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What is a Project Expense Worksheet?

v Project Expense Worksheets are necessary for NMCB grant 
partners to communicate their individual and total 
expenditures to NMTD at the end of the grant cycle. 

v Project Expense Worksheets are required from all NMCB 
grant partners at the end of each grant cycle on or before 
June 15, 2024. 



Project Expense Worksheet Tabs  

Expenditures Tab Overview Tab 



Project Expense

Overview Tab 

v Allows the NMCB grant partners to look 
at their overall expenditures per goal.

v Calculates the difference between each 
line item’s allocation and the partner’s 
actual spend.

v Ensures all partners stay within their 
budget (total grant award) or allowed 
10.0% variance. 



Project Expense 

Expenditures Tab 

Allows the NMCB grant partners to itemize their 
expenses per: 

v Goal
v Objective
v Line item
v Vendor
v Total Spend 
v Total Claimed

Show proof of payment for each expenditure with the 
following: 

v Receipt
           or 
v Invoice

v Warrant
               or
v Cleared Check
               or 
v Bank Statement
               or 
v Attestation 

A
N
D



Traditional Project Expense Worksheet Template 

Overview Tab Expenditures Tab



Project Expense Worksheet

The FY24 Difference – Pilot Program



The FY24 Project Expense Worksheet Difference 

v Providing the Project Expense Worksheet template to 
grant partners early in the grant cycle to utilize as a tool 
throughout the year. 

v Simplifying the NMCB grant partner’s experience with the 
required Project Expense Worksheet and back-up 
documentation. 



Pilot Project Expense Worksheet 

Overview Tab Expenditures Tab

NMTD will provide Pilot Program Project Expense Worksheets to partners upon request. 



Pilot Program – Project Expense Worksheet 

Overview Tab 



Pilot Program – Project Expense Worksheet 

NMTD will complete the fields below on the Overview Tab. 

Overview Tab 

Name of Entity Line Item Allocation Total Grant 
Award



Pilot Program – Project Expense Worksheet 

v Name of Entity 
v Line items and allocations to match each grant partner’s Project Award 

Schedule – Exhibit A of the Grant Agreement

OR  

v Amended Project Award Schedule if a Budget Amendment Request (BAR) 
has been submitted and approved by NMTD. 

v Total Grant Award 

Overview Tab 

NMTD will complete the fields below on the Overview Tab: 



Project Expense Worksheet

Pilot Program – Fields NMTD will Complete 



Pilot Program – Project Expense Worksheet 
Overview Tab 

Exhibit A – Project Award Schedule Project Expense Worksheet 



Pilot Program – Project Expense Worksheet 
Overview Tab         Name of Entity 



Pilot Program – Project Expense Worksheet 
Overview Tab         Line Item



Pilot Program – Project Expense Worksheet 
Overview Tab         Allocation



Pilot Program – Project Expense Worksheet 
Overview Tab          Total Grant Award 



Project Expense Worksheet

Pilot Program – Fields Grant Partners will Complete 



Pilot Program – Project Expense Worksheet 

Grant Partners will be responsible to complete the fields below on the Overview Tab. 

Each line item’s 
total expenditure

Total Goal 
Expenditures

Keeping Variance 
Under 10.0%

Ensuring the Total FY24 
Expenditures are equal or 
less than the Total FY24 

Grant Award.

Overview Tab 



Pilot Program – Project Expense Worksheet 

Grant Partners 
Will Complete  

v Each line item’s total 
expenditure  

v Variance under 10.0%

v Total FY24 Expenditures 
equal to or less than 
Total FY24 Grant Award 

Overview Tab 



Pilot Program – Project Expense Worksheet 

Grant Partners 
Will Complete  

v Each line item’s total 
expenditure  

v Variance under 10.0%

v Total FY24 Expenditures 
equal to or less than Total 
FY24 Grant Award 

Overview Tab 



Pilot Program – Project Expense Worksheet 

Expenditures 
Tab 



Pilot Program – Project Expense Worksheet 
Expenditures Tab 

Line Item Items Purchased Vendor Total Spend Total Claimed Page Numbers for 
Back-Up Documentation 

Grant Partners  will be responsible to complete the fields below on the 
Expenditures Tab. 



Pilot Program – Project Expense Worksheet 
Expenditures Tab 

Grant Partners 

will be responsible 
to complete the 
following fields on the 
Expenditures Tab

v Line Item
v Items Purchased 
v Vendor 
v Total Spend 
v Total Claimed 
v Back-Up Documentation 

Page Numbers 



Pilot Program – Project Expense Worksheet 
Expenditures Tab
Line Item 

Grant Partners 

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



Pilot Program – Project Expense Worksheet 
Expenditures Tab
Items Purchased 

Grant Partners 

Please provide the 
items that have 
been purchased that 
correlate to the Line 
Item objective to the 
left. 



Pilot Program – Project Expense Worksheet 
Expenditures Tab
Vendor

Grant Partners 

Please provide the 
vendor that the 
items listed in the 
column to the left 
have been 
purchased from. 



Pilot Program – Project Expense Worksheet 
Expenditures Tab
Total Spend

Grant Partners 

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



Pilot Program – Project Expense Worksheet 
Expenditures Tab
Total Claimed

Grant Partners 

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. 



Pilot Program – Project Expense Worksheet 
Expenditures Tab
Total FY24 
NM Clean and Beautiful Expenditures 

Grant Partners 

As you add each 
expenditure you will 
notice that each 
goal total and total 
expenditure amount 
will calculate your 
total expenditures. 



Pilot Program – Project Expense Worksheet 
Expenditures Tab
Invoice or Receipt – Page Number 

Grant Partners 
Please provide an 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. 



Pilot Program – Project Expense Worksheet 
Expenditures Tab
Cleared Check, Warrant, or Attestation 
Page Number 

Grant Partners 
Please provide one of the 
following proofs of payment 
for each expenditure: 

v Cleared Check 
v Bank Statement 
v Warrant 
v Attestation 

✩ 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. 



Pilot Program – Project Expense Worksheet 
Expenditures Tab
Back-up Documentation 

Grant Partners 
Please highlight the total 
spend on each expenditure’s 
receipt or invoice and proof 
of payment with the 
correlating color from the 
Project Expense Worksheet.

✩ Example: Goal 1 – Blue Highlight

Receipt or Invoice Proof of Payment 

A
N
D



Pilot Program – Project Expense Worksheet 
Total Expenditures Goals Match 

v The total amounts under each Goal must match on the 
Overview Tab and the Expenditures Tab.  



Pilot Program – Project Expense Worksheet 
Total Expenditures Match v The Total FY24 Expenditures amount on the Overview 

Tab must match the Total FY24 NM Clean and Beautiful 
expenditures amount on the Expenditures Tab 



Pilot Program Perks
v Assisting the Partners with organization of expenditures throughout 

the year 

v Lower rate of administrative edits during the end of year process 
between NMTD and the grant partner

v Allows the partner to keep a running total of all expenditures 
throughout the year

v Realize potential need to pivot projects due to budget or submit a 
Budget Amendment Request (BAR)

v Less stress at the end of the year – each partner must turn-in a Project 
Expense Worksheet no later than June 15,2024. 



Frequently Asked Questions 
Q: How do I participate in the Pilot Project Expense Worksheet Program?

A: Please email Chantal Sandoval and Alyssa Flores to request your Pilot Expense Worksheet. 

Q: When are Project Expense Worksheets Due? 

A: Completed Project Expense Worksheets on June 15, 2024 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: What should I do if I notice I will be over or under budget in a line item or goal?

A: Please contact NMTD staff as soon as possible to discuss your over-all project plan and potential for a Budget Amendment Request. 

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, 2024. 

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 
after May 1, 2024 at https://nmtourism.smapply.io/ 

https://nmtourism.smapply.io/
https://nmtourism.smapply.io/
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Clean and Beautiful Resources Page 

Chantal S. Sandoval 
Clean and Beautiful Program Coordinator 

chantal.sandoval@td.nm.gov

 (505) 670-8059

Alyssa Flores 
Clean and Beautiful Program Management Analyst 

alyssa.flores@td.nm.gov

(505) 479-2564

https://nmtourism.smapply.io/res/p/nmcbresources/
mailto:chantal.sandoval@td.nm.gov
mailto:alyssa.flores@td.nm.gov

