Used Oil Block Grant Reporting Requirements

FUTURE FUNDING WILL BE WITHHELD FROM GRANTEES THAT DO NOT MEET THE SEMI-ANNUAL REPORTING REQUIREMENTS.

The Board requires grantees to report their grant program’s progress through semi-annual reporting.  Grantees are required to submit a Semi-Annual Report on February 15th and August 15th of each year demonstrating program progress and how they have spent their Block Grant funds.  

Reports must be submitted and approved by your Grant Manager in order to continue to receive funding each year.  Grantees that do not show progress toward implementation of an used oil and filter collection and education program MAY NOT receive the next annual Block Grant allocation.  This lack of performance will also be noted if Grantees apply for future used oil and/or HHW funds.  

Used Oil Block Grant funds also include oil filter collection funds.  Used oil filter collection and education component should be included in any used oil recycling program.  For more information on used oil filters and tips on incorporating them into your used oil program, see Chapter 13, Used Oil Filter Information.

SEMI-ANNUAL REPORT SCHEDULE 

	Due to the CIWMB by                            


	Covering the Reporting Period



	February 15, 2002


	July 1, 2001 to December 31, 2001



	August 15, 2002
	January 1, 2002 to June 30, 2002

	February 15, 2003
	July 1, 2002 to December 31, 2002

	August 15, 2003
	January 1, 2003 to June 30, 2003

	February 15, 2004
	July 1, 2003 to December 31, 2003

	August 15, 2004       
	January 1, 2004 to June 30, 2004


FEBRUARY 15th  SEMI ANNUAL REPORT

In a departure from the requirements for the previous block grant cycle, this report includes only an update on the financial details of the grant covering July 1st through December 31st.  The report must include an Expenditure Itemization Summary detailing the expenses incurred during the reporting period and any interest accrued.  Instructions for the Expenditure Itemization Summary can be found in Chapter 8.

AUGUST15th SEMI-ANNUAL REPORT

This report is a more detailed report summarizing the program for the fiscal year covering July 1st through June 30th.  Please refer to the Semi Annual Reporting Section for details.  

Additional Reporting Details:

· Grantees may submit a report at any time if they have expended their entire Block Grant allocation (include any interest accrued and the ten percent (10%) retention).  Refer to the Grant Closure Section. 

· The Board may request a report at any time, and has the authority to immediately suspend or terminate the Grant Agreement if reports are not submitted or progress is unsatisfactory.

· The lead jurisdiction for a regional grant has sole responsibility for reporting on the regional project. 

· If the Grant Agreement is terminated, the Grantee will be required to return any unused grant funds including interest that has accrued. 

· Please remember that each Block Grant Cycle must be tracked and accounted for separately.  All grant funds must be placed in an interest bearing account with a fully insured financial institution.  All interest accrued and received from this account may be used only for eligible expenses.  Interest accrued must be accounted for in all grant reports.  Include the amount of interest accrued for the reporting period. At the end of the grant term all unused interest accrued must be return to the Board.  

REPORTING AND EXPENDITURE CATEGORIES

Use the following categories when preparing the Semi-Annual Reports and the Expenditure Itemization Summary.  Use only the categories that are applicable to your grant program. For each category, identify the related tasks and expenses.

Permanent Collection Facilities:  Establishment, maintenance, or operation of used oil and filter collection centers or permanent household hazardous waste collection facilities.  (See Chapter 5 for Eligible and Ineligible Expenses.) 

Temporary or Mobile Collection: One day or intermittent events, or mobile collection other than residential collection.

Residential Collection: Establishment, continuation, or expansion of curbside or door-to-door collection programs. 

Publicity and Education:  Development, printing, and distribution of publicity or educational materials.

Load Checking: Inspection of loads at solid waste landfills for used oil.

Personnel/Other: Personnel for local governments, and/or any other expenditure that cannot be assigned to another category. Do not include consultant’s personnel expense in the category. Consultant expenses must be assigned to the program element they implemented.

	Reporting

Requirements
	SEMI-ANNUAL REPORTING REQUIREMENTS
Submit one double-sided copy of the Semi-Annual Report.  The following is the required format and content for the Semi-Annual Reports:

FEBRUARY 15th REPORT

1. List the grant number, grantee’s name, and reporting period.

2. Include an Expenditure Itemization Summary covering expenses for the period of July 1st through December 31st (See sample in Chapter 8).

3. Report any accrued interest earned during the reporting period.

AUGUST 15th REPORT

1. List the grant number, grantee’s name, and reporting period.

2. Expenditure Itemization Summary covering expenses for the period of January 1st through June 30th (See sample in Chapter 8).

3. Report on any interest accrued during the January 1st through June 30th period.

4.  Discuss in narrative detail all work completed during the entire year, July through June.  Provide the narrative by reporting and expenditure categories for activities conducted during the year. 

· Tie the data into your narrative.  

· Include filter collection activities/efforts.  

· Include all premiums/public education that has been developed and/or distributed.

· Why was this type of premium chosen?

· Who was your targeted audience for the premium?

· Evaluate the effectiveness of the premium.

· Include a list of community events attended and school presentations conducted.

· Why was this event chosen?

· Who was your targeted audience?

· Evaluate the effectiveness of the event.

5. Discuss work to be completed during the next fiscal year (July 1st through June 30th).  Include goals and objectives.

6. Summarize oil collection data for the year, July through June, by using a spreadsheet (such as Excel) OR attach the print out of the Oil Trek spreadsheet from the Finding Your Way Through The Evaluation Maze. 

· Oil volume in gallons by collection program type. 

· Oil filter volumes by collection program type in drums (indicate crushed/uncrushed).

· Number of collection centers who take oil and/or oil filters.

· Number of additional collection centers established during the year.

· Number of collection centers lost during the year.

· Number of temporary collection events and how many vehicles were served.

· Number of curbside/door-to-door collection stops or number of households served (if number of stops aren’t tracked). 

· Number of community events.

· Number of participants at community events and/or visitors to your booth.

· Number of school presentations.

· Number of students participating broken down by grade level.

7.
When applicable, attach photographs of products, infrastructures, presentations and events (two copies of each photo).

8.
Attach two (2) copies of premiums and public educational materials.
9. 
Summarize the results of your certified center site visits:

· List of certified centers visited during the year.

· Describe any problems facing center operators and the steps to address 
the problems.

· Provide suggestions for improving the quality of certified centers in your 
jurisdiction.

· Attach any certified center surveys and checklists that have not been previously submitted.  Forms are available in Chapter 9 or at www.ciwmb.ca.gov/HHW/Forms/default.htm
10.  Attach a map of the Grantee’s area with collection sites indicated. (See sample on page six.)

11. Attach diskette of report and spreadsheet (indicate on diskette what software program is used).

EXCEPTIONS TO THE REPORTING REQUIREMENTS LISTED ABOVE MAY BE CONSIDERED ON A CASE-BY-CASE BASIS.  THESE REQUESTS MUST BE SUBMITTED IN WRITING AND APPROVED IN WRITING.  THE GRANTEE IS RESPONSIBLE FOR RETAINING DOCUMENTATION OF ANY EXCEPTIONS TO THESE PROCEDURES FOR AUDIT PURPOSES

Submit Semi-Annual Reports To:

California Integrated Waste Management Board

Special Waste Division

Used Oil Grant Program, Attn: (Enter Your Grant Manager’s Name)

1001 “I” Street, MS# 21

 PO BOX 4025

Sacramento, CA 95812-4025

Grant Closure

A final report covering the entire grant period is not required.  Once all funds have been expended please submit a report following the August 15th Semi Annual Reporting requirement format covering the period from your last approved August 15th report.  

Along with the report please submit the required recycling certification form as required and described in Exhibit A, Page 5.  The form is located on Page 7 and 8 or can also be found at the following Board website: www.ciwmb.ca.gov/UsedOil/Forms.  

Evaluation Guide
The Blue Planet Foundation received a non-profit grant from the Board to create a guidebook “Finding Your Way Through The Evaluation Maze” to assist Grantees with their programs.  This guidebook will assist Grantees in:

· Planning

· Goals

· Baselines

· Objectives

· Reporting

· Evaluation

· Adjustments

· Data Collection and Methods

· Data Presentation

This guidebook is not required, but it is an excellent tool for planning and implementing programs.  All requirements for the grant are listed in this document.  The Guidebook can be found at: www.ciwmb.ca.gov/UsedOil/EvalGuide.


SAMPLE

N (

                                                                      City of Crudemont   Grant# UBG7-01-0000
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LEGEND

C=  Certified Used Oil Collection Center




A=  Airport Facility

PF= Permanent HHW Facility





M=  Marina Facility

RF= Recyclable Only






NC= Non-Certified Used Oil Collection Center
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