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TDOT Litter Grant Program
2024 Annual Training

Tuesday, March 26

Thursday, April 4"

Friday, April 51

Wednesday, April 101

TDOT Region 4 Complex: 300 Benchmark PI., Jackson, TN 38301
Administration Building Auditorium

TDOT Region 2 Co.: 7512 Volkswagen Dr., Chattanooga, TN 37416
Administration Building Auditorium

TDOT Region 3 Complex: 6601 Centennial Blvd, Nashville, TN 37243
Administration Building Auditorium

TDOT Region 1 Complex: 7345 Regions Ln., Knoxville, TN 37914
Administration Building Auditorium

8:30 a.m.

9:00 a.m.

9:50 a.m.

10:00 a.m.

10:50 a.m.

11:40 a.m.

12:40 p.m.

1:30 p.m.

2:00 p.m.

Registration (Light Breakfast Provided)

Session 1: Program Overview & Updates
Mike McClanahan, Program Manager

Break

Session 2: Reimbursement Requests & Common Reporting Mistakes
Susan Stokes, Financial Coordinator

Session 3: Proof of Payment for Commodities
Brittany Morris, Program Supervisor

Lunch Provided

Session 4: Desk Audits
Mike McClanahan, Program Manager

Session 5: Concluding Remarks & Questions

Dismissal

B roor
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Grant Overview

- LN N

* TCA § 67-4-402 & TCA § 57-5-201: special sales
tax on soft drinks & malt beverages to TDOT to
fund litter abatement-related activities.

* Renewed by General Assembly every 6 years.
* Renewed in FY22.

* FY25 and 3 more fiscal years.
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Grant Overview

CELEBRATING
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Current Invoicing Issues

* Proof of payment required for commodities.

* Better fits existing grant language

* F&A concerns over local government internal
controls, paying vendors in a timely manner

'I;DOT" -
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Current Invoicing Issues

* Proof of payment required for commodities.

* For TDOT: Added to heft to invoice packets.
More to review. More to keep track of. Denials
in Edison.

* For Grantees: Asking county trustee for
supplements. Longer to submit to TDOT.
Longer to get reimbursement.

TDOT
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Current Invoicing Issues

* TDOT’s Backlog of invoices

* In total, approaching 350.

* Less than 200 are ready to be entered into
Edison. Additional review for proof of payment
and other F&A confirmations need to take
place.

* Added Connie Stafford. Connie.Stafford@tn.gov.

TDOT
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Current Invoicing Issues

* TDOT chose not to make substantive changes tto
the grant program this year. Is that okay?

* Getting caught up
* 1/3 —trained grantees; better
submittals /
* 2/3 —TDOT improving internal
processes; cutting corners '

TDOT
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Proof of Payment Point of Contact

TERYN MCNEAL, CPA, CGFM
Department Controller

Department of Finance & Administration
TDOT Central Accounting

James K. Polk Bldg., 8th Floor

505 Deaderick St., Nashville, TN 37243
p. 615-741-8768

teryn.mcneal@tn.gov

TDOT
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Litter Grant Cover Sheet Changes

\ TN helul TDOT Litter Grant Program
k Reimbursement Request Cover Shoet

County; Roans Hov2d

TooT
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Potential Alternatives

* Have 1 annual invoice from a Litter Grant
education provider (ex. Keep Sevier Beautiful)

* Limit purchase of commodities to 1 time a year,
or never

* Local program could reimburse for Salaries &
Benefits only

TooT
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Litter Grant Annual Lifecycle

TDOT

Transfer of Funds

Application

/

Contract

Invoicing /

13

Applications

TN il

TDOT requires county
governments to submit feur three
documents as part of the grant
application package:

1 Resolution
2) Work Plans
3) Education Plan

4) Litter Grant Budget

3/21/2024
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Are counties okay with removing the legislation
resolution from the annual application process?

15
Application Submittal

Send completed applications
to Susan Stokes at:

Susan.Stokes@tn.gov

16
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Application Deadline

Friday

Completed applications

May must be received by
TDOT by May 315,

i
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% to Salary +
County Tier Education Total Direct Cost | Education
FYZS Grant Amounts Anderson n 0.3 $ 52100($ 36470 $ 15,630
Bedford I 0.25 51,900 | $ 38925|$ 12,975
Benton I 0.25 44200 |$ 33,150 | $ 11,050
Bledsoe | 0.2 44200 ($ 35360 | S 8840
Blount n 0.3 74,000 | $ 51,800 | $ 22,200
Bradley n 0.3 65300 | $ 45710 | $ 19,590
Campbell I 0.25 47,700 | $ 35775 | $ 11,925
Bradley (-$100) Cannon [ 0.2 44200 (s 35360 | $ 8840
Carroll n 0.3 48,800 | $ 34,160 | $ 14,640
Coffee (-$100) Carter " 03 49,700 [ $ 34790 [ $ 14,910
Davidson (-$100) Cheatham I 0.25 44200 $ 33,150 | $ 11,050
Chester 1 0.2 44200 $ 35360 |$ 83840
Dyer (-$100) Claiborne I 0.25 48,500 | $ 36,375 | $ 12,125
Hamblen (-$100) Clay I 02 442008 35360 |$ 8840
Cocke I 0.25 48,800 | $ 36,600 | $ 12,200
Coffee n 0.3 52,500 | $ 36,750 | $ 15,750
Crockett 1 0.2 44200 $ 35360 |$ 83840
Cumberland| 11l 0.3 63,000 $ 44,100 | $ 18,900
Davidson v 0.35 188,500 | $ 122,525 | $ 65,975
Decatur | 0.2 44200 ($ 35360 | S 8840
Overall 16 counties changed g_e';a'b |:| g-; gjjgg 2 :::328 2 12:?‘2‘3
ickson . X | ),
-$100 to $800 Dyer I 0.25 47,200 $ 35400 | $ 11,800
Fayette I 0.25 51,600 | $ 38700 |$ 12,900
Fentress I 0.2 44200 [ $ 35360 | S 8,840
Franklin I 0.25 50,300 | $ 37,725|$ 12,575
Gibson n 0.3 57,500 | $ 40,250 | $ 17,250
Giles n 0.3 52200 | $ 36540 | $ 15,660
Grainger I 0.25 44200 $ 33,150 | $ 11,050
Greene n 0.3 67,400 | $ 47,180 | $ 20,220
TDOT__ i Grundy | 0.2 44200 (S 35360 S 8840
w—. Transportatios Hamblen il 0.3 47,600 | $ 33,320 | $ 14,280
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Salary +
% to Direct
FYZS Gra nt Amounts County Tier |Education|  Total Cost  |Education|
Hamilton v 0.35 127,400 [ $ 82,810 | $ 44,590
Hancock | 0.2 44,200 | $ 35,360 | $ 8,840
Hardeman 1 0.25 46,500 | $ 34,875 | $ 11,625
Hardin 1} 0.25 48,200 | $ 36,150 | $ 12,050
Hawkins I 0.25 55,500 [ $ 41,625 | $ 13,875
Haywood 1} 0.25 44,200 | $ 33,150 | $ 11,050
Henderson 1} 0.25 48,800 | $ 36,600 | $ 12,200
Hamilton (-$100) Henry n 0.3 51,400 | $ 35,980 | $ 15,420
Hickman 1} 0.25 48,900 | $ 36,675 | $ 12,225
Hardeman ($800) Houston | 0.2 44,200 | $ 35,360 | $ 8,840
Lawrence (-$100) Humphreys I 025 44200 | § 33,150 | $ 11,050
Lincoln (_5100) Jackson | 0.2 44,200 | $ 35,360 | $ 8,840
Jefferson 1} 0.25 52,700 [ $ 39,525 | $ 13,175
Monroe (-$100) Johnson I 0.2 44,200 | $ 35360 | $ 8,840
Montgomery (-$100) Knox v 0.35 171,400 | $111,410 | $ 59,990
Lake | 0.2 44,200 | $ 35360 | S 8,840
Lauderdale I 0.25 44,200 | $ 33,150 | $ 11,050
Lawrence 1] 0.3 58,400 [ $ 40,880 | $ 17,520
Lewis | 0.2 44,200 | $ 35,360 | S 8,840
Lincoln 1] 0.3 52,000 [ $ 36,400 | $ 15,600
Loudon 1} 0.25 49,200 | $ 36,900 | $ 12,300
McMinn 1 0.3 44,200 | $ 30,940 | $ 13,260
McNairy 1} 0.25 63,200 [ $ 47,400 | $ 15,800
Macon 1} 0.25 44,200 | $ 33,150 | $ 11,050
Madison Ll 0.3 45,100 | $ 31,570 | $ 13,530
Marion I 0.25 67,700 [ $ 50,775 | $ 16,925
Marshall I 0.25 55,100 [ $ 41,325 | $ 13,775
Maury U] 0.3 47,400 | $ 33,180 | $ 14,220
Meigs | 0.2 44,200 | $ 35,360 | S 8,840
TDOT Monroe 1] 0.3 53,100 [ $ 37,170 | $ 15,930
Je ent Montgomery Ul 0.3 91,200 [ $ 63,840 | $ 27,360
Moare L 02 442001 ¢ 35350 [ & 2240
19
Salary +
% to Direct
FYZS G‘ra nt Amounts Tier | Education Total Cost  [Education
| 0.2 44,200 S 35,360 [ S 8,840
1] 0.3 48,800 S 34,160 | S 14,640
Overton 1} 0.25 44,500 S 33,375 | $ 11,125
Perry | 0.2 44,200 S 35,360 [ S 8,840
Pickett | 0.2 44,200 S 35,360 [ S 8,840
Polk I 0.25 44,200 $ 33,150 | $ 11,050
Putnam 1] 0.3 59,200 S 41,440 | $ 17,760
OVertOn (-sloo) Rhea I 0.25 44,200 $ 33,150 | $ 11,050
Rutherford (-$100) Roane i 03 51800 $ 36,260 | $ 15,540
T Robertson 1} 0.3 56,600 $ 39,620 | $ 16,980
Wllllamson ($4OO) Rutherford 1] 0.3 124,000 S 86,800 | $ 37,200
Wilson ($100) Scott I 0.2 44,200 $ 35360 | $ 8,840
Sequatchie | 0.2 44,200 $ 35,360 [ $ 8,840
Sevier n 0.3 69,600 S 48,720 | $ 20,880
Shelby [\ 0.35 251,100 $163,215 | $ 87,885
Smith | 0.2 44,200 S 35,360 [ S 8,840
Stewart | 0.2 44,200 S 35360 | S 8,840
Sullivan n 0.3 81,300 $ 56,910 | $ 24,390
Sumner 1] 0.3 87,800 $ 61,460 | S 26,340
Tipton 1l 0.25 52,200 $ 39,150 | $ 13,050
Trousdale | 0.2 44,200 $ 35,360 [ $ 8,840
Unicoi | 0.2 44,200 S 35,360 [ S 8,840
Union | 0.2 44,200 S 35,360 [ S 8,840
Van Buren | 0.2 44,200 $ 35,360 | $ 8,840
Warren I 0.25 49,900 S 37,425 | S 12,475
Washington 1] 0.3 72,100 $ 50,470 | $ 21,630
Wayne I 0.25 45,500 $ 34,125 | $ 11,375
Weakley 1] 0.3 52,800 $ 36,960 | $ 15,840
White I 0.25 44,200 $ 33,150 | $ 11,050
TDUT Williamson | 11 03 98,700 $ 69,090 | $ 29,610
Je e Wilson 11} 0.3 78,100 $ 54,670 | $ 23,430

20
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Are counties okay with how TDOT apportions Litter
Grant Education funding? Would you support an
alternative method?

TDOT

=
—
-
y. -

TDOT will send you a copy of your contract:
- for local signature after June 1,
- and a fully executed contract sometime after July 1.

TDOT

22
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Upcoming Trainings

Summer 2024
e Resources added back to website ..

* Additional training for Coordinators, Educ

Fall 2025
e Litter Grant Education Summit

Follow Nobody Trashes Tennessee

TooT

23

Mike McClanahan
(615) 741-0803

Michael.McClanahan@tn.gov

TooT
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TDOT

Department of
. Transportation

Litter Grant Reimbursement Requests

Tips & Tricks 2024

Susan Stokes, Financial Coordinator | Highway Beautification Office

* Invoices are due on thel5th of every month for which
reimbursement is requested

* Submit all Litter Grant invoices to:
tdot.hbo.invoices@tn.gov as one .pdf file

* If no work was performed during the month, recipients are
still required to send a progress report indicating such

» All previous months must be submitted before payment can
be authorized for a following month

Tmsnzs-
TDOT TENNESSEE
2



Time Frame

Fiscal Year End Due Date

+ ALL FY-24 Litter Grant invoices must be submitted no later than
September 30, 2024 or you will not be reimbursed. The majority of the
county’s have done an excellent job submitting invoices in a timely
manner.

* According to the Litter Grant Contract, Section C.7., a county has ninety (90)
days from the end of the FY June 30, 2024, to submit remaining invoices or
you will not be reimbursed. Deadline is September 30, 2024 to submit late
invoices.

(o Disbursement Reconciliation and Close Out. The Grantee shall submit any final invoice and a
grant disbursement reconciliation report within ninety (90) days of the Grant Contract end date, in
form and substance acceptable to the State.

TRASHESM
T f (TRASHES

...................

3

Monthly Invoice Checklist

1. TDOT Litter Grant Reimbursement Request Form
(Cover Sheet)

2. Schedule Sheet

3. Monthly Progress Report & Education Sheet
4. A Roads List

5. Litter Grant Timesheets - Signed

6. Schedule 2 & 3 Receipts/Invoices

/\\
7. Schedule 2 & 3 Proof of Payments =N \ >
(Canceled/Cleared/Cashed Checks) L
8. Schedule 3 Actual Photos of Educational/Promotional
Items with TDOT Litter Message
TRASHESN
Bz L

4
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TDOT Litter Grant

Reimbursement Request Form

B
&
RECEIVED

By Susan Stokes a1 7:08 am, Oct 18, 2023

@ @ T0OT  1o0Tuiter o RECEIVED
elmbursement By Susan Stokes at 10:22 am, Nov 28, 2023

Date Preparad ss0u2s | REVIEWED
et (FEBSPOLKSEPTEVBER] | oy Sy Stokes at 10:42m, Nov 28,2023
e SERvicE DTE T
e o B Rov00es1ass
U orzriota
o Gor

Benton, TN 37207

[ awounes |
PREMOUSLY
Moty Armount | WVOICED | _ craNT BAuNCE
S 52081013 420800 i

T

[Screnus T Samrosan
5

TS S e
simparng cocuert
Payment Amount suemm

5 Tarmecaee Companana Tra Aoyt -1y

campianta it S

some W bl (ol

Name. Willam Walace Phone. (423) 457- 9956

(APPROVED
F et ——

TN il

Schedule Sheet

PROGRAM

Schedule Sheet

REIMBURSEMENT MONTH AND YEAR: Sep23

Schedule 1 - Must match time shests
Salaries and Benefits

p Per Rate Hr.| Total irs. | Benefits
I3[ 20726
[ | T I
I I I I
= I I
[ T I [TOTAL
‘Schedle 2 - Must match recel
Amount
[Traller Purchase under
54.999.99 30,00
[Vehicie:
Repair, Senice, Fuel, Cil
[Tires.
EquiprantR
Schedule 3 - Must mateh time sheet for educator & receipts for costs
Per Rato . its
[Educafion Coorainator Sair
s Benefits (W iam Waliace: 17 524973
[Education Direct Costs __[Description
[Communication
Instructional Supplies
ings, Evenls
[Training
[Travel - Lodgin
[foTaL %
Amount Tor Siudent. Public, Gov., Wedia and Business
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Monthly Progress Report

PROGRAM
o=

TDOT LITTER GRANT PROGRAM
EXVIRONMENTAL DIVISION
SUITE 400, K. POLK BUILDING
05 DEADERICK STREET
NASHVILLE, TENNESSEE 372430333

Moty Progeess Report: MIONTH OF SEPTEMBER 2023.
COUNTY OF pOLK.
LOP Adinisitor: Willam Wilhce Phone 44233384530
o,
asee T
Prepare by: Caiis Lowe Frow b 538457

EMAIL ADDRESS:nohodyirashespolkcountytn@yshos.com
LITTER COLLECTION SECTION:

“Total number o peogle working oncollecting durin the month? 38
[ADD TOGETHER THE NUMBER OF PERSONNEL FOR EACH DAY. FOR EXANPLE:3
WORKERS FOR 5 DAYS 3 WORKERS X 5 DAYS- 34 (14 WORKERS)
ol couny rasdside miescovered dring e monih? 61
Total it roadside e covered dring the mani? S
ftnis: Son G 6, Mol View iy 30, Colams, el ok Gve
Browde, Denvie . Wiken Bowi, ray
many toal pouds (). of e werecolctd: 3980
RN ROADHIE CoL B NS Ly

shumiou #1bs__,glass #1bs__aper £ 1bs._oth-lbs._tollbs__
hlegaldurp sies piked p |

Literenforcement o the ot

waming ks _, ciaions #_1_, convicions#_, aher

11, LITTER EDUCATION SECTION:
Listany ol oxganations that parncred vith LGP during the mont
Buck Bakd Brewery & The Herring Group & Digging Gypsy
Namber of volunicer invlved with LGP projects duriogthe morh: 11
Nuber of volunicerhours: 10
s o seviesfor L

Plese atach samples ofeducovinal o avarenes mateils used
Docunenta

e ot P e e s aht i 17

TN el

Education Sheet

PROGRAM

L. LITTER GRANT PROCESSING

*x*Please return Monthly Progress Report and Iny d Schedule
Sheets for reimbursements by the 15" of the next month**+*

Student Education:

24973 speat.

e i A B e oo Warked the nobody trashes tn educational
event 0 b hld at the local schols presentd by magieun, Jerry Whitc. Attended he Benton
Elementary educational litter program show presented by Jerry White, magician.

Public Education: § spent.

Media Education: § spent.

spent.

NOBODY
TRASHES
TENNESSEE

Government Education: § spent.

TOTAL S 249.73 EDUCATION
***This total has to match Schedule 3 total for Education***
S0 oo




County Roads List

ﬂmﬂm§
TDOT TENNESSEE
9

Annual Governor’s Report

LITTER GRANT
ANNUAL REPORT * *

TN peo

...................
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Litter Grant Time Sheet

'Schedule 1 &3

[FO5T LITTER GRAMT PROGRA

T A
i S 1

|50 500" s a6,

: = T
) Y A_T_ﬂ 31| Houre.
=
I

(5]

ersiomewonmne [0l (N elhua.

urs worked must maich your payeoll tim chiets. This WELL bs veriioe iy TOOT Extormal At
e

| Mo weried on Lter Gram 16300

Proof of Payment
(Check Stub & Cashed Check)

Accoun: DDAI0IR
Date: 11/2272023

well
BANK

o

AN 1150430 504

’ T
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Travel Claims

The Travel Claim Form is no longer required by the Highway Beautification Office.

Standard Conferences that are approved to attend are:

TN Environmental Network Show of the South (TNSOS) May 15-17, 2024 Chattanooga Convention Center, Chattanooga, TN
TN Recycling Conference (TRC) Tennessee Sustainability Conference August 21-23, 2024 Park Vista Hotel, Gatlinburg, TN
TN Solid Waste Director’s Association (TSWDA), Keep Tennessee Beautiful/Keep America Beautiful if you are an affiliate

Travel Expenses: Mileage (Google Maps), Per Diem Meals, Lodging

Requirements:
- Registration Forms
- Conference Agendas
- Hotel Receipts ($0.00 Balance)

. Reimbursement for a Travel Day is 75% of the Full Amount
. https://www.gsa.gov/travel/plan-book/per-diem-rates or
. https://www.perdiem101.com/conus

Mileage Increased on January 1%, 2024 from $0.655 to $0.67
Per Diem — Government Rates: (Travel Day is 75% of Per Diem Rate)
Per https://www.tn.gov/finance/rd-doa/fa-travel.html

TRASHESM
TN [TRASHES

13

o TE
ot ,

Required Documentation

* TDOT Litter Grant Reimbursement Request Form — Signed

* The Schedule Sheet

* The Monthly Progress Report & Education Sheet

* ARoads List

* Supervisor’s & Employee’s Names & Signatures on the Litter Grant Timesheets

*  Proof of Payments (Canceled/Cashed Checks) for Schedule 2 & 3 Commodities

Actual Photo(s) of Educational/Promotional Items: Newspaper/Magazine
Advertisements/Sponsorship Signs/Billboard Signs with the TDOT Litter Message

TRASHESM
TN TENNESSEE
14
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* AsofJanuary 1, 2024, the State Mileage Rate increased from $0.655 to $0.67 per mile

¢ https://www.tn.gov/finance/rd-doa/fa-travel.html

* Travel Expenses such as Mileage (Google Maps), Per Diem and Lodging

* A Roads List with your County Name, Month & Miles Listed is Required

* Per Diem - Reimbursement for a Travel Day is 75% of the Full Amount
¢ https://www.gsa.gov/travel/plan-book/per-diem-rates or

¢ https://www.perdiem101.com/conus

¢ Coming Soon in Mid-July! The New REVISED Litter Grant Reimbursement Request Form

TRASHESN
TN [ TENNESSEE
15

Other Tips & Tricks

= #1. Submit Only the Missing Pages & Not the whole invoice to me at susan.stokes@tn.gov
= #2. Litter Grant Reimbursement Request Form’s Amounts must match the Schedule Sheet

= #3 Employee’s Litter Pickup Hours Worked on the Timesheet must be the same as the
Employee Litter Pickup Hours on the Schedule Sheet

= #4 A Road’s List must be Included
= #5 The Supervisor’s & Employee’s Names & Signatures must be on the Timesheets

= #6 All Pages must be Scanned and submitted as one .PDF file to tdot.hbo.invoices@tn.gov

= #7 Remove All Private Personal Information (PPI):
Employee I.D.#s, Home Addresses, Social Security#s, Vehicle License Tag#s, Vehicle Vini#s,
Bank Accounti#ts & Bank Routing#s

NOBODY
TooT TRASHES
i TENNESSEE
16



Review in Litter Grant 2024

Please submit All Proof of Payments (Canceled/Cleared/Cashed Checks) with the Invoice

Please submit All Actual Photos of the Educational/Promotional ltems,
Advertisements/Sponsorships with the Invoice

Please submit ALL Litter Grant Invoices as one .pdf file to: tdot.hbo.invoices@tn.gov
For Ms. Connie Stafford (our Ragan Smith Consultant) to Date Stamp: Received

Please submit Only Questions/Concerns or Responses to susan.stokes@tn.gov

Last Day of FY23-24 Litter Grant is June 30, 2024

Last Day to submit a FY23-24 Litter Grant Invoice is September 30, 2024

NOBODY
By roer TRASHES
R TENNESSEE
17

Thank You very much
for your participation & partnering with
TDOT to keep our roadways clean!

TN RLlL
Department of
e [ransportation

Susan Stokes / TPM2, Financial Coordinator
Environmental / Highway Beautification Office
James K. Polk Building, 4" Floor

505 Deaderick Street

Nashville, TN 37243-0333

Phone: (615) 770-3902
Susan.Stokes@tn.gov

tdot.hbo.invoices@tn.gov

TN peo

18
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gy \fl TDOT

Department of

s [raNsportation

Proof of Payment

Brittany Morris, Highway Beautification Office Program Supervisor

What is Proof of Payment?

* Proof of Payment is valid evidence that a payment
has been made to a vendor.

* Only required for purchases of commodities for
Schedule 2 (Direct Costs) & Schedule 3 (Education)

items.

TDOT

2




Why is Proof of Payment Needed?

TDOT

Definitive proof that the ‘ask’ for reimbursement
for commodity items allowed under the Litter
Grant was purchased and paid for.

o)

[

Example: EnviroMedia

3

What is considered acceptable P.O.P?

Cancelled or Cleared Checks

Credit Card Statement showing purchase with the
cancelled or cleared check paying the credit card

Bank statement showing purchase or payment to

credit card 8

S

I

I

TDOT

4
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What Documentation Do I Need?

TDOT

Receipt or Invoice for commodity purchased
Cancelled or Cleared Check showing payment was
made to vendor.

* P-Card Statement w/ Cleared Check/Bank

Statement showing transfer

* Bank Statement showing payment was made
Education Promotional Item — must include picture
of final item purchased.

5

Examples - Cleared or Cancelled Check

AND CONTAINS A WATERMANE. ne. oy e arns o

158085|

| STATEMENT

s -

0T

6
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TN held

Examples - Cleared or Cancelled Check

ELCOME TO
VAUGHAN 01

SUNOCD
911 W MARKE) ST
BOLIVAR TN 38008

DUPLICATE RECE 1P

Descr iptian v Asount
UMLLs CA 504 117126 Bnel
SHIF 83,299/ G

Sutetal 0.8
! 0.00
TOTAL un.81
INHUSE § 3981

HOUSE
ACCOUNT 1500
WANE NN CNTY SRR

1 AGREE-10 PRY SOV TOIAL MN|
Y,

— Jt7

C

1 TRANY 101926
10/13723 1 18:00 MM

WE L COME
VAUGHAN

a3

§ WNE] S
BOLIVAR TN 58008

uty Asaant

0 C 01 16,6296
SFLF @ 3,309/ &

Subtatal

TOTAL

HOUST  ACCT
ACCOUT 1500
NANE HHOMN £

AN

|} L"EL'\ ) PAY M'W! TOTAl AT
e #rop

X
BNER'S SIGNATURE 1D

THANKS FOR

SHEPING WIIH US

STE ABIZ3 TILL 00K DRS 1 TRA)
sk 2 10713723

SOME TO
VAUGHAN (111

SUNCD
813 N WARKET ST *
BOLIVAR TN 30008

Description Oty hount
A o 13439 LN

\F 0 4.3/ &
ablola 58.12
ax 0.00
TOTAL 5012
INHRSE § 5312

HOUSL  ACET

ACCOUNT 1500

NAKE M CNTY SERIFF 25

0 P R T0TAL D
v, TN

EAILRE 1D
THAMS FOR
SHOPPING RITH S
ST AB1Z3 TILL X006 DRE ) TRANS 1019620
C3H: 6 10/13/73 201504

7

Examples — Mileage

L LITTER COLLECTION SECTHY!

Callection personmel are Trusices

Total number of people working on collecting during the man
[ADD TOGETHER THE NUMBER OF PERSONNEL FOR

fevample Bustoss peisaner

th? 20
EACH DAY, FOR E:

AMPLE, 3

WORKERS FOR 5 DAYS 3 WORKERS X 5 DAYS 15 (15 WORKERS)

Tol unty roadside mibes covered during the momth? 390

Total state roadside miles covered dusing the msonth’
List of roadss Mamnds 2
Hicks Lame 5, Lueas 14, Adams 12
Hab White 6, Jaycox £, Castellaw 11

rvin Tucker

Bill Emerson 7, Dupree 4, Gumflat Rd 27, Nance Rd 12,

arry Bettis K. Chestnut Blaff 35, Cherry
amming %, Jemnings 10, Early Austin
0, Randolph M

13, Neal Warren 6, Bolding 10, Love 14, Walnat Hill Ch 15, Waknat

Eli Young 4, Spence §,
Johison €

. Vin 7, Crassroads
il 14, Exra Emison 5,

ex Hill 10,
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Examples - Meals
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Examples — P-Card Statements
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Examples - P-Card Statements & Payment

‘ GuarantyBank
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Examples — Bank Statements
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Promotional Items

Items must have a litter prevention connection or must
be specific to a special event held in your community.

Needs to have:
Sponsored by Tennessee Department of Transportation (TDOT)
Funded by Tennessee Department of Transportation (TDOT)
Courtesy of the Tennessee Department of Transportation (TDOT)
Partnering with Tennessee Department of Transportation (TDOT)

Of course we prefer that you use...

ot

13

NOBODY
TRASHES

TENNESSEE

TENNESSEE DEPARTMENT
OF TRANSPORTATION

TDOT_

14
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Horizontal Logo

NOBODY TRASHES
TENNESSEE

TENNESSEE DEPARTMENT OF TRANSPORTATION

R reer

15

How to Access Logos

MEDIA & PRESSKIT

H vides

https://nobodytrashestennessee.com/media-press-kit/

TDOT

16
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Promotional Items

- Send email with picture of item & how it relates to litter
education in your county to Brittany.R.Morris@tn.gov

+ All Art Proofs need to be sent to Brittany.R.Morris@tn.gov.

+ Pictures of final product must be included with
reimbursement requests.

TN L

17
Promotional Items — Recap

- Branding Guidelines

+ When using the Nobody Trashes Tennessee logo, you
must submit the proof to me for approval.

- Trademarked logo

+ Purchase Nobody Trashes Tennessee items from Keep
Tennessee Beautiful Website, KeepTNBeautiful.org.

L8

- NOBODY.
‘ TRASI-!;
“TENN

NOBODY- |

[ TRASHES

TENNESSEE
ssssssssssss
N

TN

18
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Proof of Payment Recap

* Need Receipt or Invoice for item(s) Purchased

* Proof that payment was submitted to vendor via a
cancelled/cleared check (front & back), p-card
statement with proof p-card was paid, or bank
statement showing purchase.

* If item(s) purchased were for promotional purposes
under Schedule 3, need final photo of the item(s)
purchased to verify they meet branding guidelines.

TDOT

19

Join the Movement

1. Follow @nobodytrashestn

OdGo

2. Like & Repost / Retweet / Share

4. Encourage others to follow

0T

20

10



3/18/2024

Brittany Morris, Transportation Program
Supervisor
Brittany.R.Morris@tn.gov
615-253-1977

i

. Tran:

21

11



g\l TDOT

Department of
e [ransportation

Desk Audits

1
Two Levels of Review
HBO Staff TDOT Audit
_ =~ _———
@ @ 1 Invoice at a Time 12 Months of Invoices
Programmatic Concerns Malfeasance Concerns
Expenses: Expenses:
-Documented -Actual
-Appropriate -Contract Scope
Documents: Documents:
-Timesheets -Personnel Records
-Receipts -Benefit Records
‘{DOT_ .

2
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Beautification Office Monitoring

Site Visits Risk Assessment

TDOT

3

* Visits to each county every 3 years
* Look at records
* Discuss education programs & efforts
* Driving recently cleaned roads
e Seeing the team in action

TDOT

4




Records Retention

Keep all grant paperwork for minimum of 3 years.

TDOT

5

Desk Audit

 TDOT External Audit conducts a ‘Desk Audit’ on
each county every 3 years
* Look at invoices

* Match timesheets and personnel paperwork

TDOT

6
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Desk Audit

* CY 2022: 35 grantees audited — 8 finding
* CY 2023: 38 grantees audited — 6 findings
* CY 2024: 7 grantees audited — 1 findings

Timely
Paying of
Vendors

Overcharged Timesheets
Hourly Rate Discrepancy

ALL EXPENSES MUST BE ACTUAL

TDOT

7

n|

* Wayne

* Moore

* Hancock

* Robertson
* Bedford

e Sullivan

* Scott

* Rhea

* Van Buren

TDOT

* Hardin

* Haywood

* Rutherford

* Shelby

* Macon

* University of Memphis

* Keep the Tennessee
River Beautiful

* Clean Memphis

8
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Desk Audit Process

TDOT

1. TDOT Audit notifies county contact that they

are under review.

2. TDOT Audit questions an expense.
3. HBO is contacted and approves. Questioned

expense then becomes an audit finding.

4. TDOT Audit generates written report to the
county requesting a corrective action plan.
5. TDOT Audit approved corrective action plan

via written letter.

9

Corrective Action Plan

TDOT

INVOICE

|

Reduced Invoice(s) Write a Check

10
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Comptroller’s Office Repeat Finding

TDOT

11

$94 million to TN counties

A

446,727 tons collected

Since 1983

TDOT

12
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7~
L vike dia A\

a really
great job!
Qe

Q™ S Gtories?

Questions?
Thoughts?

TDOT
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NOBODY
TRASHES
TENNESSEE

TENNESSEE DEPARTMENT
OF TRANSPORTATION

BRAND GUIDELINES




This brand guidelines document is designed to ensure all
uses of the Nobody Trashes Tennessee brand and logo
are consistent. Maintaining continuity in the presentation
of the brand and ensuring it appears as designed
whenever used increases brand awareness and recall.
Please review and follow these guidelines so we can
all work together to create synergy for the

Nobody Trashes Tennessee campaign.

NOBODY
TRASHES
TENNESSEE

TENNESSEE DEPARTMENT
OF TRANSPORTATION

BRAND GUIDELINES



PRIMARY LOGO

Together, the Logo, Roadline, and Signoff create the NOBODY TRASHES TENNESSEE
Primary Logo. The Primary Logo represents the most significant element of corporate
identity and should be used on all aspects of branded communication, The Primary Logo
should never be altered, tilted, distorted, manipulated, or disassembled on any application.

(%]

M

NOBODY
TRASHES
TENNESSE

L 1 [ . [ . . I Roadline

TENNESSEE DEPARTMENT
OF TRANSPORTATION _

Signoff

Please provide Brittany.R.Morris@tn.gov with proofs of all items using the
Nobody Trashes Tennessee logo for approval before beginning production.

BRAND GUIDELINES



LOGO FORMATS

While use of the Preferred Logo is encouraged, there may be cases where a horizontal
format is necessary due to space constraints. As with the Preferred Logo, color, size, and clear
space require-ments apply. Never attempt to recreate the either logo from scratch, as the
unique relationships between the logo elements are difficult to match. If you do not have the
logo in a format suitable for your need, please contact the Communications Department.

PREFERRED

LOGO FORMAT -
| . [ | | | L |

TENNESSEE DEPARTMENT
OF TRANSPORTATION

ALTERNATE

LOGO FORMAT

HORIZONTAL

NOBODY TRASHES
TENNESSEE

TENNESSEE DEPARTMENT OF TRANSPORTATION

Please provide Brittany.R.Morris@tn.gov with proofs of all items using the
Nobody Trashes Tennessee logo for approval before beginning production.

BRAND GUIDELINES



ALTERNATE LOGOS

For applications where the Primary Logo would not be legible, or if printing restrictions do
not allow, an Alternate Logo can be used.

NOBODY
I MSH Es Primary Logo - Reversed

TENNESSEE DEPARTMENT
OF TRANSPORTATION

NOBODY
I RASH Es Secondary Logo

TENNESSEE DEPARTMENT
OF TRANSPORTATION

NOBODY
I MSH Es Secondary Logo - Reversed

TENNESSEE

TENNESSEE DEPARTMENT
OF TRANSPORTATION

Please provide Brittany.R.Morris@tn.gov with proofs of all items using the
Nobody Trashes Tennessee logo for approval before beginning production.

BRAND GUIDELINES



ALTERNATE LOGOS - HORIZONTAL

For applications where the Primary Logo would not be legible, or if printing restrictions do
not allow, an Alternate Horizontal Logo can be used.

Horizontal Logo - Reversed

NOBODY TRASHES

TENNESSEE

TENNESSEE DEPARTMENT OF TRANSPORTATION

Horizontal Logo - Secondary Logo

NOBODY TRASHES
TENNESSEE

TENNESSEE DEPARTMENT OF TRANSPORTATION

Horizontal Logo - Secondary Logo Reversed

NOBODY TRASHES

TENNESSEE

TENNESSEE DEPARTMENT OF TRANSPORTATION

Please provide Brittany.R.Morris@tn.gov with proofs of all items using the
Nobody Trashes Tennessee logo for approval before beginning production.

BRAND GUIDELINES



ONE COLOR LOGOS

For applications where the Primary Logo or Alternate Logos would not be legible, or if
printing restrictions do not allow, a One-Color Logo can be used.

Blue Logo Red Logo

NOBODY NOBODY
TRASHES TRASHES
TENNESSEE TENNESSEE

HE BN BN BN BN BN =EE = HE BN BN BN =B =N =Em =
TENNESSEE DEPARTMENT TENNESSEE DEPARTMENT
OF TRANSPORTATION OF TRANSPORTATION
Black Logo Reversed Logo

NOBODY
TRASHES Wl 7.W; (3
TENNESSEE gjd, /| 3333-

TENNESSEE DEPARTMENT TENNESSEE DEPARTMENT
OF TRANSPORTATION OF TRANSPORTATION

NOBODY

Please provide Brittany.R.Morris@tn.gov with proofs of all items using the
Nobody Trashes Tennessee logo for approval before beginning production.

BRAND GUIDELINES



ONE COLOR LOGOS HORIZONTAL

For applications where the Primary Logo or Alternate Logos would not be legible, or if
printing restrictions do not allow, a One-Color Logo can be used.

Blue Logo

NOBODY TRASHES
TENNESSEE

TENNESSEE DEPARTMENT OF TRANSPORTATION

"7 NOBODY TRASHES
TENNESSEE

TENNESSEE DEPARTMENT OF TRANSPORTATION

Black Logo

NOBODY TRASHES
TENNESSEE

EEE O EEE I N O O O O O S S S e .
TENNESSEE DEPARTMENT OF TRANSPORTATION

Reversed Logo

NOBODY TRASHES

TENNESSEE

EE EE I O S S O S O S O S e .
TENNESSEE DEPARTMENT OF TRANSPORTATION

Please provide Brittany.R.Morris@tn.gov with proofs of all items using the
Nobody Trashes Tennessee logo for approval before beginning production.

BRAND GUIDELINES



LOGO WITHOUT SIGNOFF

While in some instances the Signoff can be omitted, the Roadline may never be separated
from the Logo.

NOBODY
TRASHES
TENNESSEE

NOBODY
TRASHES
TENNESSEE

NOBODY
TRASHES
TENNESSEE

NOBODY
TRASHES
TENNESSEE

NOBODY
TRASHES
TENNESSEE

NOBODY
TRASHES

TENNESSEE

Please provide Brittany.R.Morris@tn.gov with proofs of all items using the

Nobody Trashes Tennessee logo for approval before beginning production.

BRAND GUIDELINES



CLEAR ZONE LOGOS

The following is the clear zone rule for the Primary Logo. In order to gain maximum visibility,
the Primary Logo should always appear with a minimum area of clear space around it . This
area should be free of any type or graphic element . The minimum clear space is defined as
the width of the “N” in the Logo. This clear zone should be maintained as the Logo is
propor tionally enlarged or reduced in size. This rule applies to all versions of the

NOBODY TR ASHES TENNESEE Logo on all mediums.

 TRASHES
TENNESSEE

TENNESSEE DEPARTMENT
OF TRANSPORTATION

Please provide Brittany.R.Morris@tn.gov with proofs of all items using the
Nobody Trashes Tennessee logo for approval before beginning production.

BRAND GUIDELINES



LOGO TYPEFACES

The Nobody Trashes Tennessee logo is comprised of two typefaces, Fat Frank for
“Nobody Trashes Tennessee” and Futura Now Text ExtraBold ltalic for the signoff line.

Do not try to recreate the logo on your own. The typefaces, spacing,and proportions
have been carefully designed to achieve the desired look.

NOBODY
TRASHES -
TENNESSEE

TENNESSEE DEPARTMENT | Futura Now Text
OF TRANSPORTATION |  ExtraBold halic

Please provide Brittany.R.Morris@tn.gov with proofs of all items using the
Nobody Trashes Tennessee logo for approval before beginning production.

BRAND GUIDELINES



APPROVED BRAND COLORS

C:100 R:0 C:0 R: 217
M: 88 G: 45 M: 98 G: 39
Y: 27 B: 115 Y: 93 B: 46
K:19 K:1
Pantone 288 Hex# 002d73 Pantone 1795 Hex# d9272e
Blue Red

PROPER USE OF RGB AND CMYK COLORS

So what is the difference between RGB and CMYK, for a quick reference, the RGB color mode
is best for digital work, while CMYK is used for print products. Below explains what the RGB
and CMYK color modes are and when it's best to use each.

RGB: (Red, Green, and Blue) is the color space for digital images. Whether it's your

website, social media images, or a piece of collateral that will be shared digitally, you're
going to want to use this color profile if your design is supposed to be displayed on any kind
of screen. This color profile uses red, green, and blue to create various colors. A light source
within a device creates any color you need by mixing these colors and varying their intensity.
Using a CMYK image on a digital screen could give you some unexpected results that make
your colors seem inconsistent.

CMYK: (Cyan, Magenta, Yellow, Black) is the color space for printed materials. Use a CMYK
color profile for any project design that will be physically printed. A printing press creates
images by combining these colors to varying degrees with physical ink. CMYK printing is also
known as 4-color-process printing and is the most common method used for printed pieces
of collateral. Like using a CMYK color profile in a digital application, using a file with an RGB
color profile for a printed piece of collateral will cause color inconsistencies.

Logos using each of these color profiles are available in the appropriate file formats.

Please provide Brittany.R.Morris@tn.gov with proofs of all items using the
Nobody Trashes Tennessee logo for approval before beginning production.

BRAND GUIDELINES



NOBODY TRASHES TENNESSEE BRAND INTEGRITY

CONSISTENCY AND REPETITION

Establishing a brand is a process that takes a
concerted effort over time. It requires a high
level of both consistency and repetition in order
to establish itself in the public eye. Support
across all litter-minded Tennessee partners

is key to ensure our message gets out. In this
case, in order to really solidify Nobody Trashes
Tennessee, it should remain intact for maximum

effectiveness.

STATE-LEVEL REPRESENTATION

The NTT brand was designed to represent the
state-level litter prevention campaign. While all
partner efforts are helpful in ultimately achieving
the NTT and TDOT goals, it is important in the
establishment of the level at which the state is
committed to this campaign and goal. This is
especially important in the political environment
to clearly identify the state-level response to the

litter issue.

ESTABLISHING THE BRAND

Currently, the brand is not well-enough
established to support sub-branding. In our initial
survey, overall awareness of the campaign was
low - around 13% prior to the media campaign
we launched in late August. We are doing a
follow-up study in September that will gauge the
improvement we have made to awareness, but
our recommendation would be to maintain the
consistency so we don't sacrifice the building
affinity to NTT.

COMMODIFICATION OF THE
BRAND

While local level usage of the “Nobody Trashes”
line would expand the awareness of that concept,
it threatens to commodify that term rather than
supporting the state level brand. It takes the term
"Nobody Trashes” and makes it generic, able to
be applied to any other location. If TDOT allows
“Nobody Trashes Nashville” or “Nobody Trashes
Sevier County”, it would be challenging to disallow
“Nobody Trashes Kentucky” or “Nobody Trashes
New York” because we're turning “Nobody

Trashes” into a modifier.

Once the brand is better established (over 85%
unaided brand awareness), it is possible to
consider some level of sub-branding, but currently

we do not recommend this course.

EFFECTIVE BRAND SUPPORT

The best support for the brand would be for
localities and partners to utilize our branding,
messaging, and materials. TDOT openly shares
these materials with partners - they can be
found at NobodyTrashesTennessee.com for free
download. The Atkins Group is also open to
working with local entities to build NTT branded

custom deliverables upon request.

Please provide Brittany.R.Morris@tn.gov with proofs of all items using the
Nobody Trashes Tennessee logo for approval before beginning production.

BRAND GUIDELINES



LOGO MISUSE

The integrity of the Logo should be respected at all times, in all places. Please do not stretch,
alter, augment, or distort its form. See below for examples of what not to do.

OF TRANSPORTATION

Never shrink the Logo Never stretch or distort Never crop or block
the Logo the Logo

Never make the Logo Never change the color Never add anything
text lowercase of the Logo to the Logo

Please provide Brittany.R.Morris@tn.gov with proofs of all items using the
Nobody Trashes Tennessee logo for approval before beginning production.

BRAND GUIDELINES



USE OF LOGO IN SOCIAL MEDIA SPACES:

When referring to the brand in the text of
social media posts, it should read Nobody
Trashes Tennessee and should appear

as three separate words with each word
capitalized and a space between

each word.

When tagging the brand in social media,
the name will come up as your start to type
it. Make sure that you delete double words
before or after the tag.

USE OF HASHTAG:

The official hashtag is:
#NobodyTrashesTennessee

No spaces should be used between words
and symbols in the hashtag. We would
prefer capitalizing the beginning of each
word as it is more friendly for those with

accessibility issues.

Create Post X

Today we are working with Nobody Trashes
Tennessee

&' ©

Create Post X

8.

Today we are working with @nabo
Nobody Trashes Tennessee
Public & Government Service - 14K like this
Nobody

n‘ Page - 26,189 followers

“ Nobody Yet @
- Page- 3,836 followers
Add to Your Post l'.i ;‘ ¢

NahnduSirf s

nonoor Mobody Trashes Tennessee i
“a Fublished by Sprout Social @ - March 20 at 2:49 PM - @
Today is the first day of spring!

(et outside and enjoy the beauty of Tennessee — just make sure you
don't leave any litter behind.

#MNobodyTrashesTennessee

Please provide Brittany.R.Morris@tn.gov with proofs of all items using the
Nobody Trashes Tennessee logo for approval before beginning production.
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