
2010 Chesapeake and Atlantic Coastal Bays Trust Fund 

Guidelines for Proper Invoicing 

 

Grantees shall submit, generally on a quarterly basis, all invoices and match (if applicable) to the 

Chesapeake and Coastal Service.  The format of the invoice shall mimic the format of the budget 

in this scope of work to the greatest extent possible.  Each invoice shall include a summary sheet 

that breaks down expenditures by budget category.  The summary sheet should include a salary 

and fringe breakdown to include grade/step, position, and number of hours worked multiplied by 

the appropriate hourly pay rate.   Also, include all necessary backup documentation that will 

serve as verification for all expenditures listed on the summary sheet. The grant tracking number 

will be noted on all invoices.   Examples of acceptable documentation for expenditures are listed 

below. 

 

Category  Backup Documentation Needed 

 

Salaries   Copies of signed time sheets with project hours noted with 

proof of payment. 

 

Communication Copies of phone bills.  Documentation for postage  

(telephone bills, should include copies of receipts. 

 postage)  

 

Travel Copies of approved expense reports and signed FS18 are 

adequate.  Also, all copies of validated bills, invoices and 

receipts that are related to your travel must be provided. 

 

Supplies/Equipment Copies of canceled checks or check numbers, receiving 

reports showing that merchandise was received, cash 

register receipts, or FS18 signed by a Fiscal Officer. 

 

 For corporate card purchases, each cardholder shall provide 

the standard DNR “Activity Log,” bank memo statement 

and receipts for recording each transaction (purchase and/or 

credit) made with each corporate purchasing card which 

must include the following: 

 transaction date, merchant name, description of item 

purchased (including quantity), account (PCA code) to be 

charged if different from that assigned to the card, and 

amount of purchase. 

 

Contractual Services Copies of bills or invoices with  receipts or FS18 signed by 

a Fiscal Officer.  Also, copies of canceled checks or copies 

of check numbers. 

 

Match Match, if applicable, shall be labeled as match and shall be 

documented in the same format as direct     

 charges.  Match shall be paid out at the same  



2010 Chesapeake and Atlantic Coastal Bays Trust Fund 

 general rate as the Grant  share.  Match   

 information shall be provided with each   

 invoice submission for direct charges. 

 

Note:  Time period on invoice shall coincide with time period on backup documentation. 

 

Rules for Modifying a Grant-Funded, Approved Budget 

 

To modify a the approved budget, scope of work, or schedule, please follow these 

guidelines. 

 

1.  Grantees may shift up to ten percent (10%) of their total project funds from 

     one  existing line-item (e.g. supplies, travel, etc.) to another, as long as it doesn’t  

     substantively modify the project’s goals, objective, milestones or deliverables. 

 

2.  Prior approval from the DNR Agreement Representative is necessary if  

(a) you need to modify your budget by more than ten percent (10%); OR 

(b) you need to add a new line-item to the existing budget (e.g., add equipment or  

     subcontractor to the budget); OR 

(c) you need a no-cost extension; OR  

(d) the modification will result in substantive changes to the project’s goals, objectives,  

     milestones or deliverables. 

  

As a general guideline, requests for modifications should be submitted sixty (60) days prior to 

the desired effective date. 

 

 

This grant agreement is fulfilled by Capital Funds and therefore must follow guidelines set 

in APPENDIX A (attached). 

 


