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Expense and Match Documentation Form for DCR Urban and Community 

Forestry Challenge Grant


	Instructions: Number each receipt or invoice and attach copies as well as proof of payment such as a cancelled check, pay stubs, etc.  Duplicate this form as needed. This form, along with supporting documentation, must accompany reimbursement request form.

	Expenses to be Reimbursed by Grant
	 

	Item #
	Date
	Paid To
	Items/Services Purchased
	Cost

	 1
	05/07/12
	Anytree Nursery
	 24 B&B trees
	 4800

	
	
	
	
	

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	
	 TOTAL
	4800

	Cash Match Description 

	Item #
	Date
	Paid To
	Description of items or services including time, rate, etc. 
	Cost

	 2
	5/02/12
	Any Garden Supply
	 Stakes, tree ties, topsoil
	250

	 3
	5/07/12
	Anytree Nursery
	10 B&B trees
	2000

	 4
	 5/03/12
	Any Garden Supply
	 34 tree watering bags
	 680

	 5
	4/11/12
	We Love Trees Foundation
	Donation
	 500

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	TOTAL
	 3430

	In-Kind Match Description 

	Item #
	Date
	 Provider/Vendor
	Description of items or services including time, rate, volunteer hours, etc. 
	Cost

	 6
	 5/07/12
	City DPW 
	 DPW employee ran backhoe to assist with moving and planting trees (6 hr X $75/hr)
	 450

	 7
	 5/07/12
	City DPW 
	 DPW employee ran watering truck during planting (6 hr X$50/hr)
	 300

	 8
	 5/07/12
	Volunteers 
	 12 volunteers assisted with planting ($10/hr for 6 hours)
	720

	 
	 
	 
	 TOTAL
	1470


What Supporting Documentation Should I submit with this sample form?

Item 1:  Invoice and cancelled check or purchase order

Item 2: Invoice and cancelled check or purchase order

Item 3: Invoice and cancelled check or purchase order

Item 4: Invoice and cancelled check or purchase order

Item 5: Copy of donation check

Item 6: Time sheet and equipment use log

Item 7: Time sheet and equipment use log

Item: Sign-in sheet for volunteers

