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Arizona State Parks


DETAILED EXPENDITURE RECORD


(Instructions on Reverse Side of this Form)

Project Number: 

Record Preparation


Project Name: 
     
Date:
     

Participant Name:
     
By:
     

Payment Request:
     
Phone:
     

Date
Invoice #
Vendor
Item Description
Related Scope Item
Amt. Paid or Donated
Check 

Number

     
     
     
     
     
     
     

     
     
     
     
     
     
     

     
     
     
     
     
     
     

     
     
     
     
     
     
     

     
     
     
     
     
     
     

     
     
     
     
     
     
     

     
     
     
     
     
     
     

     
     
     
     
     
     
     

     
     
     
     
     
     
     

Total must equal amount claimed on the Grant Payment Request.
$     

Instructions for Completing the Detailed Expenditure Record

A complete and accurate record of information must be provided in each column of this form for every listed expenditure.  A copy of the completed Expenditure Record must be attached to each Grant Payment Request submitted to Arizona State Parks (ASP).  Instructions for specific entries are described below.  For purposes of these instructions, the term “in-kind contributions” is used to describe the value of non-cash contributions provided by: (1) other public agencies and institutions; and (2) private organizations and individuals.  In-kind contributions may consist of the value of donated labor, materials, equipment, etc. which directly benefit the project. 

•PROJECT NUMBER: Enter the project number as it appears on the participant agreement or acknowledgment.

•PROJECT NAME: Enter the name of the project as it appears on the participant agreement or acknowledgment.

•PARTICIPANT NAME: Enter the participant name as it appears on the participant agreement or acknowledgment.

•PAYMENT REQUEST: Enter the number of the pay request attached to the Expenditure Record.

•RECORD PREPARATION: Enter the date the record was prepared, by whom, and the telephone number of the preparer.

•DATE: List all expenditures in chronological order and indicate the date shown on each expenditure.  In situations where in-kind or volunteer labor performs work related to the project, the beginning and ending date on the individual’s time sheet must be shown in this column.  The same procedure is followed when listing contractor’s monthly or periodic statements.  For land acquisition projects and/or projects involving donations of land, the date of the title recording for each parcel acquired must be entered.  The dates of other eligible costs related to land acquisition should also be entered in the order they were incurred.

•INVOICE NUMBER: Enter the number shown on the invoice as assigned by the vendor.  In the case of a contractor’s statement, enter the number of the statement as assigned by the contractor.  If the value of in-kind labor and/or equipment is being claimed, enter the payroll or voucher number related to the claim.  This column does not apply for volunteer labor.  For land acquisitions, the county recorder’s number on the document evidencing ownership must be entered.

•VENDOR: For each invoice or cost item, provide the name of the individual or company from whom the goods or services were purchased.  When listing in kind labor, volunteer labor, donated  equipment, or materials, enter the name and title of each laborer and/or the name of the donating entity.  An example would be: “John Smith - Backhoe Operator”, or “City of Glendale - Public Works Department”.  For land acquisitions, enter the name of the seller, donor, or relocatee for the corresponding transaction.

•ITEM DESCRIPTION: This should briefly, but accurately, describe what was purchased and/or donated.  This description may be taken directly from the invoice.  If you are listing donated work, equipment, or materials, simply describe the type of labor, materials, or equipment used.  

•SCOPE ITEM: Enter the name of the scope item from Attachment A for which the ITEM DESCRIPTION relates.   If an invoice contains a list of materials which were used to construct several approved scope items, each item should be listed.  When listing “employee’s time” or volunteer labor as the ITEM DESCRIPTION, each scope item the employee/laborer worked on must be listed when the time being billed relates to more than one scope item.  Please refer to your participant agreement or acknowledgment and project cost schedule, or contact ASP to insure that costs incurred are actually eligible for reimbursement.  Items not shown in the participant agreement or acknowledgment or project cost schedule or in amendments thereto, are not eligible for reimbursement.  Ineligible project costs need not be listed on the Detailed Expenditure Record.  For land acquisition or land donation projects, the corresponding description of the transactions and how they relate to the project should be supplied.  Normally, this will be the identifying tract number, amount of acreage, and the appraised value for land transactions.  A sample entry might read: “Tract No. 2, 16.3 acres, site preservation”.

•AMOUNT PAID OR DONATED: Enter the amount of the actual cost or expenditure which is eligible for reimbursement or grant match.  If a portion of the invoice was paid and reimbursed under a previous payment request, list only the amount for which you are now seeking reimbursement.  For land acquisition projects, enter the amount paid for the land, the amount of relocation benefits actually incurred by the participant, or the amount paid for other eligible costs related to land acquisition.

•CHECK NUMBER: List the corresponding check, work order, or requisition number which was used to pay for each cost item listed.  If more than one check, work order, or requisition was used, include all appropriate numbers.  Write the word “donation” for items or time which have been contributed.
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            Reproduction of this form is authorized.


