(Revised October 2011)


Kentucky Office of Highway Safety
Division of Highway Safety Programs
REIMBURSMENT CLAIM CHECKLIST
 (NON-LAW ENFORCEMENT PROJECTS)
Reimbursement claims are due once monthly. Claims must be received no later than the end of the month following the month being claimed. For example, a claim for July should be received by the Kentucky Office of Highway Safety prior to the end of August.  If for some reason an agency does not have activity for any given month, they must inform their Program Manager.
The following documents are required elements of your reimbursement claim:
 FORMCHECKBOX 
 Reimbursement Claim Form:  Two (2) completed forms with an original signature and the printed name of the project director on each form. 

 FORMCHECKBOX 
 Monthly Expenditure Report:  Includes detailed expenses sorted by cost category indicating each            

      line item expense.

 FORMCHECKBOX 
 Monthly Activity Report:  A narrative report of the work performed for the highway safety project during the claim period.  Report should focus on accomplishments or progress toward the strategies/activities outlined in the grant contract.  Report must include the name of the agency/organization, grant number, reporting month, and the printed name and original signature of project director.  If salary is funded with federal dollars – include a daily activity log.
 FORMCHECKBOX 
 Supporting Documentation (Two copies of all supporting documentation required)
· Salaries & benefits: 

1. Copies of the employee’s time sheets with the printed names and signatures of the employee and the employee’s supervisor.

2. Payroll reports showing the costs (wages, employer-paid benefits) for the employed for their work associated with the highway safety project. Cancelled payroll checks are not required. 
· Travel Expenses: Travel is only reimbursable if it is specified in the approved grant budget. Overnight and out-of-state travel requires advance approval of the Office of Highway Safety. Travel must be documented through the following:
1. Agency travel voucher/report showing dates, departure times, starting and ending locations, purpose of each trip, mileage, (include the mileage rate on travel form for mileage claimed) and the printed name and signature of the employee and supervisor. Mileage and meals will only be reimbursed at the current State rate approved by the Finance Cabinet.

2. Copy of cancelled travel reimbursement check to the employee. Check amount should match the expenses shown on the accompanying travel voucher.

3. Receipts and proof of final payment for expenses such as airfare, lodging, fuel costs, and conference registration fees. Proof of final payment would include cancelled check or credit card billing statement plus cancelled check to the creditor.
· Contractual Services/Equipment/Other Costs: Both the invoice (fully describing the provided goods or services) and a copy of the cancelled check used to pay the contractor/vendor invoice are required. 
Final Reports and Final Reimbursement Claims are due prior to October 30, 2012

