
Fixed Grants -
Invoice Process
July 14 – 3:00pm Session

Please sign-in via the chat box:
• Organization/Program
• Name(s)
• Favorite summer activity?



eCFR :: 2 CFR Part 200 -- Uniform Administrative Requirements, 
Cost Principles, and Audit Requirements for Federal Awards

Additional Resources | Serve Washington (Special Terms and 
Conditions and AmeriCorps Terms and Conditions links)

AmeriCorps Program Handbook | Serve Washington

Fixed Amount Grant Guide (americorps.gov)

Fiscal Workbooks will be provided once contracts are complete

Resources

https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200
https://servewashington.wa.gov/programs/americorps/subgrantee-resources/additional-resources
https://servewashington.wa.gov/programs/americorps/subgrantee-resources/americorps-program-handbook
https://americorps.gov/sites/default/files/documents/Fixed%20Grant%20Financial%20Process%20Guide_Edition2.10_201809013%20PUBLISHED%20v1.11.pdf


Accessing Grant Funds under Fixed-Amount Grants: For fixed-
amount grants, you must ensure that you do not request more funds from
Serve Washington than you are entitled to draw based on members
enrolled. You may request funds on a monthly basis throughout the year.
Reconciliation will occur in the final month to ensure the subgrantee does
not draw funds in excess of member hours served. The schedule to
request funds from Serve Washington is based on a monthly report of
hours served by members.

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) Invoice Tracking Sheet
(leave and submit in original Excel format); 3) a current Member Roster
from the My AmeriCorps Portal (PDF); and 4) a relevant timekeeping
report from a timekeeping system (any format). Submit the entire invoice
package by email to your Program Officer and Fiscal Grants Officer.

Drawing Funds Special Terms and Conditions III I 3



• Each slot type has a minimum number of hours the member is 
required to serve, FT=1700, HT=900, etc

• This number is the MAXIMUM number of hours you can be 
reimbursed for from that individual—hours beyond that do 
not get reimbursed

• Hours reported for the month will determine your 
reimbursement

• Note whether the numbers are accurate to the month, or 
whether a correction or delay has affected the number

• Explain excessive totals (much in excess of 200 for a month)
• Your time tracking tool should accurately report the current 

month, show a cumulative total, and remove hours exceeding 
maximum from the reimbursement calculation

Time Tracking AmeriCorps State and National Terms and Conditions V H



I will compare to names on the time tracker

Member Roster Report pdf eGrants



• Please include the Excel Workbook with the invoice tracker
• Also include a pdf of the signed invoice
• Check to be sure you have updated the date, etc.

Workbook and Invoice (A19)



Fixed Cost Grants 
Hourly Invoice Training



Fixed Cost Grants 
Hourly Invoice Training



• When all of your members have exited, send me your final member 
roster report, and I will conduct a reconciliation

• I will give you the reconciliation, and when you approve you can invoice 
us for the reconciled amount with your completed Workbook

• This fixes errors made during the year, as well as evening out slot 
values/hour

• We hope to avoid requiring repayment from programs!

Reconciliation



Other Fiscal Reporting
• Midyear (April)

• Special Terms and 
Conditions III K

• Unexpended (we 
may collect 
unexpended funds 
report

• Final (Grant Year 
End)
• Special Terms and 

Conditions III L
• Closeout (we may 

collect closeout 
documents)



Closing

Questions?
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