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Outline 
• Award Letter

• Who’s Who of NEIWPCC Grant Management

• Workplan Development & Approval 

• QAPPs

• Contract Execution 

• FAQs & Helpful Tips Throughout! 



• WORK CANNOT START BEFORE CONTRACT EXECUTION (applies to 
NEIWPCC/LCBP-funded tasks and match) 

Key Takeaways 

• Refer to www.lcbp.org/about-us/grants-rfps/grant-toolkit/ for the 
most up-to-date workplan and invoice templates, required 
documentation, and metrics reporting requirements 

• WHEN IN DOUBT, CALL YOUR NEIWPCC/LCBP PROJECT OFFICER!

http://twww.lcbp.org/about-us/grants-rfps/grant-toolkit/


Key details in your award letter:

• Workplan due date

• Required documentation

• Comments to address in your workplan (if any)

• NEIWPCC/LCBP Project officer

• Project-specific requirements

• Equipment purchases

• QAPP

You’ve Received an Award – Congratulations!



MOCK EXAMPLE





• Current insurance requirements for projects are General Liability 
Coverage of $2 million single and $3 million aggregate

• Additional insurance may be required and would be determined on a case-by-
case basis

• An Accord Certificate generally suffices as proof of insurance. For 
select Contractors, the following documentation is acceptable:

• Municipalities - Evidence of Insurance or Certificate of Coverage
• Universities - Memorandum of Insurance 
• Self-insured organizations - Letter of Self-Insurance 

• NEIWPCC must be listed as a certificate holder/additionally insured

Insurance



Q: What if I won’t have one of the required documents by the 
workplan submission due date? (E.g., waiting on updated SAM.gov 
registration, new certificate of insurance, etc.)

A: Contact your NEIWPCC/LCBP Project Officer to inform them of the 
delay as soon as you know. You can work with your Project Officer on 
your workplan while you await the remaining paperwork. Your 
contract request cannot be submitted until we receive all 
required paperwork and approve your workplan. Delays in receipt 
of this documentation can delay your planned project start date.

Frequently Asked Question



• NEIWPCC/LCBP Project Officer: Your main point of contact for all grant-
related communications and questions, from award to close!

• If you are unsure where to direct your inquiry – reach out to your LCBP project officer. 
They can pass your inquiry on if needed.

• NEIWPCC/LCBP Admin Team: Point of contact for questions related to 
Foundant, non-workplan docs for contract (e.g., insurance requirements)

• NEIWPCC Lowell Project Contact: Approves contracts. Copy on report, 
deliverable, and invoice submissions (Sarita Croce, scroce@neiwpcc.org) 

• NEIWPCC Lowell Contracts/Legal Team: Contract, any amendments, and 
reporting reminders will come from contracts@neiwpcc.org 

Who’s Who of LCBP/NEIWPCC Grant Management

mailto:scroce@neiwpcc.org
mailto:contracts@neiwpcc.org


• Download the workplan template

•  Most up-to-date www.lcbp.org/about-us/grants-rfps/grant-toolkit/

• Review your award letter for comments, suggestions, and required edits 

• Questions? Reach out to your project officer before submitting your draft workplan 
to expedite the process. 

• Take note of any project-specific requirements like QAPPs 

• Submit your workplan and other required documents via Foundant by 
the due date listed on your award letter 

• Project officer will review and provide edits if necessary 

Workplan Development

http://www.lcbp.org/about-us/grants-rfps/grant-toolkit/


• You will need to submit the deliverables/proof of deliverables for each task to 
receive payment. 

• You can only invoice for tasks that are 100% complete. You may choose to break 
your tasks down further to allow for more frequent invoicing and payment. 

• If deliverables include print materials, publications, press releases, webpages, etc., 
NEIWPCC/LCBP logos must be included and the contract appendix includes funding 
acknowledgement statements that must be in these materials. 

• For equipment or professional services totaling over $10,000 from a for-profit entity, 
you must obtain three bids or quotes. Bids and justification must be submitted to 
your project officer before entering into a subaward with the selected contractor.

Workplan Development – Things to Remember



MOCK EXAMPLE



Q: Can I make changes to my project timeframe, task table, and 
budget from what was communicated in the project proposal?

A: Yes, to some extent. Be sure to communicate all changes to your 
NEIWPCC/LCBP Project Officer! Changes including a later final report 
due date, more specifically defining project deliverables, and 
adjustments to the budget (increasing $ in one task and decreasing it 
in another) are understandable. Note: These types of changes 
typically cannot be made without an amendment once the contract is 
executed.

Frequently Asked Question



Q: I put out a request for bids or requested quotes from 3+ 
contractors and only received two responses. What do I do?

A: If you receive fewer than 3 bids/quotes but did receive a bid from a 
contractor that will meet the project needs, you can still enter into a 
subaward with that contractor. Submit copies of the bids received, 
information about how the opportunity was advertised, and a 
justification of why you are choosing the selected contractor to your 
NEIWPCC/LCBP Project Officer.

Frequently Asked Question 



• Projects proposing to purchase equipment (defined as any 
single unit that costs $10,000 or more that will be used for 
more than one year) are subject to additional federal 
requirements
oA cost-efficiency analysis to determine if buying or renting 

equipment is more economical for the project must be completed 
before purchase

• Your NEIWPCC/LCBP project officer will contact you to provide 
more information

Project-specific Requirements: Equipment



• Quality Assurance Project Plans (QAPPs) are required for any project 
collecting environmental data to inform management decisions

• Your award letter will indicate if your project does or may require a 
QAPP

• A QAPP must be approved by NEIWPCC/LCBP and EPA (if applicable) 
before work on project aspects involving data collection/analysis can 
begin

• Reach out to your NEIWPCC/LCBP Project Officer to receive a copy of 
our QAPP template and example QAPPs, for reference

Project-specific Requirements: QAPP



• NO! Work cannot start prior to receipt of the executed contract that 
has been signed by both the Authorized Representative and 
NEIWPCC (applies to NEIWPCC/LCBP-funded tasks and match). 

Pop quiz: I have an approved workplan, can I 
start my project? 



• Following  approval of your workplan by your Project Officer and 
the Program Director and receipt and approval of all required 
documentation, the contract request will be submitted to the 
Lowell Water Resource Protection Program Director and Contracts 
Team for review, approval, and contract drafting. 

Workplan Approval & Contract Execution 



MOCK EXAMPLE



Sign and return the contract



NEIWPCC Signs the Contract and 
Returns the Executed Agreement 



Project work can begin! 



• Quarterly reports will now be due the first day of each new quarter 
(for contracts executed beginning in 2025)

• Metrics reporting 

• New contract and final invoice deadlines

• One additional signature will be required at the contract stage, at 
the end of the appended workplan document

Recent and Upcoming Changes



• As you reach grant and reporting milestones, be sure to download 
associated forms from the LCBP grantee toolkit website

• Communicate any questions or anticipated changes to project 
timeframe to your NEIWPCC/LCBP project officer and in your 
quarterly reports

After the Contract



• WORK CANNOT START BEFORE CONTRACT EXECUTION (applies to 
LCBP-funded tasks and match) 

Key Takeaways 

• Refer to www.lcbp.org/about-us/grants-rfps/grant-toolkit/ for the 
most up-to-date workplan and invoice templates, required 
documentation, and metrics reporting requirements 

• WHEN IN DOUBT, CALL YOUR NEIWPCC/LCBP PROJECT OFFICER!

http://twww.lcbp.org/about-us/grants-rfps/grant-toolkit/


Questions? 
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