
How to Request Payment
For Agreements starting July 1, 2019

Florida Resilient Coastlines Program

Instruction Guide

July 1, 2019



Topic Section Overview  

A. Agreement Changes – for July 1, 2019 Agreements

B. Project Timelines

C. Tasks & Deliverables

D. Progress Reports (Exhibit A)

E. Payment Request Requirements (Exhibit C)

F. Final Report (Exhibit F)



Agreement Changes

• There will be fixed-price agreements instead of cost reimbursement.

• One deliverable due date for each task to be submitted.

• Due dates will be strictly adhered to or the Grantee will incur financial consequences.

• Funding amount will be allocated for each task listed on the project timeline.

• Each task submittal will require a Progress Report (Exhibit A) to be included showing 
that task at 100% completed.

• Request for payments (Exhibit C) are to be submitted once the requested task 
has been 100% completed and approved by the Florida Department 
of Environmental Protection.
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Project Timeline

• Project Timeline acts as a quick reference guide for when tasks are to be submitted 
and funding amounts that may be requested for them.

• Timeline lists all the tasks needed to complete the project.

• Each task will have a title.

• Timeline no longer includes task start or end dates, only task due dates.

• Due dates will be strictly enforced.

• Changes to Project Timeline must be requested in advance, via a separate email 
from the Grantee to DEP, with the agreement # in the subject line, explaining the
request and why.

• Funding amount provided for each task is to allow for periodic payments, and acts 
as a financial consequence when not adhered to.
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Project Timeline Sample Form



Tasks & Deliverables

• Each task will have a brief description of what is to be completed.

• Each task will have a listing of all deliverables required to complete the task.

• Deliverables are what the grantee submits to DEP to show proof that the task 
has been completed.

• Each deliverable listed for a task are to be specific, measurable, quantifiable
and tangible. 

• All tasks are to be submitted in a downloadable electronic format, labeled clearly with 
the task and title of the deliverable being submitted.

• Task due dates will be strictly enforced.

• Amounts listed for each task are to allow for periodic payments, and provide means for 
financial consequences if the task due dates are not met. 
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Tasks & Deliverables Sample



Progress Reports (Exhibit A)

1. All Exhibit A submittals must include the Grantee’s Grant Manager’s signature and date.

2. Submittals must be included with Exhibit C when requesting payment for the completed 
task, indicating that the specific task status is at 100% completed.

3. Required for every fiscal year quarterly report submittal.
a) Reporting periods are as listed below, with their due dates.

b) Should the due date fall on a weekend or holiday, the report is due on the following business day.

Starting July 1, 2019

Quarterly Report # Reporting Period Due Date

Q1 July 1 – Sept. 30 August 5

Q2 Aug. 1 – Dec. 31 January 5

Q3 Jan. 1 – March 31 April 5

Q4 April 1 – June 30 July 5



Progress Report Sample Form



Request for Payment (Exhibit C)

• Must provide a copy of the Exhibit A submittal for each task requesting payment for, 

showing the task at 100% completion.  

• Must provide a completed Exhibit C, with Parts II, & Parts III as needed, per the 

agreement funded categories allowed.

• NOTE:  Instructions for completing the Exhibit C are located on the second tab of the excel 

version of the form.

• The Exhibit C will automatically populate the shaded fields for values and remaining 

amounts, when completing the Excel form provided with your agreement.

• Must be signed by both Grant Manager and Fiscal Agent for the Grantee.
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Request for Payment (Exhibit C) (Cont.)

• For grantees who use a sub-contractor to work on the project – they 

must submit the following with their request for payment.

• Executed copy of the sub-contractor agreement with the Grantee.

• For example: 1) Cost reimbursement contract; 2) Fixed-price contract; 3) Purchase 

order authorization.

• The invoice(s) from the sub-contractor to Grantee, showing details with the 

dates the work was performed, and amount being charged to Grantee.
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Request for Payment Form (Exhibit C)

New Exhibit C Template for 

all FRCP Grant Awards.

Note: Instructions for completing the 

Exhibit C Form is located on tab 2 at 

the bottom of the Excel document.

Be sure to go to complete each tab on 

the Exhibit C when requesting 

payment.



Final Report (Exhibit F)

• This report is required in addition to the Exhibit A reports and 

quarterly submittals.

• Submit after:

• All tasks have been completed; 

• All tasks have been approved by DEP; and 

• Final payment request has been submitted to DEP.

Note:  If the project is completed before the next quarterly report is due, no further 

quarterly reports are required to be submitted.
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Final Report Page 1 Form



Contact Information

Angel Baratta, Grants Manager Whitney Gray, Administrator

3900 Commonwealth Blvd., MS235 3900 Commonwealth Blvd., MS235

Douglas Bldg. #854E Douglas Bldg. #854D

Tallahassee, FL  32399 Tallahassee, FL  32399

850-245-2849 850-245-2098 

Angel.Baratta@FloridaDEP.gov Whitney.Gray@FloridaDEP.gov

Florida Resilient Coastlines Program (FRCP)

mailto:Angel.Baratta@FloridaDEP.gov
mailto:Whitney.Gray@FloridaDEP.gov


Thank you!Thank you!




