Requirements for Heritage Area Management Entities Administering Mini-Grants

To ensure State policies are followed consistently, heritage area management entities using Maryland
Heritage Areas Program funding for mini-grants should include the following requirements and language
in alldocuments (such as guidelines, applications, budgets, reports, and grant agreements).

Acknowledgment

In addition to acknowledging the local heritage area, mini-grantees should also acknowledge the support
of the Maryland Heritage Areas Authority (MHAA) by including either the MHAA logo, or the following
statement, without any alterations:

This project has been financed in part with State funds from the Maryland Heritage Areas Authority
but does not necessarily reflect its views or policies.

MHAA’s logo can be downloaded in the “Resources for grantees” section:
https://mht.maryland.gov/planning-protection/maryland-heritage-areas-program/maryland-heritage-
areas-program-project-grants

Non-State Matching Funds

All matching funds for mini-grants funded by the Maryland Heritage Areas Program must be fulfilled by
non-state sources. This is particularly important if heritage area management entities are using the mini-
grantee’s match toward fulfilling their management grant match. This match requirement should be
noted everywhere match requirements are mentioned in mini-grant documents (i.e. guidelines,
application, budget, reports, grant agreement, etc.) using the following suggested language: “The match
is the required one-to-one grantee contribution and can only come from non-state funds” or “mini-grant
match (non-state funds only)”

Financial Documentation

Mini-grantees, and by extension heritage area management entities, are required to retain financial
documentation of mini-grant expenditures for three years after either the date of grantee’s final
expenditure of grant funds or the termination of their grant agreement, whichever is later.

e Mini-grantees must retain records that show proof of all project expenditures, both grant-funded
and matching funds.

e Ifthe mini-grant also includes “other project costs” from non-state sources that the mini-grantee
will be reporting, they should retain records that show proof of those project expenditures as well.

e Acceptable documentation for proof of cash expenditures includes invoices, receipts, timesheets,
contracts, payroll and/or accounting system reports (e.g. QuickBooks). These records should
show what was purchased or completed, when it occurred, and the cost.

e [ffinancial documentation is requested by MHT and/or Maryland Heritage Areas Program staff,
proof of payment (such as bank statements or canceled checks) is not required, butitis
recommended that the grantee keep these for their files.
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Donated or discounted goods, services, or equipment ("in-kind" contributions such as paint,
photography, architectural fees, etc.) must be documented at time of acceptance with a signed
invoice, voucher, or similar record showing a reasonable market rate for the cost of the goods or
services.

Volunteer time used as match must be documented with a timesheet or log that includes the
volunteer's name, work completed, the date(s) of their service, the hours volunteered and the
hourly rate used. The rate can be calculated using the current Maryland hourly rate issued by
Independent Sector https://independentsector.org/wp-content/uploads/2026/04/Value-of-
Volunteer-Time-2026-Report.pdf. This rate changes annually. It is recommended that mini-
grantees check the rate at the start of the project and use the same one throughout the life of the
project.

MHT and/or Maryland Heritage Areas Program staff can request this documentation at any point
while the project is active or for up to three years after a final report has been submitted as part of
a financial spot check and/or subject to state audit.

TIP for Heritage Area Directors: Have mini-grantees include their financial documentation of grant

and match expenditures with their final report to you so it is part of your financial records and you
don’t have to reach out later if you are selected for financial spot check and/or subject to state audit.

If you have questions, please contact Program Director Ariane M. Hofstedt at
ariane.hofstedt@maryland.gov.

More detailed information on the above topics can also be found in the FY27 Grants Manual that can
be found under the “Resources for grantees” section of the “Maryland Heritage Areas Program Project
Grants” webpage here: https://mht.maryland.gov/planning-protection/maryland-heritage-areas-
program/maryland-heritage-areas-program-project-grants
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