What types of fiscal documentation do I need to report expenditures?  
For most line items in your budget, please match two documents – proof of expense and proof of payment.  Proof of expense is the document showing how the cost was generated, and proof of payment is the document showing that the CAC paid it.  Moreover, in cases when an employee is reimbursed we will need documents showing payment from the CAC to the employee for proof of payment.   
	CATEGORY

	EXAMPLES of Proof of EXPENSE
one of following:

Bills, invoices, or receipts

(copies of the original document from the vendor)

	EXAMPLES of Proof of PAYMENT

one of the following:
Detailed ledger from an accounting system, canceled check, credit card/bank statement,  or credit card receipt
	OTHER CONSIDERATIONS


	Personnel
	Detailed ledger from an accounting system including the name of the employee, payment amount and dates of payment
	Please provide the resumes and job descriptions for all the employees that you are covering with this grant.

	Fringe Benefits
	
	(
	FICA, Social Security, Payroll, Medicare, other  types of insurance

	Travel
	Proof of expense needs to show price and travel cities such as an itinerary. 

Mileage - Travel logs  or map quest print-outs
	(
	Mileage – check gsa.gov for the max rate that we can cover

Internal travel form containing the purpose of travel, # of miles, rates, dates, and signature/s. 

Reimbursement - Pair this with a document showing that this cost was covered by the agency. 

Training – cover only if attended.

Lodging – check gsa.gov for the max rate that we can cover. Cover only for the dates that the training requires. Please see the allowable/unallowable costs for more information about lodging. 

Trainer –  if charged to the grant, the documents showing the proof of expense for travel needs to be attached as well.  

	Equipment


	(
	(
	Over $5000.00

	Supplies

Printing


	(
	(
	In-house printing could be supported by an internal document.

	
	
	
	

	Consultant/ Contract 

(up to $56.25/hr)
	Invoice needs to include hours spent on project (max. of $450 per day).
	(
	Trainers - in addition, up to 8h could be charged for prep, follow up. 

	Other (insurance, rent, training registration fees, utilities)
	Training reg costs - For proof of expense, registration forms showing the reg. cost;  invoice

Rent – contract, invoice, lease agreement
	(
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Frequently Asked Report Questions 
· Expenses outside the grant period:
Our grants can only cover expenses incurred during the grant period January 1 - December 31, 2011.
· Reimbursement for conference and training costs:
NCA CANNOT reimburse for training expenses until after the training. NCA will not reimburse for such things as luncheons and other optional costs.
· Per diem rates- lodging, mileage:
Please check rates before each event (www.gsa.gov) as rates may change throughout the year: NCA will only reimburse room charges plus tax.  NCA does not reimburse for food and incidentals, including phone, internet and mini bar charges during a hotel stay.  
 *Please note that NCA CANNOT reimburse for tips and gratuity charges.
· Expenses for Client Services:
NCA’s funding source is the Department of Justice.  As a result, our funding is specifically allocated for certain expenses.  Therefore, the emphasis is to cover the costs associated with running a CAC.  However, while NCA understands that purchasing clothing and food for clients or driving clients to unrelated CAC activities is a necessity, unfortunately such expenses cannot be covered by this grant.
· Personnel Expenses:
 When charging personnel costs to the grant, NCA cannot reimburse staff time for lobbying or fundraising activities.  However, NCA can reimburse for salaries of staff time related to operating the CAC. 
· Questions about NCA Grants:
Your NCA grant can only be used to support the efforts of your program.  All reimbursements will be made directly to the NCA grantee.  No loans or other special financial agreements with other CACs will be honored by NCA.  NCA urges you to read the NCA Grantee Guidelines carefully, as it contains much of the information you will need to apply for and successfully administer an NCA grant.  Additionally, please call your NCA Program Associate if you have any questions.

