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Before you Start…

1. Vendor Number: Ensure your organization is registered with 
the State Controller’s Office: 
http://controller.nv.gov/VendorDB/VendorRegistrationReq/

2. Signed Agreement: Ensure you have a copy of the Nevada 
OHV Grant Agreement signed by both parties.
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http://controller.nv.gov/VendorDB/VendorRegistrationReq/


Reporting Timelines
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Quarterly Reporting:
Q1: Jan 1 – March 31 – Due April 15
Q2: April 1 – June 30 – Due July 15
Q3: July 1 – Sept 30 – Due Oct 15
Q4: Oct 1 – Dec 31 – Due Jan 15

Reimbursements must exceed $1000 or be requested 
quarterly

2 year grant periods



Required Documents
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box
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Director

1. Grant Agreement and Application

2. Quarterly Reporting Form: Click here

3. Request For Reimbursement Form: Click here

4. Expense Reports and Receipts *must be paid*

5. Timecards / Volunteer Log

Nikhil Narkhede
Program 
Manager

https://ohv.nv.gov/assets/etc/pdfs/Template_Quarterly_Progress_Report_Form_NVOHV.docx
https://ohv.nv.gov/assets/etc/pdfs/RFR_Template.xlsx


Quarterly Reports

6

Sample photo 

box

Bradley Crowell
Director

Nikhil Narkhede
Program 
Manager

Tasks: May not be completed in order. May be seasonally affected. 
Estimate percent complete.

Narrative: Provide a report of what was completed during the last 
quarter. What challenges were encountered? How were public users 
affected? Can the report be referenced?

Pictures: Worth 1000 words! 
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Requests for 
Reimbursement



Verify Grantee Information
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1. Billing Address
2. Vendor Number
3. Grant Project name/number

• Consider multiple grant phases 
for one project

4. Dates for Reimbursement
• Avoid overlapping dates
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Populate Budget & Match Categories
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1. Use Grant Application Section 4: Budget

2. Complete values in Column E

3. Verify totals match grant funding awarded
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Section 4: Budget
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Supporting Documents
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Supporting Documents must verify Reimbursement 
Request

• Timecards/ receipts/ per diem
• GSA Rates: https://www.gsa.gov/travel/plan-book/per-diem-rates

• Travel Logs
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https://www.gsa.gov/travel/plan-book/per-diem-rates


Documenting Match
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Common Mistakes
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• Receipts do not account for entire reimbursement request

• Basic arithmetic

• Overlapping reimbursement periods

• Inaccurate grant balances



Questions?

Contact:
Nikhil Narkhede
775-684-2794 

nnarkhede@ohv.nv.gov
ohv.nv.gov
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