
 
 

Industrial Site Improvement Fund 
Reimbursement Policies and Procedures Manual  

FY 2007 Awards 
 

This Reimbursement Policies and Procedures Manual (“Manual”) applies to projects 
awarded Industrial Site Improvement Fund assistance during state fiscal year (FY) 2007 
by the Ohio Department of Development (“ODOD”).   
 
Effective June 2004, House Bill 66 provided the statutory framework for the Industrial 
Site Improvement Fund (“ISIF” or the “Program”).1   
 
Under authority provided in ORC §122.951(B), the Director of ODOD has developed the 
following policies and procedures for the distribution of grant funds under the Program.     
 
This Manual is referred within, and is therefore binding under, the grant agreement 
executed between ODOD and ISIF awardees (“Agreement”).    
 
All questions related to reimbursement requests and payments under the Agreement, 
including this Manual, should be directed to the following: 
 

Industrial Site Improvement Fund 
77 South High Street, 28th Floor 

P.O. Box 1001 
Columbus, Ohio 43216-1001 

(614) 466-4551 
www.odod.state.oh.us/edd/obd/IndustrialSiteImprovementFund 

 

                                                
1 Ohio Revised Code (“ORC”) §§122.95 to 122.952 and §122.16. 
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1.0 General Funds Distribution Policy 
 

1.1 Payment of program funds cannot begin until an Agreement with ODOD 
has been executed with the award recipient (“Grantee”).  

 
1.2 Grants under the Program cannot exceed $500,000 per site improvement 

project, or 75 percent of the total costs incurred under the site 
improvement project, as calculated at the time of application for Program 
assistance and upon completion of the site improvement project. 

 
1.3 Grant funds shall be distributed as reimbursement of allowable costs 

incurred after an ISIF award notification letter has been executed by the 
Director of ODOD for the site improvement project.  All program funds 
must be reimbursed prior to the Project Completion Date, as defined 
under the Agreement.  Further, payment will be made only to reimburse 
Grantee for allowable costs incurred with sufficient proof of payment 
provided. 

 
1.4 To obtain reimbursement, Grantee must submit a Reimbursement Form 

and Status of Funds Report, in the format as attached, together with any 
other information required under this Manual (“Request”). 

 
1.5 “Allowable costs” are those reimbursable with program funds as set forth 

under Exhibit I, “Scope of Work” of the Agreement, and as indicated 
below: 

 
Allowable costs include costs related to the following: 
(a.) Acquiring commercial or industrial land or buildings;    
(b.) Expanding, remodeling, renovating and modernizing buildings, 

structures and other improvements; 
(c.) Remediating environmentally contaminated property; 
(d.) Site preparation, including building demolition and removal; 
(e.) Streets, roads, bridges, traffic control devices, parking lots and 

facilities; 
(f.) Water and sewer lines and treatment plants; 
(g.) Gas, electric, and telecommunications, including broadband, hook-

ups;  
(h.) Water and railway access improvements; and 
(i.) Costs of professional services (e.g., attorney fees, consulting, 

architectural and engineering costs) related to the site improvement 
project (note professional services only are reimbursable up to 10 
percent of the total grant amount). 
 



Reimbursement Policies and Procedures Manual - FY 2007 Awards 

Last updated January 14, 2008 
 

3

1.6 To the extent the Grantee incurs debt to finance the site improvement 
project after an ISIF award notification letter has been executed by the 
Director of ODOD for the site improvement project, the principal amount of 
that debt may be retired with funds granted under the Program. 

 
1.7 Grant funds may be used to offset taxes assessed on real property to the 

extent (1) funding was awarded under the site improvement project to 
acquire, in whole or in part, real property and (2) a reasonable amount of 
taxes and assessments are included, as a matter of custom and practice, 
in the cost to acquire the real property.  In all other instances, taxes or 
assessments imposed on or made against the real or personal property 
comprising the site improvement project shall not be paid or otherwise 
satisfied with funds granted under the Program 

 
1.8 Program funds must be fully expended, or the grant otherwise must be 

completed, prior to the Project Completion Date, as defined under the 
Agreement.  Included in this spend-down requirement is a prohibition 
against placing in an escrow account or similar arrangement any funds 
granted under the Program, for the purpose of satisfying debts, obligations 
or assessments incurred after the Project Completion Date. 

 
1.9 Grantee may submit Requests pursuant to Section 2.0 of this Manual as 

the work is performed, or wait and submit a Request for the entire amount 
of the grant of funds upon the completion of the project and prior to the 
Project Completion Date.  

 
1.10 Reimbursements will be paid by ODOD via Electronic Fund Transfer 

(“EFT”).  If Grantee does not have an existing authorization for EFT with 
the Office of Budget & Finance, Grantee must submit a completed 
Authorization Agreement for Automatic Deposit of State Warrants: 
http://obm.ohio.gov/forms/oaks/EFTDraft%20v2.pdf  

 
1.11 Requests will be accepted only via an ODOD-generated Reimbursement 

Form and Status of Funds Report, a sample copy of which is attached to 
this Manual.  Blank forms are available on the Program website at 
www.odod.state.oh.us/edd/obd/IndustrialSiteImprovementFund. 

 
1.12 Questions between ODOD and Grantee should be posed in detail via e-

mail unless indicated otherwise, and all such electronic correspondence 
must indicate clearly Grantee’s assigned project number (in the format 07-
RXX-XX) in the subject heading or else prominently in the body of the 
message(s).  
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1.13 Submitted Requests must be certified by Grantee’s chief elected official, 
chief executive officer, or another individual similarly authorized to act on 
behalf of Grantee.   

 
1.14 ODOD will not reimburse for Requests containing blended hourly rates for 

work completed by consultants under the Agreement.  Grantee must 
submit requests for reimbursement for work performed by such individuals 
with their respective unique hourly rates, accompanied by the appropriate 
supporting documentation. 

 
1.15 All travel-related expenses for which Grantee seeks reimbursement under 

the Agreement must comply with the Ohio Office of Budget and 
Management’s Travel Policy, a copy of which is attached to this Manual. 

 
1.16 Reimbursements should occur within 30 to 45 days after approval by 

ODOD of each Request submitted by Grantee.  
 

2.0 Submitting Requests 
 

2.1 The policies and procedures set forth in this Manual, as referenced by the 
Agreement, control in all instances of reimbursing grant funds.  Grantee is 
responsible for complying with all terms and conditions of this Manual as 
from time to time may be amended.  Grantee therefore is expected to 
check the Program website periodically to ensure it is in compliance with 
the most up-to-date policies and procedures under the Program.  Updates 
to this Manual shall be posted on the Program website at 
www.odod.state.oh.us/edd/obd/IndustrialSiteImprovementFund. 

 
2.2 No more than one (1) Request may be submitted every 60 days via United 

States mail for an amount equal to or greater than $10,000.  A Request for 
a smaller sum may be made when submitting a final Request for the 
balance of funds under the site improvement project, or with ODOD’s prior 
written approval. 

 
2.3 The following documents must be included with each submitted Request: 
 

2.3.1 Reimbursement Form with original signature, summarizing the 
Request according to the major funding categories under the 
Agreement: land, building, on-site infrastructure/site, professional 
fees, interim costs, administrative costs, and off-site infrastructure.   

 
2.3.2 Invoices showing itemized billing and/or costs in time-and-materials 

format with back-up documentation of costs included. 
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2.3.3 Invoices – General 
 

2.3.3.1 All invoices must include the following information: 
 Cover letter on Grantee’s letterhead with date 

marked when submitted to ODOD. 
 Copy of the invoice(s). 
 Summary with total funds requested and a 

breakdown of items purchased or work performed. 
 Proof of payment (e.g., canceled check). 

 
2.3.4 Invoices – Consultants 

 
2.3.4.1 All consultant invoices must include summaries with 

total cost for hourly work and expenses, including 
travel expenses and subcontracted amounts.   

 
2.3.4.2 For consultant invoices, sufficient backup documents 

would include invoices for such things as clearing 
work, pavement subcontractors, surveyors, 
equipment rental, cost sheets for expendables, and 
travel receipts.  
 

2.4 ODOD will review Requests and supporting materials for reasonableness 
of costs incurred and requested payment amounts, and may reimburse or 
deny such  Requests in whole or in part pursuant to Grantee’s compliance 
with this Manual, the Agreement, the Program Guidelines and Application 
Procedures, and all applicable laws, including ORC §§122.951 to 122.952.      
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