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The Recreation and Conservation Office (RCO) is an 
exemplary partner that provides statewide leadership 

and funding to protect and improve the best of 
Washington’s natural and outdoor recreation 

resources, now and for future generations.

Created by voter Initiative 215 in 1964
• Invest in outdoor recreation infrastructure
• Create a “recreation estate” for the future
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Recreation and Conservation Office Grants

Recreation  Conservation Salmon Recovery Education

Recreation and Conservation Funding Board Salmon Recovery Funding 
Board

Office
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CONGRATULATIONS!
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Map of Applications
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Local Parks Maintenance 

Tier 1: Multisite Projects 157 $13,451,661  39 $3,394,000
Tier 2: Single Site Projects   57   $5,299,704  14 $1,400,000
Total    214   $18,751,365  53 $4,794,000



Grant 
Managers

Jesse

Allison

LanHayleyAndrea
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Ashly DanBrian 

RussellHenry
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Grant Agreement

Grant Agreement consists of:

• Description of project

• Period of performance

• Grant funding amount and 

payment method

• Budget and allowable costs

• Reporting requirements

• Standard terms and conditions

Contract between State of Washington 
and the Sponsor for grant assistance.
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Grant Agreement

11/2023
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Yes, there are risks and consequences

• RCO requires compliance by the sponsor

• May suspend or terminate if:

• Breach by the sponsor

• Sponsor fails to make satisfactory 
progress (including meeting milestones 
and other defined deadlines)

• May require repayment to RCO

• RCO not responsible for any project costs 
after termination

Standard Terms and Conditions

11/2023

Are agreements ever terminated?
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Electronic Signature Authorization: 

• Sponsor signs

• RCO signs

• A signed grant agreement is 

automatically sent to sponsor

How agreements are issued:

Target start date for Tier 1 is December 1
Target start date for Tier  2 is January 1

Issuing Grant Agreements 

11/2023
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Work included in your grant agreement!

• Cultural resources work:
• Inadvertent Discovery Plan
• Survey or other documentation

• Permits

• Deferred maintenance work

• Purchase of equipment

What are your deliverables?

Project Deliverables
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Complete the project described in the 
agreement

Timely completion is important!

Failure to meet milestones or to complete 
the project (as set out in the agreement) is 
a breach of the Grant Agreement.

Sponsor Performance

11/2023
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What are milestones?

• Part of your grant agreement

• Establishes when the project may begin

• Identify the Period of Performance (Critical)

• Reflect what was presented in your application

• Standard milestones

Sponsor Performance: 
Milestones
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Prism Progress reports are required

• Milestones in the grant agreement

• When requested by RCO

Progress reports help sponsors, RCO, and others

• Monitor progress

• Identify successes, and

• Keep track of potential issues associated with 

implementing a funded project

More Information

• Your RCO grant manager

Progress Reports

11/2023
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Final Report
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Archaeological and Cultural Resources
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Next Steps

• Review the special 

conditions portion of 

your contract

• Work with your grant 

manager to ensure 

compliance with any 

contract requirements

Archaeological and Cultural Resources
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Money Talk



Spending 
Plan
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Design Considerations
RCO encourages sponsors to use sustainable 
design practices!

• Plants: native vegetation
• Landscapes: Drought resistant vegetation
• Materials: Recycled decking recycled products
• Energy: High-efficiency lighting
• Water: Rain gardens, porous paving

Does the proposed design protect natural resources on 
site or integrate sustainability elements or low impact 
development techniques, green infrastructure or 
environmentally preferred building products?



Comply with 
the terms of 
the grant 
agreement

Comply with 
applicable 
health, fire 
or safety, 
and building 
codes

Provide 
required 
cultural 
resources 
documents 
and 
applicable 
permits

Comply with 
current 
accessibility 
requirements

Americans 
with 
Disabilities 
Act (ADA)

Provide all 
applicable 
close-out 
documents

11/2023 27

Sponsors are required to:



• RCO funded projects need 
to be fully accessible

• Look at the whole project 
and all the details when 
considering accessibility

• Ask questions of 
designers, engineers, 
planners, and users

• Include ADA access 
planning early in the 
process

Accessibility
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Access 
Requirements
• Is not necessarily 

expensive

• Can be used by 
everyone

• Meet the need for 
aging populations

• Transparent when 
done correctly
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What Needs to be Accessible?

Parking spaces Picnic areas, sport courts Access routes to facilities

Playgrounds Trails for pedestrians
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Most Common Mistakes Made
Assuming someone else will take care of 
ADA access

Missing accessible routes of travel to 
elements provided

Gates that are too narrow for access to 
dugouts and ball fields

Designing to trail specifications and not 
access routes to specific recreation 
elements on site
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Accessibility Guidelines and Resources

     ADA Standards for Accessible Design
• RCO Website: Making Your Project Accessible - Recreation and Conservation Office (wa.gov)

• U.S. Access Board Website: U.S. Access Board - Home (access-board.gov)

https://rco.wa.gov/recreation-and-conservation-office-grants/grant-requirements/making-accessible-projects/
https://www.access-board.gov/
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PRISM Online



PRISM & Secure Access Washington
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PRISM Online

PRISM stands for PRoject Information SysteM



PRISM Accessible through RCO web page

36

PRISM Online works best using the following Internet browsers: Edge, Chrome, Firefox, or Safari 
(Internet Explorer is NOT recommended).11/2023
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https://secure.rco.wa.gov/Prism/Sponsor/Account/LogOn?ReturnUrl=%2fPRISM%2fSponsor

11/2023

PRISM Login
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PRISM After Logging In
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PRISM Navigation



06
Project Close Out



11/2023 41

Project Close Out?
Includes several steps RCO and 
the sponsor take to document 
completion of the project.

Is a review of sponsor’s 
performance related to the 
project scope.

Is RCO’s final documentation 
and accountability for the grant 
funding.



• Upload final 

documents 

and 

completed 

project 

photos

• Submit the 

final 

reimbursement 

request before 

August 15th 

• Submit final 

report in 

PRISM by 

August 15th 
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Steps to Closing a Project



Goals for 
Tier 1

Equipment Purchases

• Ensure purchases are complete and the 

equipment is delivered before June 30!

Deferred Maintenance

• Submit Inadvertent Discovery Plan

• Implement project

• Watch for impacts to cultural resources
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Goals for 
Tier 2

Cultural Resources
• Complete requirements

• Secure an RCO Notice 
to Proceed

Deferred 
Maintenance
• Implement project

• Watch for impacts to 
cultural resources

Equipment 
Purchases
• Ensure purchases are 

complete and the 
equipment delivered 
before June 30!
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Local Parks Maintenance Timeline

Jan Feb Mar MayApr
 

Jun Jul Sept Nov Jan Mar June

Project Underway
Tier 1 and Tier 2

 Grant Agreements Issued .

Fiscal year Ends!
Close-out by August 15th 

Time Extension 
and Cost Change

.

Fiscal Year Ends!
Close-out by August 15th .

2024
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2025

June 30, 2024 June 30, 2025
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Resources
Outdoor Grants 

Managers RCO Website



Questions?
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Part 1



Introduction and Examples

November 2023



Sections we will cover in this presentation:



SECTION 1:
FIRST THINGS FIRST - Making sure you’re set 
up to be paid by RCO
 To be reimbursed for costs you report to RCO, you must have a statewide 

vendor number (SWV). If this is not in place before you submit a billing, we 
cannot pay you until this is obtained.

 “Fine, but how do I do this?”, you might ask.

 Go to OFM’s (Office of Financial Management) “Statewide Vendor/Payee 
Services” website

 OFM updates SWV if needed

 Choose direct deposit or warrant (check) via mail

Statewide Vendor/Payee Services | Office of Financial Management (wa.gov)

https://ofm.wa.gov/it-systems/accounting-systems/statewide-vendorpayee-services


Got a Statewide Vendor Number?
 Once you receive a Statewide Vendor Number (SWV), you need to report that 

number to RCO OGM so we can enter it in PRISM so you can be paid.

 If you already have a number, let us know what it is and we will verify and 
make sure it is in PRISM.

 If you have questions about the SWV, it is best to contact the Office of 
Financial Management (OFM). Their staff will be able to best answer your 
questions.  Contact info on website, copied here.



State Treasurer 
Releases Funds

Billing Submitted 
by Sponsor

RCO Reviews 
Billing

RCO Processes
Billing

Return to 
Sponsor
 if needed

The Billing 
Cycle

$



SECTION 2: 
RCO E-Billing
 Everything required for billing is entered online into 

PRISM
RCO reimburses – You must spend the $$ first
Payment details 

For each payment made include these five elements
Paid to
Amount
Description
Check/Document numbers
Transaction date



Billing in PRISM online
 Bring up your project in PRISM online

 From the home screen, click the “Billing” button



Billing Screen



Billing in PRISM online

 The six steps for completing a billing in PRISM online
 Step 1 - Billing Set Up – requires entry

 Step 2 - Cost Pages – requires entry

 Step 3 - Billing Summary – information only

 Step 4 - Payment Information – information only

 Step 5 - Billing Attachments – only use if attachments are required

 Step 6 - Certify & Submit – check for errors, certify and submit



Billing in PRISM online
 Step 1 - Billing Set Up

 Enter period the billing covers

 Enter billing scope and more….



Billing in PRISM online
 Step 2 – Cost Pages

 Enter all costs here – one line for each cost paid

 Paid to, Amount, Description, Check/Document #, Transaction Date



Billing in PRISM online
 Step 3 – Billing Summary

 Nothing to enter here, provides summary information



Billing in PRISM online
 Step 4 – Payment Information

 Nothing to enter here, provides summary information

 Also available by clicking “payment calculation” button – at any time



Billing in PRISM online
 Step 5 – Billing Attachments

 Attach billing documents here if required



Billing in PRISM online
 Step 6 – Certify and Submit

 First - click “check billing for errors” – fix any errors



Billing in PRISM online
 Step 6 – Certify and Submit

 Example of error – see list in upper left

 Green check is good

 Red Exclamation point needs to be fixed

 Errors will be listed in red text



Billing in PRISM online
 Step 6 – Certify and Submit

 First - click “check billing for errors” – fix any errors

 Second – read and agree, then click the box in the certification field

 Third – the submit button will be enabled, then you can click and submit  



Billing in PRISM online
 Step 6 – Certify and Submit

 First - click “check billing for errors” – fix any errors

 Second – read and agree, then click the box in the certification field

 Third – the submit button will be enabled, then you can click and submit  

 One of two final popup boxes shows, be sure to click “OK”



Billing in PRISM online
 Step 6 – Certify and Submit

 First - click “check billing for errors” – fix any errors

 Second – read and agree, then click the box in the certification field

 Third – the submit button will be enabled, then you can click and submit  
 One of two final popup boxes shows, be sure to click “OK”

 Then the second and final popup box shows, add a note if desired, and click “SUBMIT”



Billing in PRISM online
REVIEW

 The six steps for completing a billing in PRISM online
 Step 1 - Billing Set Up – requires entry

 Step 2 - Cost Pages – requires entry

 Step 3 - Billing Summary – information only

 Step 4 - Payment Information – information only

 Step 5 - Billing Attachments – only use if attachments are required

 Step 6 - Certify & Submit

 If interested there is a way to download an excel sheet and 
upload your billing, just let us know if you are interested



Billing screen, billing in process



RCO E-Billings

Related manuals
Manual 8, Reimbursements

These can be found on: Grant Manuals - Recreation and 
Conservation Office (wa.gov)

Other billing and reimbursement information (includes link 
to Manual 8): Billing and Reimbursements - Recreation and 
Conservation Office (wa.gov)

https://rco.wa.gov/recreation-and-conservation-office-grants/grant-manuals/
https://rco.wa.gov/recreation-and-conservation-office-grants/grant-manuals/
https://rco.wa.gov/recreation-and-conservation-office-grants/post-award-info/billing/
https://rco.wa.gov/recreation-and-conservation-office-grants/post-award-info/billing/


Manual 8: NEED TO KNOW

Manual 8 ineligible costs (page 13)
Ceremonial expenses
Alcohol
Bad debt expenses

Fines and penalties

Manual 27 ineligible costs (page 10)
 Use verifiable payment method

NO CASH or gift card payments (page 5)



RCO E-Billings - Conclusion
Resources
Web site: RCO.WA.GOV

E-mail: Ebilling@rco.wa.gov

mailto:Ebilling@rco.wa.gov


FISCAL CONTACTS

Doran Lower: 360-902-3007 (#’s, A-M) 
doran.lower@rco.wa.gov

Sabrina Subia: 360-725-3938 (N-Z) 
sabrina.subia@rco.wa.gov

Amy Suckut:  360-725-3941 (Personal Service 
Contracts)  amy.suckut@rco.wa.gov

Gerald Seed: 360-902-2954 – Lead 
gerald.seed@rco.wa.gov 

mailto:doran.lower@rco.wa.gov
mailto:sabrina.subia@rco.wa.gov
mailto:amy.suckut@rco.wa.gov
mailto:gerald.seed@rco.wa.gov


Thanks for being here!
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