
New Mexico Clean & Beautiful
Final Packet Step-By-Step Guide

FY25



Final Reimbursement Packet
Allows the Partner to express their 
experience with the NMCB Grant 
from both project and financial 

aspects. The Final Reimbursement 
Packet is comprised of two 

separate deadlines and collections 

of documents. 



Today’s Agenda 

Final Reimbursement Packet

Financials
• Personalized Project Expense Worksheet 
• Back-up Documentation  
• Final Reimbursement Invoice 
• Youth Employment Verification Form ❋(if applicable)

 
Metrics 

• End-Of-Year Metrics Report 
• End-Of-Year Narrative Report 
• Volunteer Sign-In Sheet ❋(if applicable) 



Financials 



Financials

MONDAY
June 2
5 P.M.

Final Reimbursement Packet

Financials
• Personalized Project Expense 

Worksheet 

• Back-up Documentation  

• Final Reimbursement Invoice 

• Youth Employment Verification Form 
(if applicable)

 



Personalized 
Project Expense Worksheet



Personalized Project Expense 
Worksheets are necessary for 

NMCB Partners to 
communicate their individual 

and total expenditures to 
NMTD.  



What is a Personalized Project Expense 
Worksheet?
Personalized Project Expense Worksheet templates

• NMTD has uploaded your Personalized Project Expense Worksheet to each 
Partner’s Survey Monkey Apply accounts.

• Partners will use this personalized template to all provide overall totals per 
goal and objective, individually itemize expenditures, and provide 
organization for back-up documentation. 

❋ Project Expense Worksheets and back-up documentation are required from all 
NMCB grant partners at the end of each grant cycle on or before Monday, June 2, 
2025, by 5 P.M. 



Where do I find my Personalized Project 
Expense Worksheet?
Personalized Project 
Expense Worksheet 
templates can be 
found in your Survey 
Monkey Apply Account.

Step 1:
Select the start button 
under FY25 New Mexico 
Clean and Beautiful Grant. 



Where do I find my Personalized Project 
Expense Worksheet?
Personalized Project 
Expense Worksheet 
templates can be 
found in your Survey 
Monkey Apply Account.

Step 2:
Under ‘Previous Tasks’ 
select Personalized 
Project Expense 
Worksheet. 



Where do I find my Personalized Project 
Expense Worksheet?
Personalized Project 
Expense Worksheet 
templates can be 
found in your Survey 
Monkey Apply 
Account.

Step 3:
Select the three dots 
and from the drop-
down menu, select 
download. 



Personalized Project Expense Worksheets

Overview Tab Expenditures Tab



Personalized Project Expense Worksheet
Overview Tab 

• Allows the NMCB grant Partner to 

look at their overall expenditures 

per goal. 

• Calculates the difference between 

each line item’s allocation and the 

Partner’s actual spend. 

• Ensures all Partners stay within their 

budget or allowed 10.0% variance.  



Personalized Project Expense Worksheet
Overview Tab 

Partners will:
• Complete each goal and objective’s total 

expenditures for the FY25 grant cycle.

• Keep variance at or under the allowable 

10.0% per objective.  

• The Variance will auto-calculate based 

on the number you enter under each 

total amount spent column 

• Ensure Total FY25 Expenditures must be 

equal to or less than Total FY25 Grant 

Award. 



Allows the NMCB Partners to 
itemize their expenses per:

• Goal 

• Objective 
• Items Purchased per invoice or 

receipt  
• Vendor

• Total Amount Spent

• Total Amount Claimed 

• Back-up Documentation 

Correlating Page Numbers 

Personalized Project Expense Worksheet
Expenditures Tab 



Objective
Please provide the objectives as outlined on your Project Award Schedule - Exhibit A of your FY25 Grant Agreement. 

Personalized Project Expense Worksheet
Expenditures Tab 



Items Purchased

Please provide the 

approved items that have 

been purchased that 

correlate with the Goal and 

Objective to the left. 

❋ Please list items purchased 
per invoice or receipt.  

Personalized Project Expense Worksheet
Expenditures Tab 



Vendor

Please provide the 

Vendor name that the 

items listed in the 

column to the left have 

been purchased from. 

Personalized Project Expense Worksheet
Expenditures Tab 



Total Amount Spent

Please provide the Total 

Amount that you have spent 

on the goal and objective 

and from the vendor listed 

to the left.

❋ Please note the Total Amount 

Spent can be equal to or higher 

than the Total Amount Claimed. 

Personalized Project Expense Worksheet
Expenditures Tab 



Total Amount Claimed 

Please provide the Total Amount 

that you are seeking 

reimbursement for. 

❋ Please note that all expenditures 

will total for each goal and will 

provide an overall total under Total 

NM Clean and Beautiful 

Expenditures. 

Personalized Project Expense Worksheet
Expenditures Tab 



Total Amount Spent 
&

Total Amount Claimed 
❋ Please note that the amounts in the Total 

Amount Spent column amount do not need to 

match the amounts in the Total Claimed column. 

The Total Amount Spent column is the total you 

spent on the item(s). 

The Total Claimed column is the amount you are 

seeking reimbursement for and must be less than 

or equal to the amount listed in the Total Amount 

Spent column.   

Personalized Project Expense Worksheet
Expenditures Tab 



Total FY25 NM 
Clean and Beautiful 
Expenditures 

As you add each expenditure 

you will notice that each goal 

total and expenditure total 

amount will automatically 

calculate your total 

expenditures. 

Personalized Project Expense Worksheet
Expenditures Tab 



Invoice or Receipt – 
Page Number
Please provide an invoice or receipt for each 

objective’s expenditure.

❋ You will need to scan and organize all invoices 

and receipts in the order that they are listed on 

your Personalized Project Expense Worksheet. 

On your Personalized Project Expense Worksheet, 

you will need to provide the correlating page 

number in this column. Invoices and receipts 

need to be saved as a PDF.

Personalized Project Expense Worksheet
Expenditures Tab 



Cleared Check, Bank Statement, 
Warrant, or Attestation – Page 
Number

Please provide one of the following proofs of payment 

for each expenditure:

• Cleared Check 

• Bank Statement 

• Warrant 

• Attestation
❋ You will need to scan and organize all invoices 

and receipts in the order that they are listed on 

your Personalized Project Expense Worksheet. 

You will need to provide the correlating page 

number in this column. Proofs of Payment need 

to be saved as a PDF.

Personalized Project Expense Worksheet
Expenditures Tab 



Back-up Documentation

Please highlight the 
total spend on each 
expenditure’s 
receipt or invoice 
and proof of 
payment.

Receipt or Invoice Proof of Payment 



Back-up Documentation – Attestation 

Attestations must be from the CFO or equivalent financial authority at the Entity. 
The person signing must attest that the payment will be processed prior to June 30, 
2025 - which is the end of the fiscal year.

Parameters for required information in the attestation:
• Purpose of Expenditure & Correlation to NMCB Grant Goals & Objectives
• Date of Expenditure
• Vendor & Items Purchased 
• Amount of Expenditure
• Notarization of Signature 



Personalized Project Expense Work & 
Back-up Documentation

Receipt or Invoice 

Proof of Payment 

Overview Tab Expenditures Tab

M O N D AY
June 2
5 P.M.



Financials - Frequently Asked Questions

Q: When are Project Expense Worksheets Due? 
A: Completed Project Expense Worksheets on Monday,  June 2, 2025,  5 P.M. via the Survey Monkey Apply Portal 
https://nmtourism.smapply.io/ 

Q: What should I do if I exceed 10.0% allowed variance?
A: If you exceed the allowed 10.0% variance, the excess should be used as part of your match. 

Q: If an expense will not clear our account before the due date, what can we do to show proof of payment?
A: Attestation – notarized document signed by CFO or equivalent to the Partner’s financial authority stating the funds 
have been spent and vendor will be paid by June 30, 2025. 

Q: Can I turn in the Project Expense Worksheet early?
A: Yes! You can upload your completed Project Expense Worksheet once you have completed the document and have 
all back-up documentation in-order at https://nmtourism.smapply.io/ 

https://nmtourism.smapply.io/
https://nmtourism.smapply.io/


Final 
Reimbursement Invoice 



What is a Final Reimbursement Invoice?

The Final Reimbursement Invoice informs NMTD of the total amount 
each Partner is requesting to be reimbursed by NMTD for the end of 
the grant cycle. 

❋ Final Reimbursement Invoices are required from all NMCB grant Partners at the 
end of the grant cycle on or before June 2, 2025 – 5 P.M. 



Where to find the Final Reimbursement 
Invoice Template?

Survey Monkey Apply

Step 1 

Open FY25 NMCB Grant 
in the Survey Monkey 
Apply portal. On the top-
right hand corner, select 
pages and click on Clean 
and Beautiful Resources.

 

Clean & Beautiful 
Resources Page 



Where to find the Final Reimbursement 
Invoice Template?

Survey Monkey Apply

Step 2 

Under the Clean and 
Beautiful Resources 
Page, download the 
Final Reimbursement 
Invoice Template. 

 



Final Reimbursement Invoice

The Final Reimbursement Invoice must:

• Be completed by Partners. 

• Show the date the Final Reimbursement Invoice 
is submitted to NMTD . 

• Provide the remaining reimbursement amount 
for the current grant cycle. 

❋ Final Reimbursement Invoices are required from all NMCB grant 
Partners at the end of the grant cycle on or before June 2, 2025 
– 5 P.M. 



Final Reimbursement Invoice Due Date

5 P.M.

MONDAY
June 2
5 P.M.



Youth Employment 
Verification Forms

❋Optional 



Youth Employment Verification Form

• Please provide a youth employment verification form 
for each youth sub-contractor or intern that you have 
employed. 

• This is only required if the entity employed youth 
interns or subcontractors  during the grant cycle.

 
• To be accepted and valid, Youth Employment 

Verification Forms must be notarized. 

❋ Youth Employment expense documentation may be 
satisfied by pay-stubs or an attestation from the Partner’s 
CFO or equivalent financial authority.



Where to find the Youth Employment 
Verification Form?

Survey Monkey Apply

Step 1 

Open FY25 NMCB Grant 
in the Survey Monkey 
Apply portal. On the top-
right hand corner, select 
pages and click on Clean 
and Beautiful Resources.

 

Clean & Beautiful 
Resources Page 



Where to find the Youth Employment 
Verification Form?

Survey Monkey Apply

Step 2 

Under the Clean and 
Beautiful Resources 
Page, download the 
Youth Employment 
Verification Form. 

 



Youth Employment Verification Form
Due Date

MONDAY
June 2
5 P.M.



Submission in 
Survey Monkey Apply 



New Tasks in Survey Monkey Apply 

Partners have been moved into the 
Final Packet Stage of the FY25 
grant cycle.

Partners will see the new tasks 
populate in their Survey Monkey Apply 
Account: 

• Final Reimbursement 
• Project Expense Worksheet 
• Back-up Documentation 
• End-of-Year Reports 

• Youth Employment Verification 
Forms (optional) 

• Volunteer Sign-in Sheets 
(optional)

• Supplementary Uploads (optional)

❋ Partners are required to submit all 
documentation that is not noted as optional.  



New Tasks in Survey Monkey Apply 

Partners are required to 
complete the following 
tasks:

• Final Reimbursement 
Invoice 

• Project Expense 
Worksheet 

• Back-up Documentation 

• End-of-Year Report
• Narrative Report 
• Metrics Report  



New Tasks in Survey Monkey Apply 

The following tasks are 
optional:

• Youth Employment 
Verification Forms

❋ If you have employed 
youth, you must submit this 
form. 

• Volunteer Sign-in Sheets
❋ If you have had volunteer 
participation, you must 
submit this form. 

• Supplementary Uploads



Submitting Financial Tasks in 
Survey Monkey Apply 

Step 1:

Under ‘Your Tasks’ please 
select a task to complete.



Submitting Financial Tasks in 
Survey Monkey Apply 

Step 2:

Select the blue ‘Attach File’ 
button to upload the 
document that corresponds 
to the task. 



Submitting Financial Tasks in 
Survey Monkey Apply 

Step 3:

Select the correct file that 
corresponds to the selected 
task.



Submitting Financial Tasks in 
Survey Monkey Apply 

Step 4:

Once your file is uploaded 
successfully you will select 
the blue ‘Mark As Complete’ 
button. 



Submitting Financial Tasks in 
Survey Monkey Apply 

Step 5:

After you have marked the 
task as complete, you will 
notice a green circle with a 
check mark, next to the task 
indicating that the task is 
submitted and completed. 



Submitting Financial Tasks in 
Survey Monkey Apply 

❋ Please note if a task has a half 
green circle this indicates that the 
task is not  submitted and is not 
completed. 



Submitting Financial Tasks in 
Survey Monkey Apply 

Step 6:

Once you have submitted all 
Financial Final Packet Tasks, 
you should have  green 
circle with a checkmark next 
to each task. The green 
circle with a checkmark 
indicates tasks have 
successfully been submitted 
and completed.

❋ Please submit these tasks on 
or before Monday,  June 2, 2025, 
5 P.M. 



End-of-Year Report



End-of-Year Reports 
are necessary for NMCB Partners 
to communicate to NMTD their 
individual successes, challenges, 

and positive impact in their 
community.



What is an End-of-Year Report? 

This report allows NMTD to understand each partners projects and to review:
• A summary of all completed projects
• Consider major challenges that were faced
• Visions for future projects
• Comprehend climate change adaptions 

Conclude metrics for:
• Littering and Recycling 
• Beautification
• Youth Employment
• Education and Outreach

❋ End-of-Year Reports are required from all NMCB grant partners at the end of 
each grant cycle on or before Thursday, July 3, 2025, by 5 P.M. 



End-of-Year Report Documents

Narrative 
• A summary of all completed projects
• Major challenges that were faced
• Future projects & plans to build on success
• Climate change adaptions & mitigation 

Metrics 
• Littering and Recycling 
• Beautification
• Youth Employment
• Education and Outreach

❋Volunteer Sign-In Sheets (if applicable) 

THURSDAY
July 3
5 P.M.



Where to find the End-of-Year Narrative 
Report?

Survey Monkey Apply

Step 1 

Open FY25 NMCB Grant 
in the Survey Monkey 
Apply portal. On the top-
right hand corner, select 
pages and click on Clean 
and Beautiful Resources.

 

Clean & Beautiful 
Resources Page 



Where to find the End-of-Year Report 
Templates?

Survey Monkey Apply

Step 2 

Under the Clean and 
Beautiful Resources 
Page, download the 
End-of-Year Report 

• Narrative
• Metrics

 



Narrative Report 



End-of-Year Report – Narrative 

Narrative Report 

• Summarize all completed 
projects 

• Identify major challenges faced 

• Discuss future projects 

• Climate change adaptations 

❋ End-of-Year – Narrative Reports are required from all NMCB grant partners 
at the end of each grant cycle on or before Thursday, July 3, 2025, by 5 P.M. 



End-of-Year Report – Narrative 

Select the End-of-Year 
Narrative Report Task in 
‘Your Tasks’ in your Survey 
Monkey Apply Account and 
upload your completed 
End-of-Year Narrative 
Report. 

❋ Please note you should 
have a green circle with a 
checkmark indicating that 
the task is complete. 



Metrics Report



End-of-Year Report – Metrics 

Proof of Match Tab

25% match must be demonstrated through: 

• Private Donations

• Government In-Kind 

• Volunteer Hours ❋ 

❋ Must be documented with volunteer sign-in sheets. 



End-of-Year Report – Metrics 

Proof of Match Tab

Partners must add their Total Grant Award to this 
template. The template will auto-calculate the total 
match amount.

Your Total Grant Award can be found on:

• Project Award Schedule – Exhibit A of your FY25 Grant 
Agreement 

• Personalized Project Expense Worksheet 



End-of-Year Report – Metrics 

Litter & Recycling Tab

• Litter Control & 
Recycling Activities 

• Litter Control & 
Infrastructure  

• Illegal Dumping



End-of-Year Report – Metrics 

Beautification Tab

• Beautification 
Infrastructure 

• Graffiti Eradication & 
Prevention



End-of-Year Report – Metrics 

Youth Employment Tab

• Youth Subcontractors

• Youth Internships



End-of-Year Report – Metrics 

Education and Outreach Tab

• Youth Education Activities 

• General Education 
Activities 

• Marketing Campaigns

• Promotional Items

❋ End-of-Year – Metrics Reports are required from all 
NMCB grant partners at the end of each grant cycle 
on or before Thursday, July 3, 2025, by 5 P.M. 



End-of-Year Report – Metrics 

Select the End-of-Year 
Metrics Report Task in 
‘Your Tasks’ in your Survey 
Monkey Apply Account and 
upload your completed 
End-of-Year Metrics 
Report. 

❋ Please note you should 
have a green circle with a 
checkmark indicating that 
the task is complete. 



End-of-Year Report - Frequently Asked 
Questions

Q: When are End-of-Year Reports Due? 

A: Completed Project Expense Worksheets on Thursday, July 3, 2025, 5 P.M. via the Survey Monkey Apply Portal 
https://nmtourism.smapply.io/ 

Q: What if I have more information than the Narrative Report allows for?

A: Partners are able to submit supplementary documentation to complete this section. 

Q: Can I turn in the End-of-Year Report early?

A: Yes! You can upload your completed End-of-Year Report once you have completed the documents at 
https://nmtourism.smapply.io/ 

https://nmtourism.smapply.io/
https://nmtourism.smapply.io/


End-of-Year Reports Due 

Narrative 

Metrics

THURSDAY
July 3
5 P.M.



Volunteer Sign-In Sheets
❋Optional



Volunteer Sign-in Sheets 

• Please provide volunteer 
sign-in sheets for all 
events that volunteers 
were utilized. 

• Volunteer sign-in sheets 
must be uploaded in the 
supplementary task



Volunteer Sign-in Sheets 

THURSDAY
July 3
5 P.M.



Photos & Videos
❋Optional



Photos & Videos Upload 

Please provide photos of your completed projects.

❋ Photos are used by NMTD to showcase NMCB 
projects in your community.  



Photos & Video Uploads 

THURSDAY
July 3
5 P.M.



Supplementary Uploads
❋Optional



Supplementary Uploads

Please provide any 
other supplementary 
documents or files that 
are related to your FY25 
NMCB Grant. 



Supplementary Uploads 

THURSDAY
July 3
5 P.M.



Final Submission 
in Survey Monkey Apply  



FY25 NMCB Final Submission

Please note the half green 
circle with a checkmark 
indicates that the task is 
incomplete.

❋ All tasks must be complete 
to successfully submit.  



FY25 NMCB Final Submission

Please note the 
green circle with a 
checkmark indicates 
that your task is 
complete. 



FY25 NMCB Final Submission

Please click the blue 
submit button to 
submit all final packet 
documentation. 

❋ Please only submit 
when ALL documents 
have been uploaded.



FY25 NMCB Final Submission

Please click the blue 
submit button to 
confirm that you wish 
to submit all Final 
Packet Documentation. 

❋ Please only submit 
when ALL documents 
have been uploaded.



FY25 NMCB Final Submission

After you have successfully submitted all required documents to 
Survey Monkey Apply, you will see this screen confirming your 
submission. 

Dear New Mexico Clean and Beautiful FY25 grantee, 
Your Final Reimbursement Packet has  been submitted for review and 

approval by NMTD.
If you have any questions, please contact Clean and Beautiful Program 

Manager, Chantal Sandoval. (Chantal.Sandoval@td.nm.gov, 505-670-8059)



FY25 NMCB Final Submission

After you have successfully 
submitted all required 
documents to Survey 
Monkey Apply, you will 
receive an email from 
noreply@mail.smapply.net 
confirming your submission. 

[EXTERNAL] FY25 NMCB SUBMISSION  Chantal.Sandoval@td.nm.gov 

[EXTERNAL] FY25 NMCB SUBMISSION

New Mexico Tourism Department 

Dear Chantal Sandoval, 

This is to inform you that your submission, 000000001 has been received for New 

Mexico Clean and Beautiful FY25 on May 8, 2025, 02:50 PM (MDT). 

For questions regarding New Mexico Clean and Beautiful, contact Chantal Sandoval, 

Program Manager Chantal.Sandoval@td.nm.gov or (505) 670-8059 or Delana Du, 
Program Management Analyst at Delana.Du@td.nm.gov or  (505) 479-2564. 

mailto:noreply@mail.smapply.net
mailto:Chantal.Sandoval@td.nm.gov
mailto:delana.Du@td.nm.gov


86

Chantal S. Sandoval
Clean and Beautiful Program Manager 

Chantal.Sandoval@td.nm.gov

(505) 670-8059

Delana Du
Clean and Beautiful Program Management Analyst 

Delana.Du@td.nm.gov

(505) 479-2564

Clean & Beautiful 
Resources Page 

mailto:chantal.sandoval@td.nm.gov
mailto:elana.du@td.nm.gov
mailto:elana.du@td.nm.gov
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