[image: image1.jpg]LIBRARY OF CONGRESS

TEAGHING -~ PRINARY SOURGES

Cconsortium Member





Examples of Acceptable Documentation for Invoices:
•    
Personal Service/Personnel (Name of each individual with billed salary, their salary amount for this billing period, time period covered for each person, and the fringe amount for each person – documentation can be a report drawn directly from the payroll system, but partners will need to redact any social security numbers, UID numbers, etc.);

•    
Professional Service/Consultant (Copy of invoice or timesheet submitted by the consultant for services rendered including the total amount paid, detail should include the type of service(s) provided, the time period for the service provided, and how expenses were determined);

•    
Training (Invoice, bill, or receipt from vendor for materials used for training by the project, along with any support documents from training events, e.g. agenda, RSVP or participants list, etc.);

•    
Meetings and Conferences (All receipts that correspond to the total being billed, as well as the agenda, the RSVP or attendance list.  If you are seeking reimbursement for food, we also need the agenda for the "working” lunch or dinner, a justification on why the meeting was required during a meal, and how the meeting and meal supports the objectives of the grant);  

•    
Travel (Purpose of trip, destination of the trip, distance each way, who traveled, method for calculating cost, and all receipts being billed).  

•    
   Supplies: any and all receipts. We cannot reimburse you or your institution for sales tax.

The following items are high-risk items; we might need more documents to support the costs. 

· Catering/ Food at the meeting and conferences (Catering at conference needs be identified in the approved budget; Food at meeting needs a justification on why it is needed, who attended, what was discussed during the meal, and how it supported the objectives of the grant. 

· Computers/Laptops: needs be identified in the approved budget. 

· iPad/ Tablets/ Phablets/ Kindle Fire: needs be identified in the approved budget. 

· Projectors: needs be identified in the approved budget. 
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