


• Place your grant number here.
• Your grant number is located in the 
top, left-hand corner on the first page 
of your grant agreement.
• An example of a grant agreement 
number is: G0800123.
• If you are unsure of your grant 
number, contact your grant officer.



•This is the name of your 
organization funded by the grant.



• Number the invoice vouchers in 
numeric order.
• Your first payment request is #1, 
your second is #2, and so on until 
project completion.
• You do not have to start the 
numbering sequence over at the 
beginning of a new year.



• This is the page number of Form C2s 
that you have.
• If the recipient claims more than 14 
items, they need to fill out two (or more) 
Form C2s.



• List in this column the task number from 
the grant under which a specific expense is 
being billed.
• Group all expenses together by task order.
• Itemize Task 1 expenses first, Task 2 
second, etc.



• This is the name of the individual or company 
that received payment for services rendered 
towards the completion of your grant project.
• This includes paid staff, sub-contractors, and 
companies from which you acquired project-
related goods or services.



• This specifies the type of goods or services 
provided.
• Some examples include: paid hours, mileage, 
postage, and equipment rental.
• Only eligible expenses will be reimbursed. If you 
have any questions regarding the eligibility of an 
expense, contact your grant officer before you 
commit to a purchase.



• This is for the invoice number on the bill you 
received from the person or company you paid for 
project related goods or services.
• If there is no invoice number, just leave the area 
blank.



• This is the date when you either paid the expense or 
signed an agreement to pay.
• This date must be on or after the start date of the 
grant and before the expiration date.
• This date must fall within the dates you enter in 
Block 8 on your Form A.



• If you used a government warrant to pay the 
expense, place the warrant number here.
• If you are a non-governmental recipient and used a 
check, place the check number here.
• If you paid in cash, enter “cash” here.
• If you used any other means of payment, leave this 
space blank.



• Enter the dollar amount (to the penny) of the expense.



• If you only incurred expenses in one task, enter the total 
of Column 7 here.
• If you incurred expenses in two or more tasks, total each 
task separately before listing the next task’s expenses in 
Column 7 and leave this space blank.

Make an example



G0800123 Save Our Trees
111

1 Grant P. Administrator Hourly Wages 00001 10/11/08 – 12/11/08 $1,000

1 Grant L. Bookkeeper Hourly Wages 00002 10/11/08 – 10/31/08 $1,000

$2,000

2 Holiday Inn Convention Center Reservation 01287 10/15/08 $2,000

$2,000

3 Grant A. Guestspeaker Speaker Fees 01468 11/17/08 – 11/18/08 $2,000

$2,000

4 “Place and Ad” Advertising Fliers 02994 10/12/08 $500

4 Local TV and Radio Advertising Advertising 12675, 09534 10/15/08 $1,500

$2,000

5 Light RefreshmentsAlbertson’s Receipt attached 11/4/08 $200

5 EZ Truck and Van Rentals Cargo Van Rental Receipt attached 11/12/08 $800

5 DJ Disco AV Rentals A/V Equipment Receipt attached 11/14/08 $1000

$2,000

$10,000
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