
Reimbursable Invoice Process
July 7 – 1:30pm

Please sign-in via the chat box:
• Program
• Name(s)



Resources…reminder…
Serve WA Online Subgrantee Resources

• Additional Resources

• AmeriCorps Program Handbook

https://servewashington.wa.gov/programs/americorps/subgrantee-resources/additional-resources
https://servewashington.wa.gov/programs/americorps/subgrantee-resources/americorps-program-handbook


OMB Omni Circular 2 CFR 200
The Omni Circular (aka Uniform Guidance) provides 
guidance and requirements relevant to Federal grants in 
three major areas:
• Administrative Requirements

• Accounting system
• Documentation requirements

• Cost Principles
• Allowable & Unallowable Costs
• Indirect Costs

• Single Audit Requirements 



Financial Management
2 CFR 200.302

eCFR

https://www.ecfr.gov/cgi-bin/text-idx?SID=152c7cb71f572d2792751f35cee54481&mc=true&tpl=/ecfrbrowse/Title02/2cfr200_main_02.tpl


Elements of Grants Management



Segregate Funds

matchCNCS



Cost Sharing/Matching
2 CFR 200.306

eCFR

https://www.ecfr.gov/cgi-bin/text-idx?SID=152c7cb71f572d2792751f35cee54481&mc=true&tpl=/ecfrbrowse/Title02/2cfr200_main_02.tpl


Acceptable Match
Cash & In-kind contributions are accepted as part of the 
grantee share/match when ALL the following are met:
• Are verifiable from your organizations records
• Are not included as contributions for any other Federal award
• Are necessary and reasonable for accomplishment of project 

or program objectives
• Are allowable under Subpart E-Cost Principles
• Are not paid by the Federal Government under another 

award, except where authorized 
• Are provided for in the approved budget 
• Conform to other provisions of the Omni Circular (Uniform 

Guidance)



Documentation



Supporting Documentation

Documentation Basics
Why Retain Documentation?
• To track incoming information
• To review information
• To provide historical evidence (data)
• To provide evidence of accomplishments
• To prepare for an audit



Drawing Funds via
Invoice Packages



Terms and Conditions
Special Terms and Conditions (Exhibit C of Contract):

• Reimbursement Requests: Subgrantees are required to submit 
requests for reimbursement on a monthly basis unless an alternative 
frequency has been approved by Serve Washington. 

• An invoice package is due on or before the 15th of the month for 
the previous month’s reporting period and must include: 

• 1) a Washington state A-19 Invoice Voucher (signed PDF)
• 2) a Periodic Expense Report (leave and submit in original Excel 

format)
• 3) a Program Income Report, even in a month when reporting $0 

(PDF)
• 4) a current Member Roster from the My AmeriCorps Portal (PDF). 

Submit the entire invoice package by email to your Program Officer 
and Fiscal Grants Officer.

• August Billing due September 15 (and so on)



Invoice Package - PER
• Periodic Expense Reports (PER) by Month in Fiscal Workbook

• Fill out current monthly expenditures



Invoice Package - PER
• Periodic Expense Reports (PER) by Month in Fiscal Workbook

• Fill out indirect costs



Invoice Package - PER
• Periodic Expense Reports (PER) by Month in Fiscal Workbook

• The form will track Year-To-Date and Budget vs YTD (auto calc)



Invoice Package - PER
• Periodic Expense Reports (PER) by Month in Fiscal Workbook

• The form will also track if match percentage meets requirements



Invoice Package - PER
• Periodic Expense Reports (PER) by Month in Fiscal Workbook

• Total request for reimbursement located in bottom right



Invoice Package - Voucher
• Invoice Voucher located in Fiscal Workbook

• Fill out request corresponding to PER each month



Terms and Conditions
Special Terms and Conditions (Exhibit C of Contract):

• Federal Financial Reports: Subgrantees shall complete a 
Federal Financial Report (FFR) and Other Federal Funds Report 
(OFFR) using the reporting tool provided by Serve Washington. 
Submit the FFR and OFFR by email to your Program Officer 
and Fiscal Grants Officer. Serve Washington must receive a 
scanned signed copy on or before the dates noted below: 

• April 15, 2022 for the period starting on the first day of the 
grant through March 31 

• October 14, 2022 for the period starting April 1 through 
September 30 or the end date of the grant, whichever is 
earlier.



FFR
• Federal Financial Report located in Fiscal Workbook

• Fill out green areas



Closing

Questions?

FISCAL NEXTS STEPS:
1) Review Fiscal WkBk Upon Receipt (by end of July)

2) Submit 1st Invoice Package by Sept 15 for Aug Billing
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