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Project Expense Worksheets 
are required from all 
NMCB grant partners 

• Itemize all expenditures for the FY23 grant cycle per goal and objective
• Show proof of receipt or invoice for each expenditure 

AND
• Show proof of payment for each expenditure  

• Warrant
• Cleared Check
• Bank Statement 
• Attestation 



Survey Monkey 
Apply Portal 

Step 1 
Open FY23 NMCB Grant in the Survey 
Monkey portal. On the top-right hand 
corner, select pages and click on 
Clean and Beautiful Resources. 



Survey Monkey 
Apply Portal

Step 2 
Under the Clean and Beautiful 
Resources Page, download the Project 
Expense Worksheet. 



OVERVIEW TAB 

Step 1 
Name of Entity: 
• Please type the awarded entity’s 

name as it appears on the Grant 
Agreement. 
✩ Please note that your KAB 
Affiliate is not the awarded entity.  



OVERVIEW TAB 

Step 2
Line Item: 

• Please type the objectives as 
outlined on the Project Award 
Schedule, Exhibit A of your Grant 
Agreement. 



OVERVIEW TAB

Step 3
Total Claimed: 

• Under each goal, please add the total amount 
that has been spent for each objective’s line item

• Each goal will total at the bottom of their 
respective column.

✩ Please note that the Total Expenditures line will 
show the over-all expenditures for the fiscal year.  



OVERVIEW TAB 

Step 4
Allocation

• Under each goal, please add the total amount 
that has been allocated for each objective’s line 
item . 

• The allocations can be found on the Project 
Award Schedule, Exhibit A of the Grant 
Agreement.

✩ Please note that the Total Allocation line will 
show the total grant award for the fiscal year. 



OVERVIEW TAB 

Step 5
• Variance

• You are allowed a 10.0% overall 
variance.

• You cannot exceed 10.0% in this 
column. 



OVERVIEW TAB 

Step 6
• Total Expenditures:

• This total must match the amount that you 
are claiming for the current grant cycle. 

• Total Grant Awarded:

• This total must match the amount 
allocated on the Project Award Schedule, 
Exhibit A. 

✩ Please note that the Total Expenditures amount must not 
be greater than the Total Grant Award amount 



EXPENDITURES 
TAB 
Step 1
Name of Entity:

• Please type the awarded entity’s name 
as it appears on the Grant Agreement.

✩ Please note that your KAB Affiliate is 
not the awarded entity.  



EXPENDITURES 
TAB 
Step 2
• Line Item: 

• Please type the objectives as outlined 
on the Project Award Schedule, 
Exhibit A of your Grant Agreement. 



EXPENDITURES 
TAB 
Step 3
• Items Purchased: 

• Please type the items that have been 
purchased that correlate the line-
item objective to the left. 



EXPENDITURES 
TAB 
Step 4
• Vendor: 

• Please provide the vendor in which 
the items listed in the column to the 
left have been purchased.



EXPENDITURES 
TAB 
Step 5
• Total Spend: 

• Please provide the total amount that 
has been spent for each line item.



EXPENDITURES 
TAB 
Step 6
• Total 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. 



EXPENDITURES 
TAB 
Step 7
Back-up Documentation
• Invoices or Receipts: 

• Please provide:
• invoice 

or
• receipt 

for each expenditure and line item. 

• You will need to scan or organize all invoices or 
receipts in order (in a PDF file) as they appear on 
your Project Expense Worksheet and provide the 
correlating page number in this column.   



EXPENDITURES 
TAB 
Step 8
Back-up Documentation 

• Cleared Check, Bank Statement, Warrant or Attestation: 
• Please provide:

• Cleared Check 
• Bank Statement
• Warrant 
• Attestation 

for each expenditure and line item. 

• You will need to scan or organize all proofs of 
payment in order, as they appear on your Project 
Expense Worksheet and provide the correlating 
page number in this column.   



BALANCING

Step 1
• The total amounts under each Goal must 

match on the Overview Tab and the 
Expenditures Tab 



BALANCING

Step 2
• The total amounts under Total 

Expenditures must match on the 
Overview Tab and the Expenditures Tab.



Frequently Asked Questions
Q: Project Expense Worksheets Due: June 15, 2023
A: Completed Project Expense Worksheets to 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 6/30/2023. 

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/


End-of-Year Report
required for all NMCB grant partners

Due July 5, 2023



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
• envision future projects
• comprehend climate change adaptions 

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



Narrative

• Summarize all completed projects 
• Identify major challenges faced 
• Discuss future projects 
• Climate Change Adaptions



Proof of Match

• Private Donations 
• Government In-kind 
• Volunteer Hours 

(must be documented with sign-in sheets)



Littering & Recycling 
• Litter Control & Recycling Activities 
• Litter Control & Infrastructure  
• Illegal Dumping



Beautification 

• Beautification Infrastructure 
• Graffiti Eradication & Prevention



Youth Employment

• Youth Subcontractors 
• Youth Internships



Education and Outreach 
• Youth Education Activities
• General Education Activities 
• Marketing Campaigns 
• Promotional Items



Frequently Asked Questions 

Q: Can I turn-in my End-of-Year Report in early?
A: Yes! You can submit your EOY Report as soon as you are ready! 

Q: What if I have more information that the narrative tab allows for?
A: You are able to submit supplementary documentation to complete this 
section. 



Supplemental 
Documents



Final 
Reimbursement 
Invoice
Please complete and upload the 
Final Reimbursement Invoice. 
The  reimbursement invoice will be 
for the remaining reimbursement for 
the grant cycle. 

✩ Required Upload



Youth Employment 
Verification Form
Please provide a youth employment 
verification form for each youth sub-
contractor that you have employed. 

This is only required if the entity employed 
youth during the grant cycle. 

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

Optional Upload



Volunteer Sign-in 
Sheets 
Please provide volunteer sign-in sheets for all 
events that volunteers were utilized. 

Volunteer sign-in sheets must be up-loaded in 
the supplementary task.

Optional Upload



Survey Monkey Apply 

Monday, May 1, 2023, 
all partners will be 
moved into the Final 
Packet Stage of the 
grant cycle.



Survey Monkey Apply 

Required Tasks:

• Final Reimbursement 
Invoice 

• Total Project Expense 
Worksheet 

• Back-Up 
Documentation 

• End-of-Year Report 



Survey Monkey Apply 

Optional Tasks:

• Youth Employment Verification Forms 
• Volunteer Sign-in Sheets 
• Supplementary Uploads  



Survey Monkey Apply 

Please select a task 
and attach a file to 
the corresponding 
task.



Survey Monkey Apply 

Once all files have 
been uploaded, 
please mark this task 
as complete. 



Survey Monkey Apply 

Please note the green 
circle with a check-
mark indicates that 
your task is complete. 



Survey Monkey Apply 

Please note the half-
green circle indicates 
that the task is not 
complete. All tasks 
must be complete to 
submit successfully. 



Survey Monkey Apply 

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

✩ Please only submit 
when ALL documents 
have been uploaded.



Survey Monkey Apply 
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.



Dear New Mexico Clean and Beautiful FY23 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 Coordinator, Chantal 
Orio. (Chantal.Orio@td.nm.gov, 505-670-8059)

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



Survey Monkey Apply 

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

mailto:noreply@smapply.net


Chantal Orio 
Clean and Beautiful Program Coordinator 

(505) 670-8059
Chantal.Orio@td.nm.gov

The FY23 Final Reimbursement Packet 
is due no later than: 

June 15, 2023 - Financials

July,5, 2023 - Metrics

mailto:Chantal.Orio@td.nm.gov

