
7/30/2025

1

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

1

Crime Reduction Grantee 
Orientation 

FY 2026

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

2

Today’s Presentations

1. Using Apply; Monthly Invoices; Reporting Requirements
Presented by Keri Thiel – kthiel@unm.edu

2. Finance Overview
Presented by Jamey Cook – jingles@unm.edu

3. Spending Plans; Data Sharing; Evaluation
Presented by Nancy Shane – nlshane@unm.edu
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Grant Liaisons

Each grant is assigned a member of the NMSC grants team to serve as 
its “grant liaison”. 

Your grant liaison is your primary point of contact at NMSC and is the 
person who will know your project best. They will review your monthly 
invoices and your quarterly reports and serve as a resource for you. 

Grant liaisons will reach out to grantees via email soon.

Using Apply

4Presented by Keri Thiel – kthiel@unm.edu
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SurveyMonkey Apply

https://nmsc.smapply.io

• This is our grant management software
• Hub for:
• Application(s) & Materials
• Monthly Invoices
• Quarterly & Final/Annual Reports

New Mexico Sentencing Commission
5
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This is your grant project/application dashboard. 
You can navigate back to this page from 
anywhere in Apply by clicking “My Applications” 
at the top of the page.

You may see more than one grant/application 
here. Check the project year, title, and number 
to confirm which one you’re selecting. 

Click “start” or “continue” to open your grant and 
see your assigned tasks.
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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.

8

Scrolling down:

This page is where 
you can access your 
current tasks and 
previous tasks, and 
see/edit a list of 
your collaborators.
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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 (only the 
owner can submit tasks –
more on that in a minute!).

Please add collaborators 
so they receive the 
notices we send out via 
Apply.
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• Collaborators must accept the email invitation to be added 
to the grant in Apply.
• If you don’t see the invitation, check your spam folder.

• ONLY the owner (see next slide) 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 is the Owner of Your Grant?

• The ‘owner’ role defaults to the person who submitted 
the application but can be easily changed at any time.

• Apply only allows ONE person to be the owner, and ONLY 
the owner has the ability to submit materials for 
reimbursement or review.
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Who should be the owner of your 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. 

• If you have one person filling out the monthly invoice and another 
person submitting it, that tends to cause delays. 

• Late submittals = late reimbursement
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Do you need to change the owner of your grant?

Click on the three dots 
next to the name of 
the collaborator you 
want to make the 
owner.
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That’s it! The change is 
effective immediately.

Then click “Make owner”.
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Monthly Invoices

Presented by Keri Thiel – kthiel@unm.edu
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Monthly Invoices

• Invoice for each month is due the 15th of the following month 
(or the first business day following the 15th). 
 July invoice: due Friday, Aug. 15th

 August invoice: due Monday, Sept. 15th

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

• You MUST submit an invoice each month 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 (“Optional” = NOT required for $0 requests)
• Excel Workbook (NMSC will supply template)
• Supporting Documentation for expenses (“Optional” = NOT 

required for $0 requests)

• Quarterly reports and updated spending plans: will be assigned as 
tasks with the monthly invoices in Apply when due
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Supporting Documentation

• For payroll expenses: payroll records are sufficient

• ALL other expenses MUST submit the following for each 
expense, in this order:
• Invoice
• Purchase Order
• Proof of Payment

• Finance presentation will go over this in more detail.
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Monthly Invoice Cycle

You complete a monthly invoice and submit in Apply

Your Grant Liaison and NMSC’s finance team review 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. We do not have the ability to open 
more than one month at a time.

• This gives us a chance to catch and correct errors in 
submittals before they are repeated the next month. It 
also helps us keep records organized and accessible to 
everyone.
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Monthly Invoice Cycle, cont.

• It is important to submit each month’s invoice in a timely 
manner – it takes time to catch up if you get behind.

• Please do not email invoice materials to your grant liaison! 

• Submit materials only in Apply. 
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Quarterly and Final/Annual 
Reporting Requirements

Presented by Keri Thiel – kthiel@unm.edu
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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
• Final report due by 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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If the info from your 
application is out of date, 
you can fill in the correct 
info in the provided text 
boxes.
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We will go over 
the spending 
plan in more 
detail later.

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

30

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

• Due by October 1 for the preceding fiscal year.

• 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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Final Report Template
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Need Help?
Contact your grant liaison, or 
nmsc@unm.edu, or…
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Click here to 
access help 
options in Apply.
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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)
• How-To Videos for our most-requested tasks
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Questions? 
Q&A immediately following orientation.

NMSC CRGA FY26
Grants Orientation

Finance

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

Presented by Jamey Cook – jingles@unm.edu

37

38



7/30/2025

20

Four Components
Monthly Reimbursement Request Form

 Cover Letter 
 “Optional” = NOT required for $0 requests

 Updated Excel Workbook – NMSC will supply template
 (a “MUST” = even for $0 requests) 

 Supporting Documentation for Expenses
 “Optional” = NOT required for $0 requests

Apply Invoice Submission Components

Suggested Cover Letter Example

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

Department Letter Head 
 
Date: 
 
Invoice # 2026-06 – 7.25 
Reimbursement Request # _ 
Amount: $ 
 
Bernalillo County is requesting reimbursement for the previous month's expenses as part of the 
Crime Reduction Grant agreement. 
 
Please process an operating transfer with the following accounting string or make check 
payable to: ???. 
 
Business Unit: XXX 
Fund: XXX 
Department: XXX 
Bud Ref: XXX 
Class Code: XXX 
Revenue Code: 475109 
 
Please contact me if you need any other information. 

Include the assigned grant # from NMSC

Month of request – the number of the month is based on the start of 
the FY -- e.g. January would be month #7 of FY26
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NMSC CRGA Reimbursement Request Excel Workbook
Year to Date Tab

Please remember to remove the red reminders 
from the workbook sheets when you enter your 
Name, Award Number, and Total Budget.

PLEASE DO NOT CHANGE ANY OF THE 
FORMULAS!

NMSC CRGA Reimbursement Request Excel Workbook

It is important that each line item is tied directly to a particular subparagraph
of the Scope of Work in the IGA

41

42



7/30/2025

22

NMSC CRGA Reimbursement Request Excel Workbook
Year to Date Tab

Amount will increase with each subsequent request.

Amount pulled in from the July 2025 tab.

 Monthly Reimbursement Request Form
 Cover Letter
 NMSC CRGA Reimbursement Request Workbook – a must
 Supporting Documentation for Reimbursement Request
 Vendor

 Invoice
 Purchase orders
 Proof of Payment

 DFA Warrant
 DFA Voucher – must show the payment tab of the voucher entry.

Wages
 Proof of Payment
 Payroll register
 Cancelled Checks

 Documentation for Held Events
 Event Flyer
 Receipts for Purchases
 Sign-in Sheets
 DFA Vouchers – showing payment tab

Reimbursement Request - Apply Uploads
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 Supporting Documentation for Reimbursement Request – Cont.

Client Services
 Sign-in Sheets
 Invoices
 DFA Vouchers – showing payment tab

Reimbursement Request - Apply Uploads

It is critical that supporting documentation is organized in 
precisely the order laid out above for each category.

 Improper Documentation
 Wrong Month’s Receipts or Invoices
 No NMSC CRGA Reimbursement Request Workbook included

Precise Scope of Work subparagraph not indicated on updated Excel Workbook
 Missing Documentation

Submissions with supporting documentation in the wrong order
 Duplicates

 Documentation Doesn’t Balance with Reimbursement Request
 If amount requested is different, please put in an explanation as to why

 Only requesting part of invoice be paid because there is another funding source for payment
 Transposed Numbers
 Workbook numbers don’t match request

 Excessive Documentation
 Be clear and concise – what would you like to receive as documentation

Common Finance Hiccups
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Apply Entry

Click Here

Apply Entry

500.00Purchase Bus Passes

Business Unit
Fund #
Department ID
Bud Ref
Class Code
Account #475109

Agency Name
Agency Address

2026-06

1

Fill in red indicated 
text boxes.

Date fills in automatically

Month of request – the number of the 
month is based on the start of the FY –
e.g. January would be month #7 of FY26
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Apply Entry

Click Here

Apply Entry

Click Here
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Apply Entry

Apply Entry

Click here

Repeat these steps for all tasks.
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This is what your cover letter task page 
looks like when completed. Please pay 

attention to the boxed area.

Apply Entry

This is what your Excel Workbook task page 
looks like when completed. Please pay 

attention to the boxed area.
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Apply Entry

This is what your Supporting Documents 
task page looks like when completed. 

Please pay attention to the boxed area.

Apply Entry

This is what your Grant Spending Plan task 
page looks like when completed. Please pay 
attention to the boxed area.

Click Here to submit your monthly reimbursement 
request when all tasks are complete.
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QUESTIONS?
Thank you for joining us!

Presented by Jamey Cook
jingles@unm.edu

New Mexico 
Crime Reduction Grants: 
Spending Plans, Data Sharing, Evaluation

Nancy Shane, NMSC
nlshane@unm.edu

July 2025
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Spending Plans Due Initially & Quarterly

Example 
Completed 
Detail Page
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Example 
Completed 
Summary 
Page

Data-Sharing: Due October 1, 2026
Three Types
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Data-Sharing: 1. Justice-involved Beneficiaries

1. First and last 
names

2. Date of birth
3. Gender
4. Race and 

ethnicity

5. Beginning date of 
service

6. Arrest date
7. Reference Case 

number(s)
8. Party 

identification 
number, if 
possible

Example Table in NMSC Report

Example Table
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Data-Sharing: 2. Staff Hiring 
& Retention

1. First and last name
2. Employee Identification Number

3. Start date/ length of employment

Example Table

Data-Sharing: 
3. Staff Training

1. Name or Topic and Date(s) of training
2. Attendees’ First and Last Names

3. Agency
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Site Visits

Nancy Shane
(505)934-5774

nlshane@unm.edu
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