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Welcome & Introduction

Topics to Discuss:
v * Invoicing Overview
v * Cover & Performance Sheet
v"* Schedule Sheet
v"* Time Cards & Personnel
v Receipts & Purchases
v + Sijte Visit
v ¢ Audit
v« Resources
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Invoicing Overview

Please submit quarterly invoices to Mike via email at


mailto:michael.mcclanahan@tn.gov
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Invoicing Overview

-

Send the invoice as 1 PDF document.
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Invoicing Overview

Every invoice should include:

1. Cover sheet

2. Performance Report

3. Schedule Sheet

4. Employee time sheets

5. Receipts or other documents
6. Pictures, news stories, press, etc.



Invoicing Overview

Don’t forget any pictures, articles or hyperlinks to
press coverage!
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Cover & Performance Sheet

INVOICE COVER SHEET

Invoice tracking
——

Imvoice Date: Novernber 10, 2018
n u m e r Grant Contract F195LG013

PrOjECT: 195PLG53003
Speed Chart: THOO255255
Edison ID: 59177

pill ez Michael McClanahan

Tennessee Department of Transportation
James K Polk Bullding, Suite 400
505 Deaderick Street
Mashwille, TH 372430333
CURRENT CUNULATIVE

Salaries, Benefits & Taxes
Professional Fee, Grant & Award
Supplies, Telephone, Postage, Shipping,

‘ a I c u I ate Occupancy, Equipment Rental &
Maintenance, Printing & Publications
T - ﬁ

category totals Co e

Total Amount Due ] H

Supporting Documentation and progress report attached

| certify this information to be accurate and true.

Authorizing e

Payrment Amount: 5

°
S I g n & d ate Remit Payment Ta: Urban Green Lab

P.O. Box 68348
Mashuille, TH 37206




over & Performance Sheet

INVOICE PERFORMAMNCE SHEET

Quarterly Progress:
Please list any grant funded activities this quarter, [include education or pickup activities)

Performance Metrics;
Please list any pe riormance metrics associated with the grant, [include welght of picked wup or recycled
items).

What have you
been up to?

Locations of Pickups: (

Media Coverage:
Please list any media appearances of coverage of events, [feel free to include copees of articles or
hyperlinks of news stories).

Other Activities:




chedule Sheet

Schediude 1

Sehedude 2

Sichedide 3

Schedude 4

Schedude S

Sehedide 6

Schedude 7

Iriwndce Tatal

INVOICE SCHEDULE SHEET

Budget Line Detail Report 0R0VIE - D30

Salanies & Henelils
£ Ade) ATEWREE MUY deray sty |Salany | Berwl 2] Totel

§ - § - §

§ i - i

§ § - I

i i - i

E $ - E

i - i - i =
Total 5 - 5 - ] -

Frofessional Fes. Gramd, & Award

foer e T e ot ST A T i e e Toladl

§

§

1

Tatad ] -

fos. Tole.. Fosl & Ship. Occup., Eq Hen. & Maint. Print. & Pub.
[ AP TP e 0 ST Y IR WOV A obyvameevard Tobal

]

3

L

¥

L

¥

i

3

3

i

3

i

i
Taotad ] =
Travel. Conferences. & Meslings
oo s v et Ao MY nvtvoee A cboesmeean] Total

i

i

i
Tatad ] =
Iresim ance

e sy e e e AN MM e A Gl aind Total

i

1

Tatad ] -

atad Purchase

Joer e T DRIt SO WRACYRT et S cbeemenyad Total

%
¥
Taotal ]

[indirect Costs

[ Ay TP SATRN VS WARYIVRT I A R Nkl T ol

]

Tatal

i
i
T [ -

Itemize expenses
in each schedule



Time Cards & Personnel

Every individual charging time
against the grant must have a
grant time sheet in the invoice.
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Time Cards & Personnel

SPECIAL LITTER GRANT PROGRAM EMPLOYEE TIMESHEET

MONTH:

DATE:

AGEMNCY:

EMPLOYEE NAME:

Days of the Month M| 12 TI W T | W[ W T 20| 20 22| 23| 24) | 26 T M| 23 | Hoers
Ageney Hours Worked 0.0 0.00
Special Litter Grant Howrs Worked 0.0 .00
Annual |Leave 0.0 .00
Sick Leave 0.0 0.0
Holi clanye 0.0 L

Tolal Special Littes Grard Howrs Worked

[0 oolooloalos]osloalos]ooloalos]ooloaloo]ooloefos]eoloalon]oolosfoo]oolos]eo]oslos]on]oalon] oo

Supervisor Signature

Employee Signature

Agency Hours Worked
Special Litter Grant Hours Worked

Special Litber Grant Does Not Pay For:
Anrual Leave

Sick Leave

Holidany

Auto-formulating

Dual signatures




Time Cards & Personnel

4
| % 4

Record any employee benefit costs under
“Schedule 1: Salary & Benefits” on the schedule
sheet. No receipts or payment information is
needed up front.
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Receipts & Purchases
L~

Submit a receipt for anything purchased. Show
a zero balance

Purchases need to take place during the invoice
period

Every item cannot exceed $4,999.99 and must
be listed in your application

Follow your organization’s purchasing policy

~
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Site Visits

AR

O ¢

e OQur staff will do an in-person visit w/each
grant recipient:
 Review records
e Discuss your program
e See the team in action
 Think about impacts & next steps
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Audit

Each grant will undergo a ‘desk audit’ after their
grant period. Payroll records and invoices submitted
to TDOT will be reviewed.

—— —u
.
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Audit

Prior Special Litter Grant Findings:
 Lack of supplemental documents
 Unallowable costs (Outside of
contract scope)
 Accuracy of employee
timesheets
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Audit

.,
/

Make sure that the employee and grant
time cards match, and that employee
benefits expenses match those charged
to the grant.
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Audit

Keep all paperwork for 3 fiscal years!
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Resources

 All TDOT-Issued Special Litter Grant Resources

e Keep Tennessee Beautiful

* Nobody Trashes Tennessee Logos & PSA


https://www.tn.gov/tdot/environmental-home/environmental-highway-beautification-office.html
https://www.tn.gov/tdot/environmental-home/environmental-highway-beautification-office.html
https://www.tn.gov/tdot/environmental-home/environmental-highway-beautification-office.html
http://www.keeptnbeautiful.org/
https://nobodytrashestennessee.com/

Resources

Mike McClanahan Denise Baker
Program Manager Program Supervisor
Michael.McClanahan@tn.gov Denise.Baker@tn.gov

(615) 741-0803 (615) 741-7015




Good Luck!
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