
LAP Grant Program 

Expense Tracking Guidelines 

 

Please note:  Marion SWCD will not pay for expenses incurred outside the grant period (before the 

Grant Agreement has been signed by ALL parties) or after the completion date.) 

 

In order to be reimbursed for the expenses you incur on your project, it is very important 
that you keep acceptable records (receipts, invoices, etc.) to submit to your grant 
administrator. To help you do this, we have provided you with some guide-lines for what 
are and are not acceptable forms for expense tracking. 

 

Acceptable Documentation Unacceptable Documentation 

Receipts 

Invoices 

Pay Stubs 

Labor Tracking Forms 

Bids 
 

Estimates 
 

Bank Statements 
 

Credit Card Bills 

 
The Components of an Acceptable Invoice/Receipt 

 
 

Kwik-E-Mart 

123 Apu Street 
Springfield, IL 55555 

 

Sold to: Homer Simpson 

No. 157963 
 

; Invoice Number 
 
 
 
; Name & Address 

Address:  333 Doughnut Street 
City:  Springfield State:  IL Zip: 55555 

Phone: 555-1234 Date: 9/12/2000 

Qty. Description Price Amount 
 

3 2’x4’ posts $4.00 $12.00 
 

2 seedlings $5.00 $10.00 
 

1 Box of nails $2.50 $2.50 

of Seller 
 

 
 

; Name of Purchaser 
 
 
 

; Date with Year 
 

 
 
 

; Itemized List of 
Expenditures 

 
 
 

 
; Total Paid 

 
Total $24.50 
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