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What is a 
Quarterly 

Milestone? 



What is the 
purpose of 
a  Quarterly 
Milestone 
Report? 

o

o

o
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Where to 
complete 
report 

https://nmtourism.smapply.io/

https://nmtourism.smapply.io/


Log-in



Select See My Application 



Select FY24 Application 



QMR Tasks



Question 1 

Each project should have a 
brief description to illustrate 
your projects’ progress thus 
far. Planning tasks can also 
be included as a milestone 
update.  



Question 2 

Pivot your program as challenges 
arise, in accordance with the 
approved Project Award 
Schedule (Exhibit A of the Grant 
Agreement). Expenditures should 
level–up to the program 
objective, deliverable (line-item 
name), and allocation found in 
the approved Project Award 
Schedule in order to be eligible 
for reimbursement. 



Question 3 

Indicate any needs you may 
have for technical assistance 
or grant administration 
assistance. Questions, 
concerns, and suggestions can 
also be included. NMTD will use 
this information to identify the 
needs of the individual grant 
partner as well as the NMCB 
network overall. 



Question 4 

• Do you anticipate exceeding the 10.0% allowed budget 
variance for any approved line items on the approved 
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? 

★ If you answered yes to any of the above, you will need to 
submit a Budget Amendment Request. 



Question 5 

Photos will provide NMTD a visual 
of the 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 . 



Question 6

NMTD is requesting this 
information to see 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. 



Save & 
Continue 
Editing 



Save & 
Continue 
Editing 



Mark as 
Complete 



Frequently
Asked 
Questions



Frequently 
Asked 
Questions  

Q: Why do the Quarterly Milestone Report tasks 
     not appear when I log-in to the grant portal? 

A: If you are unable to see the Quarterly 
Milestone Reports on the grant portal, the 
grant agreement may not yet be fully 
executed. Once the agreement has been 
fully executed, NMTD staff will notify the 
entity and additional options will appear 
on the grant portal. You will then have the 
ability to submit Quarterly Milestone 
Reports on the portal.

Q: Should I strictly adhere to the Quarterly 
     Milestones outlined in the original grant 
     proposal? 

A: Use the Quarterly Milestones submitted 
with your grant application as a guide for 
project implementation. However, these 
original milestones can be adjusted based 
upon the awarded amount of funding and 
the current realities of your program. 



Frequently Asked Questions 

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

A: Yes, feel free to take notes and document progress throughout the quarter. Click the save 
and continue editing button after inputting information to save a draft of the report. When the 
report is finalized and ready for review, click the mark as complete button. NMTD will only review 
your completed report after the deadline has passed. 

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

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



Frequently Asked Questions 

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

A: No, metrics are not necessary to include with your Quarterly Milestone Report. This data 
should be compiled throughout the year and will be reported in the End-of-Year Report with 
the Final Reimbursement Packet. 

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

A: No, NMTD will not accept financial information with the Quarterly Milestone Reports. Please 
do not upload any receipts, invoices, or proof of payments. All financial information should be 
submitted with the Final Reimbursement Packet. Please reference the FY24 Grant Guidelines 
(Exhibit B of the Grant Agreement) for the reimbursement schedule and requirements. 

Q: How much time should I dedicate to completing my Quarterly Milestone Reports? 

A: Responses within the Quarterly Milestone Report should be brief, while still providing NMTD 
with a clear and up-to date snapshot of all approved grant projects. The length of the reports 
will depend on the complexity of your grant projects. 



Quarterly Milestone Due Dates 

Quarter 1 Milestone Due: Tuesday, October 10, 2023

Quarter 2 Milestone Due: Tuesday, January 9, 2024

Quarter 3 Milestone Due: Tuesday, April 3, 2024



Questions



Contact 
NMTD 


