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Instructions:

1. Project Name & ID: This information can be obtained from the Expense Reimbursement form.

2. Reporting Period: Identify the first and last day of the reporting period (month/day/year).

3. Document Number: Assign a number or letter to each travel log/receipt and submit along with this document.

4. Budget Item & Cost: Enter budget detail exactly as it is listed in the approved budget and the actual amount incurred.

5. Amount Submitted for Reimbursement: Enter total grant expenditures to be requested for reimbursement. 

6. Match Amount for this Item: Enter total match associated with each item (where applicable).
· Provide your agency’s approved Travel Policy under Project Attachments in GEMS.
· Provide a Travel Log: List dates of travel, traveler’s name, starting location, destination, purpose for travel, total mileage.

· Travel related expenses must be part of the approved budget and must be accompanied by receipts, invoices, agendas, verification of registration, class curricula, etc…and supporting documentation that will show that expenses have already been incurred, paid and are eligible for reimbursement  (examples of appropriate supporting documentation: registration forms, fuel receipts, lodging, transportation and food receipts). 
· Using State of NC per diem:  Hotel receipts are required (to a maximum of $65.90 in-state/$77.90 out of state, plus tax unless prior permission for an excess amount is obtained).  The traveler is authorized for $8.20 for breakfast (in-State/out-of-State), $10.70 for lunch and $18.40 in-State/ $20.90 for out-of-State dinner.  State mileage rate is 56.5 cents per mile. (In effect as of January 1, 2014 per NC State Budget Director)
· Using GRANTEE agency’s per diem:  Submit copy of the agency Travel Policy to the Grants Management                 Specialist at the beginning of the grant period.  Follow grantee’s written policy.  If the agency’s Travel Policy is updated, submit a revised version.  Expenses may not exceed the established State rates at the time of the reimbursement request.
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