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As part of SCFC’s Monitoring Requirements (2 CFR.200.332), SCFC requires backup documentation to be
submitted with each reimbursement request that is submitted by subrecipients. According to 2 CFR 200.400, the
subrecipient must maintain adequate documentation to support costs charged to the Federal award, and all costs
must be reasonable, allowable, and allocable. The following guide explains WHO should prepare each document,
WHAT it must contain, WHEN it is needed, and WHERE it comes from.

SCFC may request additional documentation at the time of review of the reimbursement request.

1. INVOICES

WHO The vendor, contractor, or service provider who received payment should provide the
invoice to the grantee.

WHAT A document issued by the vendor requesting payment. Must include: vendor name
and contact information, itemized description of goods or services provided, date of
service or delivery, amount charged, and the subrecipient's name or organization.

WHEN Must be collected at the time of purchase or upon receipt of goods/services.

2. TIME AND EFFORT REPORTING

WHO Each employee whose salary is charged (in whole or in part) to the grant, including
employees whose time is counted as match.

WHAT Records that accurately reflect actual work performed on the grant. These may
include timesheets, personnel activity reports, or equivalent documentation, and must
show: employee name, pay period covered, hours worked on the grant vs. other
activities, total hours, and supervisor review/approval. Records must reflect 100% of
compensated activity and cannot exceed 100% effort.

WHEN Maintained on an ongoing basis throughout the grant period. Reconciliation of
estimated vs. actual time must occur at least quarterly.



3. EVIDENCE THAT ITEMS WERE RECEIVED

WHO

WHAT

WHEN

An authorized employee of the subrecipient who accepted delivery of the goods or
services

Documentation confirming that purchased goods or services were actually received.
Examples include: signed delivery receipts or packing slips, receiving logs,
inspection/acceptance reports, or a dated note from the receiving employee
confirming delivery.

At the time goods are delivered or services are completed. Must be matched to the
corresponding invoice before payment is processed.

4. VOLUNTEER LOGS (MUST BE SIGNED)

WHO

WHAT

WHEN

The individual volunteer must sign the log, with countersignature by an authorized
representative of the subrecipient (supervisor or project manager).

A signed log documenting volunteer contributions used as match. Must include:
volunteer’'s name and address, project number, project name and sponsor, dates of
service, type of work performed, number of hours, hourly rate used, and certification
statement. Note: If an hourly rate above $31.16/hour is used, documentation of the
rate must be provided and approved by SCFC.

Completed at the time of each period of volunteer service. Must be signed by both the
volunteer and an authorized subrecipient representative before submission.

5. TRAVEL DOCUMENTATION

WHO

WHAT

WHEN

The employee or authorized individual who traveled. Receipts are issued by vendors;
the traveler collects and submits them.

A complete travel documentation package includes all applicable items below:

» Travel Log — A record of the trip showing purpose, destination(s), date(s), traveler
name, and total miles or hours traveled.

» Mileage Map/Route Confirmation — When mileage is reimbursed, a printed map or
routing tool output (e.g., Google Maps) confirming the distance between origin
and destination.

* Receipts — For meals, lodging, gas, vehicle rentals, tolls, and other travel-related
expenses paid by the traveler.

» Proof of Payment — Documentation showing the subrecipient paid the traveler and
that items were paid for.

Collected at the time of travel. Submitted with the reimbursement request.



6. PROOF OF PAYMENT

WHAT Any of the following are acceptable forms of proof of payment, SCFC require AT
LEAST one of the following, and may request additional proof of payment documents:

Receipts marked as paid from the vendor (including method and date of payment)
Canceled checks from the bank (front and back, showing the check cleared the
bank)

Invoices marked “PAID” with the check number and date noted

General ledger entries showing the transaction (account, amount, payee, date,
and check/transaction number)

Electronic payment confirmations (ACH or wire transfer confirmations) are also
acceptable.

WHEN Required for every reimbursable expenditure. Must be submitted with the
corresponding invoice or receipt to document that payment was actually made.

being claimed.

A IMPORTANT REMINDERS

Only Allowable Expenses: Submit backup documentation only for expenses included in your
reimbursement request. Do not submit receipts, invoices, or proof of payment for items that are not
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