
	 Required Documentation for EARN Actual Expenses

	INVOICED EXPENSES
	DOCUMENTATION

	Salary & Fringe

	Internal Staff
	Proof of salary such as payroll Report or signed timesheets AND a worksheet that includes staff names, titles, hours worked on this EARN-funded Grant Project, amount paid and any other rationale used to calculate the amount of funds charged to the Grant for the quarter.   

	Internal Staff Fringe
	Documentation of the basis for the Fringe calculation

	Other Program Costs

	Travel
	Copy of Travel Voucher/Expense Reimbursement Form and receipts

	Space Rental 
	If stand-alone space exclusively for Grant related purposes: copy of lease pages showing rent.  

	Telephone & Communications
	Copy of receipt or invoice  

	Equipment Purchase or Rental (where allowed)
	Copy of receipt, invoice , or lease

	Postage & Mailings
	Copy of receipt or invoice

	Publication/Print/Copying
	Copy of receipt or invoice 

	Meeting Expenses (including one-time facility rental)
	Copy of receipt or invoice

	Office Supplies & Materials   
	Copy of receipt or invoice

	Marketing & Advertising
	Copy of receipt or invoice 

	Training Materials
	Copy of receipt or invoice

	Direct Training and Related Support Services 

	Training Stipend
	Copy of receipt or invoice and signed documentation acknowledging receipt of training stipend by participant

	Work Experience
	Copy of receipt or invoice and signed documentation acknowledging receipt of work experience stipend or wages  by the individual receiving the payment – participant or employer

	Transportation
	Copy of receipt or invoice and signed documentation acknowledging receipt of transportation support by participant

	Required Documentation for Expenses & Leveraged Resources

	INVOICED EXPENSES
	DOCUMENTATION

	Participant Tuition & Fees
	Copy of receipt, invoice, or proof of registration

	Other
	Copy of receipt or invoice

	Contracted Services / Sub-Grantees

	Training 
	Copy of receipt or invoice

	Curriculum Development 
	Copy of receipt or invoice

	Other 
	Copy of receipt or invoice
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