see also lotus 123 (file data\grants) for pages 2 and 3 of the financial report.FINANCIAL REPORT FORMSPRIVATE 

INSTRUCTIONS FOR COMPLETING THE

EXPENDITURES REPORT/CASH REQUEST

APPROVED BUDGET
The approved budget is in the column headed "Award" on the attached Expenditures Report form.  Read also the Notification of Award and the Grant Agreement for additional information on accounting, reports, and due dates.

The Grantee must retain for three years original invoices, receipts, and other records documenting expenditures and cost share.  Do not send these documents to the VFH.

INSTRUCTIONS
PAGE 1
Always submit with pages 2 and 3 attached.  Indicate at the top whether you are filing an interim or final report.


Item 3:
Indicate the cumulative period covered by the report.  On final reports, this must not extend beyond the grant period.


Item 8:
Enter expenditures of grant funds totaled by budget code in the appropriate column:




"This Report" -- Expenditures for the first report period or expenditures since last report, as listed on page 2.




"Totals to Date" -- Expenditures since the beginning of the grant period (omit if a first report).


Item 9:
Enter the summary value of cash and in-kind cost share contributions (from sources other than the VFH).  Cost share contributions must be documented and available for audit.


Item 10:
Enter total payment(s) received to date.


Item 11:
Enter payment requested at this time.

Both the project director and the financial officer must sign the report. Please submit form with original signatures, not photocopies.
PAGE 2
List expenditures of VFH grant funds only.  Enter the budget code as shown on page 1.

Note that if funds were awarded for Travel, all expenditures must be itemized in detail to ensure charges fall within state limits. Please include name of traveler, hotel, airline, restaurant or rental company, and all associated hotel, meal, air, rail or mileage charges. (Mileage is currently reimbursed at $.445/mile.) Include extra pages if necessary.  Listing only the name of the traveler and a single sum for travel costs is insufficient. We will require you to resubmit itemized travel expenditures before any funds are disbursed. For information on state limits for travel expenses visit: http://www.procurement.virginia.edu/main/departments/LodgingAndMealLimits.html.
PAGE 3
List and date cash and in-kind cost share (contributions from sources other than the Virginia Foundation).
