Land & Water Conversation Fund (LWCF)
Requesting Reimbursements
When requesting grant reimbursement from the State of Alaska, Division of Parks & Outdoor Recreation (DPOR) please keep in mind the following information for smoother processing of your request.

Summary of Documentation. A complete Summary of Documentation (SOD) form is required with each request for reimbursement. It must be certified (signed and dated) by an authorized representative from your organization.

SOD serves three major purposes:
1. Acts as your cover sheet and checklist for all the backup documentation you will transmit.
2. Serves as your official reimbursement request.
3. Visually separates the amounts you’re claiming under either the Federal Share or the Matching Share for your project.

Additionally. A Performance Period Report (PPR) is required with each Reimbursement Request. Please ensure the dates on the PPR match the dates covered on your SOD.

You are welcome to insert lines into the SOD sheet, but please ensure the formulas correctly calculate your accounting figures.

Minimum Amount. DPOR sets a minimum amount of $1,000 for processing a grant reimbursement. Reimbursement Requests (or Billings) for less than $1,000 may be held and combined with a future billing to meet that threshold. 

Supporting Documentation. Since the LWCF is a reimbursable grant program, your SOD must be accompanied by proof of payments. Proof consists of the following types of documents:
· Invoices
· Receipts
· Copies of issued Checks
· Payroll Register
· Copies of ACH/Wire Transfer Confirmations
· Volunteer labor must be documented with names, dates, activities, and worked hours
· Donation records/receipts for goods, equipment, or services provided

Supporting Documentation shall be listed on the SOD in Payment Date Order.
Submitted documentation needs to specifically identify the goods and/or services provided.
If the supporting documentation includes charges for several projects, the charges MUST be separated out so we can verify that we are reimbursing your organization for charges that are only for your LWCF -assisted project.

Submission. Please submit your Reimbursement Requests/Billings to DNR.LWCFGrants@alaska.gov
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