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Expense Report Guidelines

For the 2012-2013 School Year

Report postmarked no later than October 15, 2012
The remaining 25 percent of the grant award will not be distributed until the expense report has been received and completed according to the guidelines outlined below.  

Be sure to deposit/cash check within 90 days from date on check!

Expense Report Guidelines

Incomplete expense reports will be returned to the grant winner until they are completed correctly.  

1. Enclosed you will find a hard copy of the Expense Report 2012 spreadsheet.    

2. All expenses should be itemized on the expense report in chronological order. 

3. Original receipts must be provided for any service or purchase in excess of $25. 

4. Tape each receipt to a sheet of paper (multiple receipts can go on one sheet of paper) in the order that they appear on your expense report spreadsheet.  Note on the receipt which number item it correlates to on your expense report.  

5. Staple the sheet(s) to the expense report.

6. Foreign currency expenditures are to be converted to U.S. dollars.  Rate of exchange must be shown on receipt and recorded on the expense report spreadsheet.  

7. Please retain copies of each report with copies of receipts for your personal files.

