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[bookmark: _Toc166245770]1.	INTRODUCTION
[bookmark: _Toc166245771]1.1	Project Description, Goals and Objectives
Provide an overview of the project including the geographic boundaries, program objectives (e.g., revitalize industrial park), and goals (e.g., cleanup XYZ property) for the project period, which may be up to three years. To provide context, include a brief background on the community where the project will take place, including the brownfield challenges. The proposed work should be consistent with what was included in the competitively selected application, as well as incorporate any changes or clarifications requested by the EPA Brownfields Project Manager. 
Property Location: Provide the property address, GPS Coordinates, and Tax Lot numbers as appropriate. Include a map as a workplan addendum.  
[bookmark: _Toc166245772]1.2	Organizational Structure and Responsibilities
Include a description of your organization indicating organizational structure, communication flow, and roles and responsibilities of all key entities supporting this project - including EPA, the State, and other partners including Community-based organizations and/or community liaisons. Indicate who will carry out each element of the workplan, including supporting organizations and partners, consultants, and contractors. Specifically, state who on this project will be responsible for technical oversight of cleanup-related activities. Include a copy of an organization chart, as appropriate.
1.3 [bookmark: _Toc166245773]Project Outputs and Outcomes
Pursuant to EPA Order 5700.7, “Environmental Results under EPA Assistance Agreements,” EPA requires that all grant recipients adequately address environmental outputs and outcomes. Outputs and outcomes differ both in their nature and in how they are measured. Grant recipients must discuss their anticipated environmental outputs and outcomes in their workplan: 
Outputs - refer to measurable quantitative or qualitative activities, efforts, deliverables, or work products that the applicant proposes to undertake during the project period. For example, quarterly progress reports produced during the grant would be considered outputs. Also, cleanup of one brownfields site would be considered an output. 
Outcomes - refer to the result, effect, or consequence that will occur from carrying out the activities or outputs of the project. Outcomes may be environmental, behavioral, health-related, or programmatic; must be quantitative; and may not necessarily be achievable during the project period. EPA will work with cooperative agreement recipients (CARs) to demonstrate the impact of assessing and cleaning up brownfields by measuring the amount of land on which environmental threats have been determined, what risks have been addressed, and the number of acres made ready for reuse. Outcomes from a grant might include the number of jobs leveraged and other funding leveraged through the economic reuse of properties, or acres of greenspace created for communities.
[bookmark: _Toc166245774]2.	PROJECT TASK DESCRIPTIONS
Describe each task and sub-task that will be performed as part of this project and the type of funding that will be used for each task or sub-task (e.g., EPA cooperative agreement funds, other non-federal funds, etc.). Link personnel, equipment, and other budget costs from the detailed budget table/narrative to the tasks/objectives described in the workplan. 
This sample workplan includes the key required tasks and environmental response requirements for a cleanup project funded with EPA brownfields cooperative agreement funds. All of these are important for EPA to track or verify. If a required task has already been completed, please include a brief summary at the beginning of this section or in the preceding introduction section that says what was done, by whom and when. Your project may require the inclusion of additional tasks that are not included in this sample.
State Oversight & Associated Costs - Brownfield cooperative agreement recipients (CARs) are strongly encouraged to work with their State environmental department or agency and enter the state voluntary clean-up program (VCP). State VCP fees can be eligible costs and consultation with the State or Tribal agency can help streamline the concerns that arise later on during cleanup planning.
[bookmark: _Toc166245775]2.1	TASK 1 – PROJECT MANAGEMENT AND REPORTING
Describe how your project will be managed under the cooperative agreement, consistent with the Cleanup Grant Proposal submitted and the Cooperative Agreement Terms and Conditions. Sub-tasks can include project management, project reporting (interim and final), and contractor procurement. For each sub-task, provide the following:
· Objective of the task
· Who has the lead for each task?
· Milestones and deliverable(s)
· Estimated submittal or completion dates
[bookmark: _Toc166245776]2.1.1	Project Management  
Describe those activities necessary to manage the project in accordance with the workplan.  Refer to all required statutes, circulars, and terms and conditions (T&Cs), including establishment and maintenance of necessary cooperative agreement records and files. Describe financial management, project oversight, and attendance at necessary project meetings. Contact the EPA Brownfields Project Manager for assistance in determining eligible programmatic and administrative costs.
[bookmark: _Toc166245777]2.1.2	Project Reporting - Periodic
[bookmark: _Toc165778410]Required periodic reports include Quarterly Progress Reports due within 30 days of the end of each federal fiscal quarter ending December, March, June, and September (due by January 30, April 30, July 30, and October 30). The CAR must submit property specific information reflecting site specific activities within 30 days after the end of the Federal fiscal quarter in which the event occurred. The CAR will be provided access to an on-line reporting system, the Assessment, Cleanup and Redevelopment exchange System (ACRES). The CAR is required to enter ACRES to report the initiation of cleanup and completion of cleanup activities. Refer to Terms and Conditions for additional periodic reporting requirements, e.g., Disadvantaged Business Enterprises (DBE/MBE/WBE) Reporting and Federal Financial Reporting (SF-425).
2.1.3 [bookmark: _Toc166245778]Staff Training/Travel 
Include if you plan to fund key personnel to attend a national or regional EPA Brownfields conference. Attendance is not required each year of the cooperative agreement but is highly encouraged the first year. Applicability of actual training courses should be discussed with the EPA Brownfields Project Manager. 
[bookmark: _Toc166245779]2.1.4	Contractor Procurement 
Describe how and when you will procure (or previously procured) any necessary contractors in accordance with your procurement procedures and with 2 CFR Part 200 Uniform Administrative Requirements for Grants and Cooperative Agreements for Federal Awards and EPA specific Regulations for Grants and Agreements at 2 CFR Part 1500.
[bookmark: _Toc166245780]2.1.5	Final Performance Report 
You must prepare a final performance report and submit it to your EPA Brownfields Project Manager within 120 calendar days after the expiration or termination of the award (sooner is also acceptable). The report should generally contain the same information as the Quarterly Progress Reports but should cover the entire project period and include before and after photos of the cleanup site. In addition, the Final Performance Report should specifically address lessons learned by you or your contractor(s) in implementing the Brownfields cleanup as well as successes achieved, and a summary fact sheet of the project. Refer to Terms and Conditions for additional final reporting and grant closeout requirements.   
[bookmark: _Toc166245781]2.2	TASK 2 – COMMUNITY ENGAGEMENT
Describe how you will perform community engagement activities, consistent with the Cleanup Grant Proposal submitted and the Cooperative Agreement Terms and Conditions, to ensure that community concerns are considered in cleanup planning and execution. The community must be kept informed of project progress and results and given the opportunity to be involved with your project. For each sub-task, provide the following:
· Objective of the task
· Who has the lead for each task?
· Milestones and deliverable(s)
· Estimated submittal or completion dates
[bookmark: _Toc166245782]2.2.1	Community Outreach and Involvement 
CARs are required to submit a site-specific Community Involvement Plan (Community Relations Plan) to EPA for review. As part of that Plan, the CAR will designate a project contact, establish an Administrative Record (Information Repository) on a webpage (and, if applicable, a hardcopy convenient to the site), and place relevant documents into the Administrative Record so that they are available to the community for review. Examples of documents to be placed in the information repository include the cooperative agreement workplan, Analysis of Brownfields Cleanup Alternatives (ABCA), site investigation reports (e.g., Phase I and Phase II environmental site assessment reports), the cleanup action plan, cleanup standards used, responses to public comments, and verification that shows that cleanups are complete.
Brownfield Programmatic Terms & Conditions: 
Public Involvement and Community Outreach - All cleanup activities require a site-specific Community Involvement Plan. The plan must include providing reasonable notice to the community and opportunity for public involvement and comment on the proposed cleanup options under consideration for the site. All information, including responses to public comments and administrative records, may be made available to the public to the extent consistent with 2 CFR § 200.338 and applicable state, tribal, or local law.
Administrative Record - The CAR shall establish an Administrative Record that contains the documents that form the basis for the selection of a cleanup plan. Documents in the Administrative Record shall include the ABCA; site investigation reports; the cleanup plan; cleanup standards used; responses to public comments; and verification that shows that cleanup is complete. The solicitation for cleanup contractors may be provided in lieu of a cleanup plan provided that it is included in the Administrative Record. The CAR shall keep the Administrative Record available at a location convenient to the public and make it available for inspection. The Administrative Record must be retained for three (3) years after the termination of the cooperative agreement subject to any requirements for maintaining records of site cleanups ongoing at the time of termination.
[bookmark: _Toc166245783]2.2.2	Public Notice and Comment 
CARs are required to publish notice of availability of the draft Analysis of Brownfields Cleanup Alternatives (ABCA) or equivalent and the proposed cleanup plan for a public comment period (typically 30 days), and to summarize any significant comments received and how they are addressed in the Final Cleanup Plan. EPA also recommends preparing and distributing a plain language “fact sheet” to the affected community as part of the Public Notice.
[bookmark: _Toc166245784]2.2.3	Project Updates and other Public Information 
Describe other means or activities you will use to keep the community informed and involved. 
[bookmark: _Toc166245785]2.3	TASK 3 - CLEANUP PLANNING
Describe the steps you will take to plan the cleanup of your site, consistent with the Cleanup Grant Proposal submitted and the Cooperative Agreement Terms and Conditions. For each sub-task, provide the following:
· Objective of the task
· Who has the lead for each task?
· Milestones and deliverable(s)
· Estimated submittal or completion dates
Note: Please discuss State Oversight activities in the applicable tasks and include cost estimates for State Oversight in your budget with supporting details provided in the budget narrative. 
[bookmark: _Toc166245786]2.3.1	Analysis of Brownfields Cleanup Alternatives  (ABCA)
EPA requires CARs to have or prepare an Analysis of Brownfield Cleanup Alternatives (ABCA) or equivalent State-required document that summarizes the following information: site description and contamination (i.e., exposure pathways, contaminant sources, types, and levels of contamination, etc.); cleanup standards; and applicable laws. The ABCA must also discuss alternatives considered (at least two, evaluated in terms of effectiveness, implementability, and cost) and the proposed cleanup plan. Evaluation of cleanup effectiveness should include consideration of “greener” cleanup practices that support such things as the incorporation of renewable energy technologies and/or reduced emissions of toxic and greenhouse gases. This document must go out for public comment prior to beginning cleanup (typically 30 days). Review of the ABCA by the State VCP project manager prior to making the document available for public comment will help ensure that your cleanup plans will ultimately be acceptable to the State. Additional guidance on this topic will be provided by your EPA Brownfields Project Manager.
For more information on ABCAs, please see FY2024 Frequently Asked Questions for Brownfield, Multipurpose, Assessment, RLF, and Cleanup (MARC) Grants - FAQs L.16 and L.17. (https://www.epa.gov/system/files/documents/2023-09/FY24%20FAQs_9-21-23.pdf)
Example Analysis of Brownfields Cleanup Alternatives for Cleanup Grant Proposals (https://www.epa.gov/sites/default/files/2020-09/documents/abca-example-for-cleanup-proposals.pdf)   
Resiliency - The evaluation of alternatives should also consider the resilience of the remedial options in light of reasonably foreseeable changing climate conditions (e.g., sea level rise, increased frequency and intensity of flooding, and/or extreme weather events, etc.). The alternatives may additionally consider the degree to which they reduce greenhouse gas discharges, reduce energy use, or employ alternative energy sources, reduce volume of wastewater generated/disposed, reduce volume of materials taken to landfills, and recycle and re-use materials generated during the cleanup process to the maximum extent practicable. The evaluation will include an analysis of reasonable alternatives including no action.
Climate Smart Brownfields Manual - An excellent resource for communities that want to consider climate change as they assess, clean up, and redevelop brownfield sites. This manual provides guidance on best practices for climate change mitigation, adaption, and resilience at all stages of brownfields work, from planning to redevelopment. It also includes case studies and links to additional resources that communities can use as they develop brownfields project plans. 
https://www.epa.gov/land-revitalization/climate-smart-brownfields-manual
EPA has created a checklist, How to Address Changing Climate Concerns in an Analysis of Brownfield Cleanup Alternatives (ABCA), to assist CARs with addressing resiliency, at https://www.epa.gov/sites/production/files/2015-09/documents/epa_oblr_climate_adaptation_checklist.pdf. 
(Please note: This checklist will be updated in 2024, please check back on the EPA website.)
Being Prepared for Climate Change: Checklists of Potential Climate Change Risks - https://www.epa.gov/cre/being-prepared-climate-change-checklists-potential-climate-change-risks
Climate and Economic Justice Screening Tool (CEJST) - a geospatial mapping tool that identifies areas across the nation where communities are faced with significant burdens. These burdens are organized into eight categories: climate change, energy, health, housing, legacy pollution, transportation, water and wastewater, and workforce development.- https://toolkit.climate.gov/tool/climate-and-economic-justice-screening-tool
National Climate Assessment - A resource to identify risks and regional trends https://scenarios.globalchange.gov/
Climate Mapping for Resilience & Adaptation - the U.S. Climate Resilience Toolkit offers a framework to help communities systematically consider and address their climate hazards. Communities can use this portal to document their past, present, and future exposure to climate-related hazards.  https://resilience.climate.gov/
Greener Cleanup Information – In preparing for site cleanup work additional resources are available to assist with sustainability integration through greening cleanup activities:
EPA’s Office of Land and Emergency Management (OLEM) Greener Cleanup website:  
https://www.epa.gov/greenercleanups/epa-principles-greener-cleanups

EPA’s Clu-In website: https://clu-in.org/greenremediation/.

https://clu-in.org/greenremediation/docs/Greener_Cleanup_Standard_Winter2016.pdf
[bookmark: _Toc166245787]2.3.2	Integrating Sustainability
Projects should demonstrate how aspects of sustainability have been considered or integrated into cleanup activities. There are many ways to reduce the environmental footprint of site work including: 
· Utilize fuel efficient vehicles
· Reduce miles traveled while conducting site work
· Purchase or lease more sustainable equipment, supplies, and services
· Implement sustainable materials management practices (reduce, reuse, recycle)
· Consider efficiencies to traditional travel or consider alternatives
· Consider other practices that directly reduce water, materials, climate, energy, or air impacts
More information on ways to integrate sustainability:
https://www.epa.gov/sustainability/learn-about-sustainability
https://www.epa.gov/smartgrowth/tools-and-resources-sustainable-communities
[bookmark: _Toc166245788]2.3.3	Endangered Species Act (ESA) and National Historic Preservation Act (NHPA) Requirements  
EPA has certain requirements under the Endangered Species Act (ESA) and National Historic Preservation Act (NHPA), which EPA must meet before giving approval for you to proceed with field work under the cooperative agreement. CARs may help EPA by providing certain information which will help us fulfill our responsibilities in a timely manner and prevent delays and can use cooperative agreement funds to do so. The information, which may be available in a Phase I Site Assessment, includes the following: the location of your project, any threatened or endangered species or habitat which may be affected by your project, whether the site is considered to be of concern by the State Historic Preservation officer, a list of potentially impacted Tribes, and your evaluation as to whether your plans could have adverse effects on endangered species or cultural resources. Additional guidance on this topic will be provided by your EPA Brownfields Project Manager.
[bookmark: _Toc166245789]2.3.4	Quality Assurance Project Plan (QAPP) and Health and Safety Plan (HSP)
If confirmation sampling or sampling to support the cleanup is to be funded wholly or in part with EPA funds, a site-specific Quality Assurance Project Plan (QAPP) must be prepared and submitted to EPA for review and concurrence before any sampling is done. Please allow at least 4-6 weeks for turnaround time. Plan to include additional time for making changes to your QAPP.  
CARs must also prepare (or have their contractor prepare) and follow an OSHA-compliant Health and Safety Plan, and place a copy in the cooperative agreement file.
[bookmark: _Toc166245790]2.3.5	Final Cleanup Plan and Remedial Design 
After the Public Notice and comment period on the ABCA, EPA requires CARs to document any significant comments received and how they were/are being responded to (such as a change in the cleanup plan, if there is such a change) and the final cleanup plan to be implemented with federal funds.  The Final Cleanup Plan should include the cleanup standards to be achieved and any institutional, land use or engineering controls that will be required as part of the cleanup.  This document should be submitted to the State VCP project manager for concurrence that the Cleanup Plan can be expected to meet State cleanup requirements. CARs can use cooperative agreement funds to prepare solicitations and/or contracts for hiring a contractor to design and/or oversee the final cleanup plan selected.
[bookmark: _Toc166245791]2.4	TASK 4 - CLEANUP PERFORMANCE AND COMPLETION
Describe the specific actions that you will take to implement your final cleanup plan (e.g., excavation, confirmation sampling, development of institutional controls, final cleanup report), consistent with the Cleanup Grant Proposal submitted and the Cooperative Agreement Terms and Conditions. For each sub-task, provide the following:
· Objective of the task
· Who has the lead for each task?
· Milestones and deliverable(s)
· Estimated submittal or completion dates
Note: Please discuss State Oversight activities in the applicable tasks and include cost estimates for State Oversight in your budget with supporting details provided in the budget narrative. 
[bookmark: _Toc166245792]2.4.1	Cleanup Activities  
Describe the cleanup activities you plan to implement as part of your cleanup project.  
[bookmark: _Toc166245793]2.4.2	Confirmation sampling 
Describe any sampling activities you are planning to conduct to support cleanup or to confirm that cleanup standards have been met. Remember, you must get EPA approval of your Quality Assurance Project Plan before sampling begins.
[bookmark: _Toc166245794]2.4.3	Final Cleanup Report 
After the cleanup is performed, you or your technical oversight contractor must prepare or approve a final report or other documentation that confirms the cleanup is complete and meets the cleanup standards identified in the Final Cleanup Plan. The report should also indicate what institutional, land use or engineering controls (if required) are in place.
Continue with as many tasks as needed.
[bookmark: _Toc9233962][bookmark: _Toc166245795]3.	SCHEDULE AND DELIVERABLES 
Provide a schedule of all key milestones, activities, and accomplishments anticipated over the length of the cooperative agreement. It is recommended that you discuss an anticipated start date for this agreement with your EPA Brownfield Project Manager and reference general time frames rather than specific dates. For example, a four-year project could be referenced with 48 months (Task 1/Months 1-2, Task 2/Months 6 – 12) and so on. The timeframes provided are examples and should be customized for each project. 
	DUE DATE 

	ITEM
	Send to:

	
	
	EPA PM
	STATE
	EPA GRANTS
	EPA FINANCE

	Months 1-3
	EPA enters cooperative agreement (CA) record into ACRES
	
	
	
	

	Months 1-3
	Property Profile Form entered in ACRES 
	X
	
	
	

	Month 1-6
	Project Webpage Established/
Project Fact sheet - project starting
Administrative Record/Information Repository Established (Updates Ongoing)
	X
	
	
	

	
	
	
	
	
	

	Months 1-6
	Community Involvement Plan
	X
	
	
	

	Months 1-6
	Final ABCA 
	X
	X
	
	

	Months 1-12
	Final Cleanup Plan
	X
	X
	
	

	Months 1-12
	Remedial Design
	X
	X
	
	

	Before fieldwork begins
	QAPP / Health and Safety Plan
	X
	
	
	

	Before field work begins
	Endangered Species Act (ESA) & National Historic Preservation Act (NHPA) Letters
	X
	
	
	

	Month 4 
	Quarterly Progress Report (QPR) 1 
	X
	
	
	

	Month 7 
	QPR 2 
- continue with as many quarters as needed
	X
	
	
	

	
	DBE Report (MBE/WBE)
(DBE = Disadvantaged Business Enterprises)
Reports must be submitted annually by October 30th of each year. 
For forms & more information, visit:  
https://www.epa.gov/resources-small-businesses
	X (copy)
	
	X
	

	With Quarterly Progress Reports (QPR)
	Photos and Lessons Learned
	X
	
	
	

	As Needed 
	Requests for Reimbursement – see Administrative Terms and Conditions
	
	
	
	X

	Month 48
	Fact Sheet - Cleanup results 
	X
	
	
	

	Month 48 - 52
	Final Federal Financial Report (FFR) (SF425) & Final Drawdown
Reports must be submitted annually within 90 days after end of reporting period (120 days after end of project period for closeout). 
For forms & more information, visit: https://www.epa.gov/grants/epa-grantee-forms
	X (copy)
	
	X (copy)
	X

	Month 48 - 52
	Closeout:  Final Project Report with Summary Fact Sheet, Photos, and Lessons Learned
	X 
	
	
	

	Continue with list as necessary, ensuring all project-related milestones, activities and accomplishments are included. Note that “Month” due dates above are for guidance only.





[bookmark: _Toc166245796]4.	BUDGET
[bookmark: _Toc166245797]4.1 	Budget Table  
· [bookmark: _Hlk9237754]Provide a detailed budget by task, sub-task, or major activity. Include the following budget categories as applicable: personnel, fringe benefits, travel, equipment, supplies, contractual services, other.  
· At a minimum the total cost for each task must be provided. The total cost by category must match the Budget Table on Standard Form 424A (SF-424A), Budget Information, submitted to EPA as part of your application. 
· Use Budget Table below as a guide and adjust as needed. 

	Brownfields Cleanup Project 
Budget Table

	Budget
Category
	Task 1
Performance Management & Reporting
	Task 2
Community Engagement
	Task 3
Cleanup Planning
	Task 4
Cleanup Performance & Completion
	Budget Category Total

	Personnel
	$0
	$0
	$0
	$0
	$0

	Fringe Benefits
	$0
	$0
	$0
	$0
	$0

	Travel
	$0
	$0
	$0
	$0
	$0

	Equipment 
	$0
	$0
	$0
	$0
	$0

	Supplies
	$0
	$0
	$0
	$0
	$0

	Contractual
	$0
	$0
	$0
	$0
	$0

	Construction
	$0
	$0
	$0
	$0
	$0

	Other
	$0
	$0
	$0
	$0
	$0

	Total Direct Costs
	$0
	$0
	$0
	$0
	$0

	Indirect Costs
	$0
	$0
	$0
	$0
	$0

	Task Totals
	$0
	$0
	$0
	$0
	$0

	· Travel to brownfields-related training conferences is an acceptable use of these grant funds. Conference registration fees should be included under the “Other” budget category.  

· EPA defines equipment as items that cost $5,000 or more with a useful life of more than one year. Items costing less than $5,000 are considered supplies. Generally, equipment is not required for Brownfield Grants. 

· Administrative costs (direct and/or indirect) for the Cleanup Grant applicant itself cannot exceed 5% of the total EPA-requested funds. See FY2024 Frequently Asked Questions for EPA Brownfields Multipurpose, Assessment, RLF, and Cleanup (MARC) Grants, Section O. Administrative Costs - https://www.epa.gov/brownfields/frequently-asked-questions-about-multipurpose-assessment-rlf-and-cleanup-grants




[bookmark: _Hlk135408693]Pre-Award Costs: Pre-award costs are those costs incurred prior to the effective date of the grant award (i.e., the date that it is signed by the EPA Grants Management Officer/Award Official). Please note that all pre-award costs must be incurred within the period of performance, thus your project start date will need be adjusted to include the time period in which the costs were incurred. Pre-award costs are incurred at the grant recipient’s own risk. 

Describe if any pre-award costs will be needed for contractor procurement, travel, site assessment, and/or community involvement. EPA will allow you to incur pre-award costs up to 90 days prior to the effective date of the grant award (i.e., beginning July 1, 2024). Pre-award costs must be specifically identified in the workplan tasks and activities and included in the schedule. If pre-award costs are not included, the period of performance will begin on October 1, 2024. 
1
[bookmark: _Toc166245798]4.2 	Budget Narrative
[bookmark: _Toc421002450]Budget Narrative - The purpose of the Budget Narrative or Detailed Budget is to provide additional detail to support the budget estimates outlined in the Budget Table under 4.1. The narrative will show the calculation for the costs and thus how you arrived at your cost estimates (i.e., the basis for your calculations). It is helpful to provide the Budget Narrative broken out by both Workplan Task and Budget Category (i.e., personnel, fringe, travel, etc.). 
Cleanup Budget Narrative Example – We have provided an Example Budget Table and Example Budget Narrative at the end of this document for reference. 
Please note: 
Please refer to FY2022 Sample Terms and Conditions for a description of eligible and ineligible costs. You may also contact your EPA Brownfields Project Manager for assistance in determining eligible programmatic and administrative costs.
Applicability of State Laws & Federal Cross-Cutting Requirements - Cleanups performed in whole or part with EPA cooperative agreement funds must also comply with all applicable state laws and cross-cutting federal requirements, including the Davis-Bacon Act, which requires payment of the prevailing wage rate for construction projects (including many cleanup activities). Budget and schedule should take this into account.


	[image: Lightbulb and gear with solid fill]
	Resources: 
EPA Budget Development and Procurement Guidance
EPA Brownfield Program Guidance

	EPA Grants 
https://www.epa.gov/grants

	EPA Grant Forms https://www.epa.gov/grants/epa-grantee-forms



Budget Development Guidance – For information on best practices for preparing budgets for applications for EPA grants.

Interim General Budget Development Guidance for Applicants and Recipients of EPA Financial Assistance - https://www.epa.gov/sites/default/files/2019-05/documents/applicant-budget-development-guidance.pdf

Office of Grants and Debarment (OGD) Guidance on Selected Items of Cost for Recipients https://www.epa.gov/sites/default/files/2018-05/documents/recipient_guidance_selected_items_of_cost_final.pdf

EPA Guidance on Participant Support Costs - https://www.epa.gov/sites/default/files/2020-11/documents/epa-guidance-on-participant-support-costs.pdf

Procurement Guidance – For guidance on complying with competitive procurement requirements.

EPA Best Practice Guide for Procuring Services, Supplies, and Equipment Under EPA Assistance Agreements - https://www.epa.gov/sites/default/files/2021-03/documents/best-practice-guide-for-procuring-services-supplies-equipment.pdf

Brownfields Grants: Guidance on Competitively Procuring a Contractor - https://www.epa.gov/system/files/documents/2023-04/BF%20Guidance%20on%20Competitively%20Procuring%20a%20Contractor%204-25-23-508compliant.pdf

EPA Grant General Terms & Conditions - https://www.epa.gov/grants/grant-terms-and-conditions 

EPA SubAward Policy - https://www.epa.gov/grants/grants-policy-issuance-gpi-16-01-epa-subaward-policy-epa-assistance-agreement-recipients

EPA Brownfield Program Guidance – For information on EPA Brownfield Grants

Multipurpose, Assessment, RLF, and Cleanup MARC Grant Application Resources  https://www.epa.gov/brownfields/marc-grant-application-resources

Fiscal Year 2024 Frequently Asked Questions for Brownfield Multipurpose, Assessment, RLF, and Cleanup (MARC) Grants - https://www.epa.gov/system/files/documents/2023-09/FY24%20FAQs_9-21-23.pdf

EPA Brownfield Grant Programmatic Requirements
https://www.epa.gov/brownfields/programmatic-requirements-brownfield-grants

Fiscal Year 2024 Guidelines for Brownfield Cleanup Grants
https://www.epa.gov/system/files/documents/2023-11/fy24-cleanup-rfa_final-v1-2.pdf

EPA REGION 10 GRANTS MANAGEMENT GUIDANCE -- EXCERPT ON REQUIREMENTS FOR
WORKPLAN DETAILED BUDGETS (BUDGET NARRATIVES)
· A Detailed Budget is a required part of your complete application package. It goes hand-in-hand with your Workplan, which should discuss the need for each budgeted item. 
· It will also provide the essential budget information needed for the Budget Information, Standard Form 424A, which is part of your application. 
· Without a Detailed Budget, EPA will not be able to adequately review your grant proposal and your application will be delayed. 
How Much Detail is Enough? 
Please include information that shows how you arrived at your estimated costs, i.e., what is the basis for your calculations? At a minimum, your detailed budget must follow these criteria, using these budget categories: 
Personnel - List all staff positions for the project by title. Give annual salary or hourly rate, percentage of time or number of hours allotted to the project, and total cost for the project period. The total for this category will be entered on Standard Form 424A, Section B, Line 6.a. 
Fringe Benefits - Identify the percentage used for your calculation, the basis for its computation, and what benefits are included. This amount will be entered on Standard Form 424A, Section B, Line 6.b. 
Travel - Indicate the budgeted travel's purpose, the destination of each trip, the duration of the trip and the number of travelers. Specify the mileage, per diem, and other costs for each type of travel, such as lodging, common carrier transportation, etc. If each trip cannot be itemized out, describe how you arrived at your budgeted costs. For example: “Travel costs are based on last year’s actual costs for the same work tasks. This year’s travel effort is estimated to be the same.” This amount will be entered on Standard Form 424A, Section B, Line 6.c. 
Equipment - Identify each item to be purchased which has an estimated acquisition cost of $5,000 or more per unit and a useful life of more than one year. Items with a unit cost of less than $5,000 are deemed to be supplies, pursuant to 2 CFR 200.94. If applicable, indicate why it is more economical to purchase rather than lease. This amount will be entered on Standard Form 424A, Section B, Line 6.d. 
Supplies - “Supplies” means all tangible personal property, other than “equipment”. The detailed budget should identify categories of supplies to be procured (e.g., laboratory supplies or office supplies), and their cost. This amount will be entered on Standard Form 424A, Section B, Line 6.e.
Contractual - Identify each proposed contract and specify its purpose and estimated cost. Provide information on how the estimates were arrived at. This amount will be entered on Standard Form 424A, Section B, Line 6.f.  If you plan to publish a Request for Proposals to acquire the services of an environmental contractor (also sometimes referred to as an “environmental consultant”), these costs will be shown here. Please be advised that the term “consultant*” has a different meaning under EPA procurement regulations – please see below. 
Consultants - If your project requires the hiring of consultants (individuals with specialized skills who are paid at an hourly or daily rate), the maximum allowable consultant rate cannot exceed the maximum daily rate for a Level IV of the Federal Executive Schedule, adjusted annually. 
You may find the annual salary for Level IV of the Executive Schedule on the Office of Personnel Management website, under Executive & Senior Level Employee Pay Tables, “Rates of Pay for the Executive Schedule,” and then by selecting "Rates of Pay for the Executive Schedule” by preferred File Type from the Pay Table (https://www.opm.gov/policy-data-oversight/pay-leave/salaries-wages/salary-tables/24Tables/exec/html/EX.aspx).  
The annual salary is divided by 2087 hours to determine the maximum hourly rate, which is then multiplied by 8 to determine the maximum daily rate. For example, a Level IV Executive Service annual salary of $172,500 is equivalent to $82.65 per hour ($172,500/2087 hours) or $661.24 per day ($172,500/2087 hours x 8 hours/day). This excludes overhead, travel, and subsistence costs for travel. Your detailed budget MUST show the hourly or daily rate you are proposing (for example: consultant 24 hours X $60.00 per hour = $1440). 
*Note: The difference between a contractor and consultant is that a consultant is an individual with specialized skills who, although not on the Cooperative Agreement (CAG) recipient's payroll as an employee, provides personal services to the recipient under an agreement which essentially establishes an employer-employee relationship between the recipient and the individual providing the services. The CAG recipient typically directs the individual's (i.e., consultant’s) work and exercises day-to-day control of the individual's activities. A contract, on the other hand, is typically used to hire an individual or firm who furnishes deliverables or services (like reports or training courses) with minimal oversight and direction from the CAG recipient. Applicants should review 2 CFR Part 200.318-326 and 2 CFR Part 1500.09-10 concerning procurement and the need to provide justification for sole-source agreements and documentation concerning cost-price analysis for contracts and other agreements.
Construction - EPA’s Small and Disadvantaged Business (DBE) rule at 40 CFR 33.103 defines construction as “ . . . erection, alteration, or repair (including dredging, excavating, and painting) of buildings, structures, or other improvements to real property, and activities in response to a release or a threat of a release of a hazardous substance into the environment, or activities to prevent the introduction of a hazardous substance into a water supply.”
Construction costs may include site preparation, demolishing and building facilities, making permanent improvements to facilities or other real property, major renovations of existing facilities, remediation of contamination and related architectural or engineering services. With very few exceptions, recipients carry out construction projects by hiring contractors which typically include a general contractor and an architectural or engineering firm for design work and in some cases purchasing equipment for installation at the site.
Remediation activities that are classified as “Construction” costs include: 
· excavation and removal or treatment of contaminated soil, 
· installation of concrete caps and other barriers to migration of contamination, 
· abatement of asbestos or lead based paint contamination in buildings, 
· construction or assembly of structures housing equipment to pump and treat contamination, 
· permanent installation of equipment purchased by the contractor or the recipient, and 
· site restoration activities such as grading that prepare a site for reuse and similar activities that improve real property. 
In determining costs to include on the “Construction” budget line, EPA recommends that applicants apply the “principal purpose of the contract” test, instead of characterizing discrete tasks that the same contractor will perform. If the principal purpose (i.e., 50% or more of the estimated costs) of the contract is for construction services as defined below, then the cost for the contract should be placed on the “Construction” budget line. Note, a contract that is principally purposed for construction may include tasks performed by the contractor or its subcontractor that are more characteristic of site assessment (e.g., confirmatory sampling, research into the history of the site), incidental engineering work (e.g., inspections to verify that the remedy is complete) or similar ancillary tasks. (see FY24 EPA Guidelines for Brownfield Cleanup Grants IV.E.3. (pages 44-45))
The recipient should provide a list of planned construction contracts along with a brief description of the scope of work or services to be provided, planned duration, and planned procurement method (competitive or non-competitive), if known. . . . 
Other – This category should include only those types of direct costs that do not fit in any of the other budget categories. Examples of costs that may be in this category include: registration fees, state oversight costs insurance and indemnification, rental/lease of equipment or supplies, equipment service or maintenance contracts, printing or photocopying, participant support costs, and subaward costs. List each item separately and provide sufficient detail for EPA to determine the reasonableness and allowability of its cost. This amount will be entered on Standard Form 424A, Section B, Line 6.h. 
Subawards -  Subawards (e.g., subgrants) are a distinct type of cost under the “Other” category. The term “subaward” means an award of financial assistance (money or property) by any legal agreement made by the recipient to an eligible subrecipient. This term does not include procurement purchases, technical assistance in the form of services instead of money, or other assistance in the form of revenue sharing, loans, loan guarantees, interest subsidies, insurance, or direct appropriations. Subcontracts are not subawards and belong in the contractual category. Applicants must provide the aggregate amount they propose to issue as subaward work and a description of the types of activities to be supported. EPA Project Managers and Grants Specialists will review the EPA Subaward Policy under Grants Policy Issuance (GPI) 16-01. This policy establishes the requirements and procedures for Grants Management Offices and Program Offices in making determinations regarding subrecipient eligibility, overseeing pass-through entity monitoring and management of subawards, and authorizing fixed amount subawards under 2 CFR 200.330, 200.331, and 200.332 (“the applicable regulations”).  
EPA Brownfield Program-Specific Notes: 

Administrative costs (direct and/or indirect) for the Cleanup Grant applicant itself cannot exceed 5% of the total award amount. Per IV.E. Narrative/Ranking Criteria of the FY2024 Guidelines for Brownfield Cleanup Grants, 3. Task Descriptions, Cost Estimates, and Measuring Progress: “Successful applicants may only use up to 5% of the total amount of EPA funds for their own administrative costs (direct costs for grant administration and indirect costs). For example, if EPA awards $500,000 to an applicant, the 5% cap for administrative costs equals $25,000. Costs must be classified as direct or indirect consistently and applicants may not classify the same cost in both categories. The limitation on administrative costs does not apply to otherwise allowable programmatic costs (including indirect costs) charged by procurement contractors. Note that EPA considers costs for performance and financial reporting to be allowable programmatic costs that are not subject to the 5% limitation.”

Distinctions between administrative and programmatic costs are listed below.  

· Administrative Costs: Administrative Costs: Administrative costs include certain direct costs of grants administration and all indirect costs.   

Direct Administrative Costs, including those in the form of salaries, benefits, contractual costs, supplies, and data processing charges, are costs that are not included in the recipient’s indirect cost pool and are necessary to comply with the provisions of the Uniform Administrative Requirements for Cost Principles and Audit Requirements for Federal Awards at 2 CFR Parts 200.                        

Indirect Costs are those that are not specifically related to implementing the EPA award and are not readily identified with a specific project or organizational activity but incurred for the joint benefit of both projects and other activities. Overhead costs are a typical example of an indirect cost. Indirect costs are usually grouped into common pools and charged to benefiting objectives through an allocation process/indirect cost rate; 2 CFR § 200.414 and other provisions of the Uniform Guidance.  EPA’s interpretation of the term “Administrative Cost” in CERCLA § 104(k)(5)(B) is based on similar limitations on administrative costs contained in sections 117(a)(1)and 319(h)(12) on the Clean Water Act.

· Programmatic Costs: Costs for activities (including the portion of salaries and fringe) that are integral to achieving the purpose of the grant. These include:
· Inventorying, characterizing, and assessing sites
· Reports and Deliverables (e.g., Quarterly Reports and Financial Status Reports)
· Community outreach activities
· Travel, training, reference materials and contract support

Please note: Programmatic costs should be reflected under one of the Direct Cost budget categories.  

For more information, please see the FY2023 Sample Terms and Conditions and the  FY2024 Frequently Asked Questions for EPA Brownfields Multipurpose, Assessment, RLF, and Cleanup (MARC) Grants, Section O. Administrative Costs - https://www.epa.gov/brownfields/frequently-asked-questions-about-multipurpose-assessment-rlf-and-cleanup-grants
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	Brownfields Cleanup Project
EXAMPLE Budget Table


	Budget 
Category
	Task 1
Project Management 
& Reporting
	Task 2
Community Engagement
	Task 3
Cleanup Planning
	Task 4
Cleanup Performance & Completion
	
	Budget Category Totals

	Personnel
	$56,600
	$4,100
	$14,600
	$2,200
	
	$77,500

	Fringe Benefits
	$16,980
	$1,230
	$4,380
	$660
	
	$23,250

	Travel
	$3,020
	$0
	$0
	$0
	
	$3,020

	Equipment 
	$0
	$0
	$0
	$0
	
	$0

	Supplies
	$0
	$600
	$0
	$0
	
	$600

	Contractual
	$0
	$11,530
	$45,600
	$0
	
	$57,130

	Construction
	$0
	$0
	$0
	$178,000
	
	$178,000

	Other
	$990
	$0
	$9,900
	$9,610
	
	$20,500

	Total Direct Costs
	$77,590
	$17,460
	$74,480
	$190,470
	
	$360,000

	Indirect Costs
	$0
	$0
	$0
	$0
	
	$0

	Task Totals
	$77,590
	$17,460
	$74,480
	$190,470
	
	$360,000

	· Travel to brownfields-related training conferences is an acceptable use of these grant funds. Conference registration fees should be included under the “Other” budget category.  

· EPA defines equipment as items that cost $5,000 or more with a useful life of more than one year. Items costing less than $5,000 are considered supplies. Generally, equipment is not required for Brownfield Grants. 

· Administrative costs (direct and/or indirect) for the Assessment Grant applicant itself cannot exceed 5% of the total EPA-requested funds. See FY2024 Frequently Asked Questions for EPA Brownfields Multipurpose, Assessment, RLF, and Cleanup (MARC) Grants, Section O. Administrative Costs - https://www.epa.gov/brownfields/frequently-asked-questions-about-multipurpose-assessment-rlf-and-cleanup-grants



EXAMPLE BUDGET NARRATIVE:
The total EPA funded budget for this project is $360,000. 
Project activities performed in whole or part with EPA cooperative agreement funds will comply with all applicable state laws and cross-cutting federal requirements. 
Task 1 – Project Management & Reporting: $77,590 Total.
This task will be led by the City’s Project Manager supported by the City’s environmental contractor.  Project management and reporting will be ongoing throughout the project term. 
· $56,600 City Personnel: Environmental contractor procurement and project coordination to perform those activities necessary to manage the Project in accordance with the workplan and meet all required statutes, circulars, and terms and conditions, including establishment and maintenance of necessary Cooperative Agreement records and files. 1,132 hours at $50/hour.
· [bookmark: _Hlk102566879]$16,980 Fringe: 30% of basic salary. Includes retirement, health benefits, annual and sick leave and life insurance.
· $3,020 Travel: City Project Manager and one member of the Advisory Committee to attend one State or regional and one national brownfields conference. Travel/Training  costs were calculated as follows: 
Regional Conference Estimate (based on Portland, OR Conference 04/2019 costs)
· Hotel $100/night x 2 nights x 1 event/year x 2 persons x 1 year = $400
· Per diem $50/day, x 2 days/event x 2 persons = $200
· Mileage .545/mile x ~275 miles = $150
Regional Subtotal = $750
National Conference Estimate (based on Brownfields Atlanta, GA)
· Airfare $400/event x 1 event/year x 2 persons x 1 year = $830
· Airport parking $10/day x 4 days/event x 1 vehicle x 1 year = $40
· Hotel $125/night x 4 nights x 1 event/year x 2 persons x 1 year = $1,000
· Per diem $50/day x 4 days x 2 persons x 1 year = $400
National Subtotal = $3,020
· $990 Other - Registration Fees: State/Regional and National Brownfields Conferences,  City Project Manager and one Advisory Committee member.  
State/Regional Brownfield Conference registration, $195/event x 1 event/year x 2 persons x 1 year = $390; 
National Brownfields Conference Registration, $300/event x 1 event/year x 2 persons x 1 year = $600.
Task 2 – Community Engagement: $17,460 Total. 
· $4,100 City Personnel: Participation in community outreach events. 82 hours at $50/hour.
· $1,230: 30% of basic salary. Includes retirement, health benefits, annual and sick leave and life insurance.
· $600 Supplies: Will comprise of newspaper or other advertising and presentation materials
· $11,530 Contractual: Environmental contractor outreach. 115.3 hours at average billing rate of $100/hour.
Task 3 – Cleanup Planning: $74,480 Total. 
Cleanup plans will be developed for two properites. The plans will be prepared by a team of qualified professionals. If feasible and desired, Final Cleanup Plans will be prepared, and solicitations, and/or contracts for hiring a contractor to implement the final cleanup plan will be prepared.
· $14,600 City Personnel:  If feasible or desired, the City will use cooperative agreement funds to prepare solicitations, and/or contracts for hiring a contractor to implement the final cleanup plan selected for up to two properties. 292 hours at $50/hour.
· $4,380 Fringe: 30% of basic salary. Includes retirement, health benefits, annual and sick leave and life insurance.
· $45,600 Contractual: Develop up to two ABCAs and Final Cleanup Plan reports,  Environmental contractor. 456 hours at $100/hour.
· $9,900  Other - State Oversight: Assistance from state. 60 hours at $165/hour.
Task 4 - Cleanup Performance and Completion. $190,470 Total
· $2,200 City Personnel: Assitance in clean ups and procurement of contractor. 44 hours at $50/hour.
· $660 Fringe: 30% of basic salary. Includes retirement, health benefits, annual and sick leave and life insurance.
· $178,000 Construction: includes contractor costs for soil removal, installation of the vapor barrier and ventilation system, and capping of remaining residual contaminated soil at the sites and the budget is based on the estimates produced in the development of the ABCA. 
· $9,610 Other - State Oversight: Assistance from state. 58 hours at $165/hour.
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