Expense Verification Policy
Along with the completed invoice, you must also submit a spreadsheet, QuickBooks Report, or copy of any other method you are currently using to track grant expenses in each budget category. In addition, all supporting documentation for each expense must be kept on file in the event of an audit.
[bookmark: _GoBack]The table below describes the information that needs to be included on the spreadsheet and examples of the types of expenses that can be included in each category. The only reimbursable expenses are those that are included in the approved program budget, i.e. Exhibit A or B of the project grant agreement. 
	Budget category	
	Along with the date payment was made, include the information below
	Examples of expenses in this category 

	Salaries and Fringe Benefits
	Position title, number of hours being paid, rate of pay and amount and fringe percent and/or amount per position 
	Project Coordinator, MN PREP Supervisor, Health Educator, Clinic Coordinator

	Travel 
	For mileage: Logged travel miles, reimbursement rate and amount 
For lodging, meals: To whom payment was made, for what and amount
	Mileage, lodging, meals

	Contracted Services		
	To whom payment was made, for what and amount
	Sub-contracted services, including speakers, related  training cost

	Phone and Postage
	To whom payment was made, for what and amount
	Monthly service fees, postage, mobile internet, anti-virus program, etc.

	Print/Copy
	To whom payment was made, for what and amount
	Printing and photocopying charges

	Supplies 
	Item purchased and cost
	Program costs and resources:  outreach/training materials, community partnership meetings (food and related expenses), curriculum, books, computers/laptops, computer software, photocopying 

	Other Expenses
	Item purchased and cost
	Rent, stipends to participants, participant transportation, participant training expenses, bus cards, staff professional development, participant incentives, workshops and conferences

	Indirect/Administrative Costs
	Percentage and amount 
	This must be based upon the Indirect/Administrative Costs % in the approved program budget
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