Project Completion 
• Billing Number: 1-Final. 

• This form’s total should match that listed on the Payment Summary Request. 

• If Employee Benefits are claimed, please deduct that total from the Grantee Labor total and list 

separately on the Payment Summary Request. 

• The descriptions should be as detailed as possible and must clarify which scope element it refers to. 

• Please use multiple lines and pages to include all information. 

• This form must be accompanied by official timesheets that show the hours worked for each employee listed. 

• This form must be signed by the Project Liaison and the Project’s Financial Officer. 

• These cannot be the same person. 



        

  

   

  
       

      
 

FLORIDA RECREATION DEVELOPMENT ASSISTANCE PROGRAM 
Closeout Webinar 

Grantee Labor Cost Schedule- Example Payment Summary Request- With 
Grantee Labor Example 

40% of salaries is the maximum amount of Benefits that 
Fringe Benefits= (Project Hours x Hourly Rate) x 0.4 can be claimed. 



           
        

          
    

          
      

          
   

  FLORIDA RECREATION DEVELOPMENT ASSISTANCE PROGRAM 
Closeout Webinar 

Invoices, Checks, and Proof of Payment 
All invoices must be listed on the Purchase Schedules in the appropriate columns, using 
their invoice number. These invoices must be submitted with the schedules for review by 
staff. 

Every cost listed must have an invoice and proof of payment to accompany it, whether that 
be a scanned check or a bank statement from the grantee. 

If the invoice has items that are not eligible for reimbursement, i.e. shovels, paint brushes, 
etc., the grantee may be asked to revise the purchase schedule to remove those costs. 

If the invoice is not project specific, and lists other work done, please clearly label or highlight 
the costs that pertain to the project. 



      

  
            

       
            

    
         

           
 

     
        

     
         

     

  FLORIDA RECREATION DEVELOPMENT ASSISTANCE PROGRAM 
Closeout Webinar 

Budget Cost Analysis 
This is a summary of the costs of the project. 

• Fill out the form completely. 
• Note the right-hand columns are for FRDAP Staff to fill out, please leave columns referring to 

“% Allocation”, “Allowable”, “Reasonable”, and “Necessary” costs blank. 
• Please list all costs and quantities regarding each element found in the scope of work. 

• Personnel Expenses refers to Grantee Labor Costs. 
• Contractual Services costs will be the same as the Contractual Services Schedule. 
• Equipment refers to any equipment that was rented or the grantee owned and would like their 

use reimbursed. 
• Supplies refers to any Direct Costs that were incurred. 
• Miscellaneous/ Other Expenses could also refer to Direct Costs. 

• Please list all elements as they are found in the scope of work. 
• This form should show the actual costs of the project/ elements and should match the Purchases 

Schedules, Payment Request Summary, and Project Completion Certificate. 



 

  FLORIDA RECREATION DEVELOPMENT ASSISTANCE PROGRAM 
Closeout Webinar 

Budget Cost Analysis- Example 



 

  

FINAL 
SUBMISSION 

FRDAP CLOSEOUT WEBINAR 



       
   

      

          
   

      
  

      

   

  FLORIDA RECREATION DEVELOPMENT ASSISTANCE PROGRAM 
Closeout Webinar 

Submission 

After the documents are complied, they should be sent to the appropriate CAC via email. Please submit 
documents as PDFs and clearly label each document. 

Be sure to clearly state the project name/ number in the subject line of the email. 

Staff will acknowledge the receipt of the documents and begin their review. They may reach out to request 
clarifications and/or revisions if necessary. 

If possible, we encourage early submissions so staff can begin the review and both parties have more time to 
make revisions if needed. 

The final deadline to submit the closeout documents for FY21-22 FRDAP Projects is April 30, 2024. 

There are no extensions available for this grant program. 



QUESTIONS? 



   

   

THANK YOU 
Linda Reeves 

Community Program Manager 
Phone: 850-245-2702 

Email: Linda.Reeves@floridadep.gov 

Shauna Allen 
OMC Manager 

Phone: 850-245-2713 
Email: Shauna.R.Allen@floridadep.gov 

April Moody 
FRDAP Community Assistance Consultant 

Phone: 850-245-3181 
Email: April.Moody@floridadep.gov 

Reilly Allman 
FRDAP Community Assistance Consultant 

Phone: 850-245-2783 
Email: Reilly.Allman@floridadep.gov 

mailto:Reilly.Allman@floridadep.gov
mailto:April.Moody@floridadep.gov
mailto:Shauna.R.Allen@floridadep.gov
mailto:Linda.Reeves@floridadep.gov
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