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FY26 Quarterly Reporting 

• Quarterly Milestone Expectations 
• Narrative Responses

• Personalized Project Expense Worksheets

• Back-up Documentation 

Today’s Agenda

❋ General Reminders:

• This meeting will be recorded & available on the Clean & Beautiful Resources Page. 

• Please submit questions in the chat.  

• Please mute your microphone during presentation. 



Quarterly Milestone Reports (QMR)
&

Financial Reporting



Quarterly Milestone Reports (QMR) are meant to serve as a communication tool 

between NMTD and Clean & Beautiful Grant Partners. 

• The QMR should provide a snapshot of the progress of grant-funded projects 

to-date and include successes, challenges, and financial updates. 

What is a Quarterly Milestone Report? 



What is the purpose of a QMR? 

The purpose of the QMR is to:

• Gather information on the status and progress of the projects. 

• Ensure deliverables will be met by the end of the grant cycle.

• Highlight the potential need for grant administration and/or project implementation 

support from NMTD.

• Identify opportunities for growth within the state program and trends in assistance 

needs amongst partners. 

• Compile information on successful projects completed to-date to share with external 

partners.    



QMR Required Submissions 

Partners must submit a Quarterly Milestone Report for Quarters 1, 2, and 3 to 
NMTD staff via the Survey Monkey Apply Portal. 

QMRs must include progress information for all approved projects including but not limited to:
• Implementation updates

• Existing or anticipated challenges

• Anticipation for Budget Amendment Requests

• Up-to-date Personalized Project Expense Worksheet & Financial Back-up Documentation 

• Photos & Videos

• Media mentions

https://nmtourism.smapply.io/


QMR Submissions via  Survey Monkey Apply 



QMR Submissions 
Survey Monkey Apply 



QMR Narrative Responses 
Question 1 

Please list each a brief description 

for each project,  to show your 

progress thus far. 

*project planning should be 

included in your milestone updates. 

‣ Provide an implementation update for all approved projects. 



QMR Narrative Responses 
Question 2 

‣ Describe any existing or anticipated challenges towards grant implementation.

Please detail any and all issues 

that you have encountered thus 

far, with project implementation 

and/or administration.



QMR Narrative Responses 
Question 3 

Please indicate any needs you 

may have for technical or grant 

administration assistance. Be sure 

to include all questions and/or 

concerns. 

‣ Describe how NMTD can support your program’s success during the following 

quarter and any needs you may have for technical assistance. 

* NMTD will use this information to identify the needs of the individual grant Partner as well as the NMCB network overall. 



QMR Narrative Responses 
Question 4 

Partner must submit up-to-date financial documentation every quarter. 

 

‣ Financial Documentation 

 This consists of:

o Up-to-date Personalized Project Expense Worksheet

o Up-to-date Back-up Documentation

▪ Invoice/Receipt and Proof of Payment



FY26 Reporting



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:

• Are uploaded to your Survey Monkey Apply accounts by NMTD. 

• Allow Partners to utilize the template as a tool throughout the year 
to keep track of all expenditures and back-up documentation.

• Simplify the Partner’s experience with the required Project Expense 
Worksheet and back-up documentation. 



Financial Reporting 
Personalized Project Expense Worksheet

Personalized Project Expense Worksheets are unique to each Partner. 

 

• Partners will utilize this worksheet to keep track of their financial progress 

throughout the grant cycle. 

• Partners are expected to track all expenses with their Personalized Project 

Expense Worksheet.



Financial Reporting 
Personalized Project Expense Worksheet Location



Financial Reporting 
Personalized Project Expense Worksheet



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 

expenditure to-date.

• Variance under 10.0% 

• The Variance will auto-calculate 

based on the number you enter 

under each total amount spent

• Total FY26 Expenditures equal to or 

less than Total FY26 Grant Award 



Allows the NMCB Partners to itemize 
their expenses per:

• Objective

• Items Purchased 

• Vendor

• Total Amount Spent

• Total Amount Claimed 

• Back-up Documentation 

Correlating Page Numbers 

❋in numerical order as it is 

listed on the worksheet. 

Personalized Project Expense Worksheet
Expenditures Tab 



Objective
Please provide the objectives as outlined on your Project Award Schedule - Exhibit A of your FY26 Grant Agreement. 

Personalized Project Expense Worksheet
Expenditures Tab 



Items Purchased

Please list the approved items 

that have been purchased. 

* Note: all approved purchased 

items must correlate with the 

Goal and Objective to the left. 

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.

 

Personalized Project Expense Worksheet
Expenditures Tab 



Total Amount Claimed 

Please provide the Total Amount 

that you are seeking reimbursement 

for. 

❋Please note that not 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 Total Claimed column. The Total Amount 

Spent column is the total you spent on the item. The 

Total Claimed column is the amount you are seeking 

reimbursement for and can be less than or equal to 

the amount listed in the Total Amount Spent 

column.   

Personalized Project Expense Worksheet
Expenditures Tab 



Total FY26 NM Clean and Beautiful Expenditures 

Personalized Project Expense Worksheet
Expenditures Tab 

As you add each expenditure you will notice that each goal total and expenditure 

total amount will automatically calculate your total expenditures. 



Receipt or Invoice
– 

Page Number

Please provide an invoice or receipt for each 

expenditure and line item. 

❋ You will need to scan and organize all 

invoices and receipts in the order that 

they are listed on your Project Expense 

Worksheet. On your 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 



Proof of Payment 
– 

Page Number

Please provide one of the following proofs of payment for 

each expenditure:

• Bank Statement 

• Cleared Check 

• Warrant 

• Attestation

❋ You will need to scan and organize all 

invoices and receipts in the order that they 

are listed on your Project Expense Worksheet. 

On your 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 



Please highlight the 

total spend on each 

expenditure’s receipt 

or invoice and proof 

of payment.

Receipt or Invoice 

Proof of Payment 

Financial Reporting 
Back-up Documentation



Financial Reporting 
Back-up Documentation

Back-up Documents consist of two elements that are necessary for each 

transaction.

• NMTD REQUIRES 

o A receipt or invoice for each approved expenditure.  

 AND 

o Proof of Payment for each approved expenditure.  
▪ Proof that the payment has been made and has cleared your account.

 *Both elements must be submitted by June 2, 2026, NMTD for reimbursement. 



QMR Narrative Responses 
Question 5 

• Do you anticipate exceeding the 
10.0% allowed budget variance for 
any approved line item on the 
approved Personalized Project Award 
Schedule?

• Do you anticipate not being able to 
spend the full grant award based on 
the current Project Award Schedule?

• Are any of these approved projects no 
longer feasible?

‣ Do you anticipate needing a Budget Amendment Request?

* If you answered yes to any of the above, you will need to submit 
a Budget Amendment Request (BAR). 



QMR Narrative Responses 
Question 6

• Photos are required and  provide NMTD 

a visual of progress of projects to-date. 

• If your project is not yet complete, and 

is location based, please upload photos 

to demonstrate  the current phase. 

• Also, upload all paid promotions and 

advertising funded through the grant. 

* NMTD may utilize these photos or advertisements for promotional purposes to further demonstrate the impact of the NMCB network.  

‣ Photos and Advertisements 



QMR Narrative Responses 
Question 7 

This information is needed to 

understand how Partners are 

utilizing earned media to promote 

volunteer opportunities and 

completed projects. 

* These media mentions may be used by NMTD to further promote your program’s success. 

‣ Media Mentions 



QMR Submissions
SMA - Save & Continue Editing

• The ‘Save and Continue Editing’ 

function allows you to add 

information into your QMR 

without submitting the report 

to NMTD. 

• This is a useful tool to keep 

track of your progress 

throughout the quarter. * NMTD will not review the QMR until it has been submitted. 



QMR Submissions
SMA - Save & Continue Editing

If you see a half green circle to 

the left of your Quarterly 

Milestone Report task, this 

indicates your task is in progress 

but has not yet been submitted 

to NMTD. 



QMR Submissions 
Mark as Complete

If you see a full green circle 

with a checkmark to the 

left of your Quarterly 

Milestone Report task, this 

indicates your task been 

submitted to NMTD and no 

further action is needed.  



Online Resources



The Clean & Beautiful Resources Page can be located on the Survey 
Monkey Apply Portal. 

• Grant Guidelines

• Program Forms

• Recorded Webinars & Tutorials 

• Weekly Coffee Hours Meeting Info

• Past Coffee Hours Recordings 

Clean & Beautiful Resources Page

https://nmtourism.smapply.io/res/p/nmcbresources/
https://nmtourism.smapply.io/
https://nmtourism.smapply.io/


Frequently 
Asked 

Questions 



Frequently Asked Questions

Q:   Can I add information into the Quarterly Milestone Report task throughout the quarter?

A:     Yes, feel free to document project progress throughout the quarter. Click the ‘Save & Continue Editing’ Button after 
inputting information to save a draft of the report. When you are ready to submit, click ‘Mark as Complete’ and NMTD 
will be notified that you have submitted your QMR.

Q:   Do I need to include financial information on grant expenditures with my Quarterly Milestone Report?

A:     Yes, it is a requirement of your grant agreement to upload an up-to-date Personalized Project Expense Worksheet and 
Financial Back-up Documentation every quarter.

Q:   How early should I complete my Quarterly Milestone Report?

A:     Submit as close to the deadline as possible so NMTD can get a clear snapshot of all progress to-date.

Q:   Do I need to include metrics with my report?

A:     No, metrics are not necessary to include with your QMR. However, please use the End-of-Year Metrics 
Report throughout the year to keep track of your Match and other various metrics.



Required 
Reporting 
Due Dates



QMR Due Dates  

Q1 Quarterly Milestone Report October 15, 2025

Q2 Quarterly Milestone Report & 
Mid-Point Meeting 

December 30, 2025

Q3 Quarterly Milestone Report April 15, 2026

* Up-to-date quarterly narratives and financials should be completed as close to the deadlines as possible. 
Partners must submit required reports on or before the dates above.



Questions?



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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