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Grant Liaisons

• 1st, 4th, 8th Judicial Districts: 
Linda Freeman - lffreema@unm.edu - 505-235-2795

• 3rd, 5th, 6th, 11th, 12th Judicial Districts:
Nancy Shane - nlshane@unm.edu - 505-934-5774

• 2nd, 9th, 13th Judicial Districts:
Keri Thiel - kthiel@unm.edu - 505-259-8763

mailto:lffreema@unm.edu
mailto:nlshane@unm.edu
mailto:kthiel@unm.edu


Quarterly Reports 
and Using Apply
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SurveyMonkey Apply

https://nmsc.smapply.io

• Hub for:
• Application(s) & Materials

• Invoices

• Quarterly & Final/Annual Reports

New Mexico Sentencing Commission
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https://nmsc.smapply.io/
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This is your grant application/project 
dashboard. You can navigate back to this 
page from anywhere in Apply by clicking 
“My Applications” at the top of the page.
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This is what you will see when 
you open your grant – this is 
where you access your grant 
materials and tasks.
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Do you need to add a collaborator?

Collaborators can 
view, edit, and 
complete tasks in 
Apply, but they 
cannot submit 
anything.

Please add 
collaborators so they 
receive notices.
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• Collaborators must accept the email invitation to be added 
to the grant in Apply.

• ONLY the owner of a grant in Apply can submit materials, 
including invoices and reports.
• The “submit” button will always appear grayed out and non-

functional for collaborators.
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Who should be the owner of the grant in Apply?

• Up to you!

• But we recommend making your fiscal contact the owner of 
the grant, since they will be responsible for submitting 
monthly invoices. 

• Late submittals = late reimbursement
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Do you need to change the owner of your grant?
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That’s it!
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Monthly Invoices

• Invoices for each month’s expenses are due the 15th of the 
following month (or the first business day following the 15th). 
January expenses: due Feb. 15th.

• Don’t rely on reminders; add the monthly invoice date to your 
calendar.

• Please submit an invoice even if you had no expenses that 
month—a $0 reimbursement request.
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Monthly Invoices

• Four components:
• Monthly Reimbursement Request form
• Cover Letter (NOT required for $0 requests)
• Excel Workbook
• Supporting Documentation for expenses

• Quarterly reports and updated spending plans: with March, June, 
September, December invoices
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Monthly Invoice Cycle

You complete a monthly invoice and submit in Apply

Your Grant Liaison reviews the invoice

Reimbursement request processed AND

Next monthly invoice is available in Apply
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Monthly Invoice Cycle

• Monthly invoice materials are only available one month at a time in 
Apply. 

• This gives us a chance to catch and correct errors in submittals before 
they are repeated the next month.

• It is important to submit each month’s invoice in a timely manner. You 
cannot submit more than one month at a time. 

• Please do not email invoice materials to your grant liaison! Submit 
materials only in Apply. 
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Completing your monthly invoice request in Apply
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$0 request: attach only your updated Excel 
Workbook

Non-$0 request: attach your updated Excel 
Workbook AND supporting documentation
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The Sentencing Commission will provide a 
spending plan template.
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Marking tasks as complete saves your 
progress. It does NOT submit them to NMSC.
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Green check marks appear next to completed 
tasks.

When all required tasks are complete, 
“submit” button will be green for the owner of 
the grant.



MSC02 1625 | Albuquerque, NM 87131  | (505) 277-3494 | nmsc.unm.edu

24

Quarterly and Final/Annual 
Reporting Requirements
• Required by statute
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Section 31-28-4(C) NMSA 1978
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Quarterly & Final/Annual Reports

• Form will be in Apply and should be submitted with the monthly 
invoice. 

• Q1 report due October 15

• Q2 report due January 15

• Q3 report due April 15

• Q4 report due July 15

• Final/annual report due October 1
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Quarterly Reports will be available in your 
assigned tasks in Apply.
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Quarterly Report form

Some fields in the 
Quarterly Reports will 
auto-fill with info provided 
in application
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Final/Annual Reports

• Final report form will be available in your assigned tasks in Apply. 

• Due October 1 of each year for the preceding fiscal year.

• If you receive grant funds in FY2024 -> Report due Oct 1, 2024

• If you receive grant funds in FY2025 -> Report due Oct 1, 2025, too

• Deadline for final/annual reports is set by statute. NMSC cannot change the 
deadline or grant extensions.

• (Section 31-28-4(C)(8) NMSA 1978):
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Need Help?
Contact your grant liaison, or 
nmsc@unm.edu, or…

mailto:nmsc@unm.edu
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Now Available: Online Help Library

• Go to http://nmsc.unm.edu

• Click “Crime Reduction Grants” at the top

• Scroll down to “Resources for Grantees”

• Quarterly Report and Final Report questions are there in PDF 
format (for reference only)

• Coming soon: How-To Videos for our most-requested tasks

http://nmsc.unm.edu/
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Questions?



New Mexico 
Crime Reduction Grants: 

Spending Plans, Data Sharing, & Evaluation

Nancy Shane, NMSC

February 2024
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Spending Plans Due Initially & Quarterly
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Example Detail Page
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Example Summary Page



Data-Sharing: Justice-involved Beneficiaries

1. First, middle, 
and last names

2. Date of birth

3. Gender

4. Race and 
ethnicity

New Mexico Sentencing Commission
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5. Beginning date 
of service

6. Arrest date

7. Case number

8. Party 
identification 
number, if 
possible



Example Table in NMSC Report



Data-Sharing: Staff 
Hiring & Retention

• First and last name

• Employee 
Identification Number

• Start date/ length of 
employment



Data-Sharing: 
Staff Training

• Name and 
Date(s) of 
training

• Attendee’s First 
and Last Names

• Agency



Site Visits





Expected Outcomes
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