PROJECT PLAN PREPARATION GUIDE


Florida Communities Trust staff developed this guide to assist recipients in preparing the Project Plan in accordance with your grant agreement. This guide provides a checklist and examples of some of the required statements for your convenience. Always reference your grant agreement to ensure that your project plan satisfies all requirements. 

If you have any questions or need assistance in the preparation of the Project Plan, please contact FCT staff at 850-245-2501 or floridacommunitiestrust@floridadep.gov. 
[bookmark: _Hlk16245572]

CHECKLIST FOR PROJECT PLANS

_________	Cover Letter with statements to address the following:
· Conditions of the Grant Agreement have been satisfied, 
· Recipient isn’t aware of any pending criminal, civil or regulatory violations imposed on the Project Site
· Statement of ESA liability

_________	Executed Purchase Agreement for the acquisition

_________	Management approval letter from FCT 

_________	Statement of total project costs

_________	Amount of award being requested

_________	Map of Project Site showing Project Site and parcels purchased

_________	Copy of Fully Executed Closing Statement(s) 

_________	Invoices for approved Project Costs with Proof of Payment (copy of cancelled check, bank, escrow account statements etc.) for the following:
· Title Insurance Policy
· Appraisals and Appraisal Review
· Environmental Site Assessments
· Certified Surveys

Example Cover Letter with Statement that Grant Conditions have been satisfied
(on recipient letterhead)



Date

Bryan Bradner, Chair
Florida Communities Trust
3900 Commonwealth Boulevard MS #115
Tallahassee, Florida 32399‑3000

RE:	FCT Project Name: 		Name of Project 
	FCT Project Number:	xxx-xxx-FFxx 
	FCT Recipient Name:	Name of Recipient 

Dear Chair Bradner:

Name of Recipient has prepared the proposed Name of Project Plan and represents that the conditions imposed as part of the Grant Agreement have been satisfied and that all activities associated with this Project Plan comply with all applicable local, state, and regional, and federal laws and regulations.

Further, after conducting a diligent search and to the best of my knowledge, Name of Recipient is not aware of any pending criminal, civil or regulatory violations imposed on the Project Site by any governmental agency or body.  

Consistent with Rule 62-819.004, F.A.C., the acquisition activities for the project referenced above complied with all Name of Recipient’s land acquisition procedures.

In accordance with Rule 62-819.012, F.A.C., please be advised that Name of Recipient has examined the environmental site assessment and understands that Name of Recipient assumes liability for future adverse action or cleanup associated with the lands covered by the environmental site assessment.




Amount of Award Being Requested from
Florida Communities Trust
Name of Project 
FCT Project Number
xxx-xxx-FFxx 


The total amount of the award requested from the Florida Communities Trust by Name of Recipient is the lesser of $Grant Award Amount or Percentage of Grant Award% of Total Project Costs.


	Grant Award Amount
	$

	Percentage of Grant Award
	%

	Amount of this Request
	$

	Remaining Grant Award Amount
	$




TOTAL PROJECT COSTS

	Land Purchase Price
	

	Appraised Value
	$

	Land Purchase Price
	$

	Acquisition Expenses
	

	Title Documents
	$

	Appraisal(s)
	$

	Appraisal Review
	$

	Certified Survey
	$

	Environmental Site Assessment(ESA)
	$

	Real Estate Fees or Commissions
	$

	Total Acquisition Expenses
	$

	Total Project Costs (land purchase price + total acquisition expenses)
	$


**If Recipient did not incur a cost listed above or reimbursement is not being requested for a cost listed above, please remove from the list.

