Chapter 5

SUB-GRANTEE REPORTING
A.
General


Sub-grantees are required to constantly monitor performance under grant-supported activities to assure that time schedules are being met, projected work units by time periods are being accomplished, and other performance goals are being achieved.

B.
Types of Reports


Sub-grantees are required to prepare and submit the following types of reports.  Copies of all reports can be found in Appendix A.

1.
Financial Report


This report must be prepared and submitted monthly to report expenditures of funds.  The financial report is due at the SAA no later than 20 days following the close of the month.  Copies of invoices as well as proof of payment must be attached to verify expenditures.

2.
Request for Reimbursement
All grant funds are awarded on a reimbursement basis.  A Request for Reimbursement Form must be prepared and submitted with and supported by the Financial Report and Progress Report to receive reimbursement funds from the SAA.  The total request should agree with 
amounts listed on the Financial Report.  Invoices are proof that an expense was incurred.  The date on the invoice (not the purchase order) must be within the grant project period.


3.
Progress Reports
This report is used to report progress, achievements, and results since the submission of the last report.  Comments should directly relate to the accomplishments of the objectives, goals and impact of the project.  This report must be prepared and submitted to the SAA monthly and is due no later than 20 days following the close of the month. 

4.
Equipment Listing
This report must be prepared and submitted to the SAA monthly. The equipment listing report is due at the SAA no later than 20 days following the close of the reporting month.  All Authorized Equipment List (AEL) equipment purchased must be accurately listed on this form.

5.
Timesheet


If applicable, a timesheet must be completed and submitted on a monthly basis and is due at the SAA no later than 20 days following the close of the month. Each project employee and their supervisor should sign the timesheet.  If the sub-grantee has a formal timesheet already in use, it may be used with approval from the SAA.
6. Travel Form
Sub-grantees may utilize their own travel form; however the State travel form can be utilized if the sub-grantee wishes to do so.  It is important that the travel form that is used provide the purpose for travel as well as a detailed breakdown of all expenses.  Expenses may not exceed ceilings established by either West Virginia State Travel Regulations or the local unit of government’s travel regulations, whichever are stricter. 
