
Good Grant 
Management



HPF grants come with many 
responsibilities



Read project agreement (contract) and grant guide to 
understand your responsibilities

https://www.kshs.org/preserve/pdfs/4_2024_hpf_grant_guide.pdf


Let’s go over 
the Grant 
Guide

Source link: https://www.kshs.org/preserve/pdfs/4_2024_hpf_grant_guide.pdf

https://www.kshs.org/preserve/pdfs/4_2024_hpf_grant_guide.pdf


Chapter 1
Establishing 

Project 
Guidelines

• Read over the Project Agreement

• Let SHPO know if there are any 
questions, or if you need changes

• Don’t start work until the Agreement 
is signed by both parties*



Chapter 2
Contracting for Services

• SHPO should review RFPs prior to you 
sending them out.

• Allow plenty of time to complete the 
process of seeking and finding competitive 
bids.

• Have reasonable expectations for the 
consultant services your budget will cover.



Send the RFP / 
RFQ directly to 
at least three 
consultants. 

Publicize widely.

Receive 
approval
                                        

Allow 
sufficient time 
for responses. 
We 
recommend 21 
days, but state 
rules only 
require 3-10.

Submit a copy of 
the RFP / RFQ 
and cover letter 
to the SHPO

Request for Proposal (RFP) or Request for Qualifications (RFQ)



The following documents must be submitted for approval 
by the Grants Manager before signing contracts with the 

consultant:

List of the 
consultants 
contacted

Process used to 
evaluate 

responses

Copy of all the 
responses

Letter 
documenting your 

choice and why

Statement 
verifying the time 

and place

Get SHPO 
approval



After receiving 
approval of source 
selection from the 

SHPO, the following 
concludes the 

consultant selection 
process:

Submit a copy of the draft contract 
(between you and the consultant) to the 
SHPO for approval before signing.

Receive approval letter from SHPO



Consultant 
Contracts

Allow SHPO to review draft 
contracts

Include provisions from 
pages 13-14 of Grant Guide

Consider “what could go 
wrong”

Cost must be a lump sum; no 
percentages. 

Hourly costs must be below 
max and have a not-to-
exceed limit.



Manage Your Project
Stay connected with 
your consultant and 
SHPO.

Deadlines in your 
contract should match or 
be ahead of deadlines in 
your grant agreement.

Ideally, grant work 
would be done by 
September 30, 2026. 

Payments and reports 
can be done in October, 
SHPO must close all 
grants by December 31.



Chapter 3
Submitting Project Products

• Project must result in a tangible final product 

• Products must have verbiage acknowledging assistance from 
the National Park Service – see pages 15-16 of the grant 
guide.

• Generally, the product will come to SHPO from the 
subgrantee with comments

• Products must meet the Secretary of the Interior’s Standards 
and Guidelines for Identification and Evaluation (for survey 
and nominations) or the Secretary of the Interior’s Standards 
for the Treatment of Historic Properties (for physical work, 
assessments, preservation plans).



Chapter 4 
Reimbursement

• Completion report form can be used as 
a reimbursement request if you seek 
payment before the final products.

• Edit the form to fit your project.

• Submit back-up evidence of expenses 
and match.

• Submit the products for which you are 
seeking reimbursement 

• Final report, due 30 days after 
completion of final products



Allowable Costs / Match

There is a maximum 
allowable salary.

Volunteer rates depend on level of duties:

• Stuffing envelopes = Federal minimum wage

• Deciding who will be hired for the consultant = Independent 
Sector website 

• Professional accountant providing bookkeeping services = 
Their professional rate of pay 

No food or drinks Must be directly 
related to the project

Grant must result in a 
final, tangible product.



Record Keeping

• Time sheets for staff 
and volunteers

• Documentation of 
salaries or value of 
donated time

• Receipts for paid 
expenses

• Invoices and proof of 
payment



Example:

Grant award was $12,000

That requires $8,000 
match.

HPF cannot reimburse for 
donated match.

Over match is great! 

admin 1,000.00
bookkeeper 524
volunteers 6,525.00
consultant 10,500.00
venue rental 200
printing & advertising 400
Total 19,149.00

60% 11,489.40
Reimbursable expenses 10,900.00
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Chapter 6
Reporting 
Deadlines

• Monthly reports are 
due on the 10th of 
each month after 
you sign the grant 
agreement.

• All work should be 
finished by 
September 2026.



Grant Agreement

• Most important: Don’t freak out!

• We are including the Federal 
Grant Agreement to make sure all 
legal language is included.

• Let me know if you or your 
organization have any concerns.



Gwen Perney
Grants Manager

785-272-8681 x228
gwen.perney@ks.gov 

mailto:katrina.ringler@ks.gov
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