Helpful tips for your status reports

Since we are back in grant reporting season, I wanted to share couple of organization tips for your grant reports.

· When listing your expenses, please make sure to organize these by category as well as descending chronological order. i.e. 


Category: Party Supplies


· 01/01/08 Cups

· 02/13/08 Plates

· 02/22/08 Hats

· …

· In the same way, please sort out your receipts by category. An easy way to do this is by separating the receipts with a sheet of paper labeled with the category name. (Receipts don’t need to be organized in chronological order.)


· Additionally separate your local expenses from the expenses for which you are seeking reimbursement. This will facilitate keeping track of your match (if match is required.)
· Remember to include detailed receipts.

· Lastly, don’t forget to include an invoice for the amount being requested for reimbursement.


Thanks for your cooperation!
###
