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INVOICE INSTRUCTIONS FOR GRANT REIMBURSEMENT 
 & MATCH DOCUMENTATION 

 
Following are the steps to submit an invoice for grant expenditures & match documentation. Please follow 
all steps accurately, as any incomplete information may be not accepted and funds will not be reimbursed 
or considered as match and may cause a longer than normal reimbursement time frame.  
 
All forms are available electronically: 
www.parks.state.co.us/trails/grants/invoiceforms 
   
Step 1:  BUDGET & MATCH FORMS 
 
Locate the Project Budget & Match Form which was submitted with your grant application.  If the budget 
has been revised since the original submittal, locate the current “revised” budget.  
  

 Reference: Attachment  A - SAMPLE Budget & Match Form 
 
Your invoice should only show the categories on the budget for reimbursement.  Contact the State Trails 
Program if there is a difference in your budget and expenditures before submitting an invoice. 
 
Step 2:  INVOICE & MATCH REQUIRMENTS 
The Grant Invoice Form & Match Documentation must contain the following information:  
 

 Grantee Name 
 Project Name 
 Project Number (Four digits GBLI from 

the front page of your contract.) 
 Contact Phone Number 
 PARTIAL or FULL Reimbursement or 

Match 
 Total Grant Amount Received 

 

 After all invoices/receipts are listed, total 
the amount. Do NOT round the total. 

 Complete the Address above the 
signature.  

 The project sponsor MUST sign and date 
the Grant Invoice & Match Form. 

 Leave the “For Official Use” section 
blank. 

 
 Reference: Attachment B – SAMPLE Grant Invoice & Match Documentation 

 
Step 3: VERIFYING INFORMATION 
 
Locate all project related receipts for each category for proof of Invoice Items. Verify that the 
expenditures for the grant award meet the criteria located on the Eligible and Ineligible List from the 
Grant Manual for year requested grant and are pertinent to the project budget.  
 

 Reference:  Attachment C - Eligible and Ineligible Grant Items 
 

 Reimbursable: Remember only expenses incurred AFTER the contract approval date are 
considered eligible reimbursable expenses.   This means the date on the receipt cannot be prior 
to the date on the bottom of the last page of your contract. 

 
 Match: Can include expenditures for 6-months prior to the grant submittal through the end of 

the contract. 
 
 Verify that actual work performed was for this project and that the work corresponds to either the 

project reimbursable or match categories listed in the project budget.  
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Step 4:  FINANCIAL DOCUMENTATION 
Please remember to “black out” any Social Security #’s from employment documents. 
 
A. Payroll Documents 
If submitting Payroll as a budget item, the following documents are a requirement:  
 

1. A Timesheet and  

2. Payroll Stub OR a Payroll Register. 

Both are required to prove employment verification. One shows the hours worked and one verifies the 
employee is on the payroll. 
 
Bills for Reimbursement MUST be labeled with the following and/or hand written on each receipt: 
 

 Budget Category Name  
 Document Number for each invoice/receipt for that category  

 
There are two ways to record employee salary 1.) Hourly payroll or 2.) Percent of payroll. 
Both are described as follows: 
 

1.) Hourly Payroll:    
 

Highlight each item listed below on your timesheet and stub or register.  
 
 Name of Employee 
 Dates worked 
 Hours worked on the project 
 Hourly or daily rate 
 Amount of expense for payroll to be reimbursed or shown as match for each employee  
 Show calculation, if not the total amount. 

 
 PAYROLL SAMPLE # 1 : 

 
                 

                      2.   Payroll Stub Example 
1.  Timesheet Example
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2.) Percentage of Time: 

 
Highlight each item listed below on your payroll and stub or register.  
 

 Name of Employee 
 Dates worked 
 Hours worked on the project.  (This can be a percent of the time.) 
 Calculations to figure percent of time on the project must be documented. 
 Hourly or daily rate and the calculations on how this was figured. 
 Amount of expense for payroll to be reimbursed or for match for each employee.  Show 

calculation, if not the total amount. 
 
Bills for Reimbursable MUST be labeled with the following and/or hand written on each receipt: 
 

 Budget Category Name  
 Document Number for each invoice/receipt for that category  

 
 PAYROLL SAMPLE # 2: 

 
 
 
 
 

2. Payroll Stub Example 1.  Timesheet Example 
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B. Receipts & Invoices 
 
Itemized receipts include: cash or charge, customer invoices, supplier invoices, itemized cash register 
tapes, contracts, internet receipts, etc.  
 
Bills for Reimbursable MUST be labeled with the following and/or hand written on each receipt: 
 

 Budget Category Name  
 Document Number for each invoice/receipt for that category  

 
i.) Receipts: 

 
Highlight each item listed below on your receipt:  
 

 Vendor Name 
 Form of Payment 
 Amount of Item or Service 
 Total Paid 
 Date of Purchase or Service 
 Description of item(s) purchased or service(s) if only the whole amount will not be 

requested.  
 

 RECEIPT SAMPLE # 1:  

 

 
If  3.  “Form of Payment” is NOT on your receipt,  
you must submit a copy of the payment document. 

 
*DO NOT send only the top & bottom of a receipt. The full itemized receipt is needed. 
 
*DO NOT send only credit card statements, bank statements, or vendor statements in place of Itemized 
Receipts.   

These summarize activity and are not an itemized receipt to the specific item purchased and will only 
be accepted if it is attached to the itemized receipt.  

 

1.  Vendor Name 

2.  Description of items(s) 
purchased or service(s) 

3.  Form of Payment 

4.  Amount of Item or 
Service 

5.  Total Paid 

6.  Date of Purchase or 
Service 
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ii.) Invoices: 

 
 INVOICE SAMPLE # 1 

 
 
 

 
 
 

 INVOICE SAMPLE # 2 
 
 
 
 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

World of Concrete Invoice Example World of Concrete Payment Example 

Ort Landscaping Invoice Example 
Ort Landscaping Internet 

Payment Example 
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 MATCH SAMPLE # 1  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
MATCH SAMPLE # 2 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Youth Corp Invoice Example Youth Corp PO and Payment Example 

Install R US Invoice Example Install R US Payment Example 
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 MATCH SAMPLE # 3 & 4  

  
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 5: COMPLETION 
Finally, double-check all calculations to verify that the dollar amounts on the Grant Invoice are correct 
and correspond to each invoice/receipt and the appropriate budget category. 
 
We appreciate all your work and time on this project and the efforts to keep trail projects a reality. If you 
have any questions regarding any of this information, please contact us.  
 
Thank you, 
 
Colorado State Parks Trails Program Staff 
(303) 791-1954 

Home Depot Itemized 
Receipt Example 

Custom Signs Made Invoice Example & 
Payment of Check Example 



Attachment A – 
SAMPLE Budget and Match Form 
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Attachment B – 
SAMPLE Grant Invoice & Match Documentation 
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Attachment C – Eligible and Ineligible Grant Items 
 

ELIGIBLE - Grant or Match Expenses 
Trail grant expenditures for grant reimbursement or match must correlate with Colorado Outdoor Stewardship 
Institute’s (OSI), “Recommended Standardized Trail Terminology for Use in Colorado” document for trail 
terms and tools specific to trail work.  This document is available at http://www.osionline.org/resources.html 

Consultant or Contracted services for construction or maintenance of trails or trailheads: 
• Professional trail building services to construct, reconstruct, reroute and maintain trails and to build trails to 

link and/or connect to a network of trails. 
 Professional building services to construct bridges, railings, ramps, fences, and retaining structures as well as 

bank stabilization, re-vegetation and erosion control. 
 Professional services to build trailhead parking and install restrooms. 
 Prison crews for trail construction and maintenance. 
 Concrete services. 
 Asphalt services. 
 For pack animals to haul trail materials and supplies to remote locations. 
 Youth Crews 

Consultant or Contracted Services – Planning/Support Grants only. 
 Development of pictures for brochures  
 Graphics for volunteer brochures and project announcements. 
 Professional services to train staff or volunteers 
 Professional services to develop training curriculum and programs. 

Permanent staff salary or seasonal/ non-permanent staff for work completed during the implementation of the 
proposed project is an eligible cost.   
 
Salary for employees:  

 For trail layout and design in the field.  
 To prepare for trail work (sharpen tools, maintenance of equipment, inspection of safety equipment, 

sharpening the chain on the chainsaw, etc.). 
 To construct, reconstruct, reroute and maintain trails. 
 To supervise or lead the work crew.  
 To hike to the project site to work. 
 To construct trail bridges, railings, ramps, fences, cairns check dams, water bars, rock steps, and retaining 

structures. 
 For bank stabilization, re-vegetation, and erosion control. 
 To build trails to link and/or connect to network trails. 
 For grant tracking, budgeting and billing. (5% of grant award.) 

 
Salary for employees – Planning or Support Grants Only 

 For developing trails training. 
 To teach trails training.  
 To map trails.  
 To design, layout and develop educational brochures, trailhead signs and kiosks, training materials, or 

volunteer flyers. 
 To develop and distribute information for building volunteer capacity. 
 To build and update the trail volunteer database. 
 To build trail websites (not maintenance or organizations websites.)  

 
Costs charged to the project must be computed on actual time spent on the project and supported by time and 
attendance records describing the work performed on the project. 
Rental Costs: 
 Room or booth rental for volunteer outreach or trails training (for planning grants only). 
 Wheelbarrows, shovels, McCloeds, Pulaski’s, cement mixer, pionjar, etc.   
 GPS units 
 Clinometers 
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ELIGIBLE - Grant or Match Expenses 
Trail Tools: 
 Shovels, McLeods, Pulaskis, clippers, rock bars, post hole diggers, cross cut saws, hand saws, mallets, wheel 

barrels, buckets, etc.   
Please refer to page 22-25 of Recommended Standardized Trail Terminology for use in Colorado – Tools and 
Descriptions and uses at http://www.osionline.org/resources.html 

Supplies and materials for work on the project. 
 Screws, bolts, rebar, spikes, duct tape, nails, culverts, barrier cloth, etc. 
 Crusher fines, road base, concrete, gravel, etc. for the trail surface. 
 Signs for trails – directional, kiosks, junction, closed for re-vegetation, etc. 
 Lumber for bridges, puncheons, turn pikes, bog bridges, decking, boardwalks, etc.  
 Name badges for volunteer project work. 
 Materials for restoration, i.e. re-vegetation matting, seed, high alpine plants, etc. 

 
Supplies – Planning or Support Grants only. 
 Printing and mailing of brochures for volunteer recruitment.  
 Envelopes for mailing volunteer information.  
 Paper for brochures for volunteer recruitment and project announcements. 
 Training manuals and books.  
 Copying for volunteer materials for project announcements and training materials. 
 Digital camera for trail inventory. 
 GPS receivers for trail mapping or inventory only. 
 Binders for training or volunteer manuals. 

Design and engineering.  Only 50% of design and engineering costs can be included as part of the applicant 
and/or partner match.  The remaining 50% of this expense must be left out of the budget entirely. (Planning 
Grants are the exception.)  These costs can be included as match six-months prior to the application deadline and 
throughout the grant contract period. 
 Landscape architectural professional services for conceptual design. 
 Engineer services for development of construction drawings and specifications. 
 Biologist or archeologist professional services for environmental and cultural review, and final approval of site 

location. 
 Staff salary for development of proper NEPA documentation.  
 Staff salary for planning public meetings for alternative development, public input and review. 

Youth Programs  
State Trails continues to support and promote the use of youth crews on all applicable projects.  If you are going 
to use a youth crew on your project, please contact the youth program to confirm rates and review project 
appropriateness. The following items are eligible grant and match expenses: 

 Weekly rates for Youth Crews. 
 Salary for supervision of Youth Crews. 
 Site inspections to set up crew work. 
 Final inspections to close out work. 

 
Sample youth programs include, but are not limited to: 
 
Colorado Youth Corps Association (CYCA) www.cyca.org 
Americorps (NCCC)      www.americorps.org 
Student Conservation Association (SCA)  www.thesca.org 
 
 



 

Attachment C – Eligible and Ineligible Grant Items 
 

ELIGIBLE - Grant or Match Expenses 
Land Acquisitions for Trail Development: 

 Indirect costs associated with land acquisition 
(appraisals, land surveys, transaction costs)  Refer to the Land Acquisition Supplement. 
Awards for Volunteer Recognition.  These must be for trail use. 
 Hiking Sticks 
 Pedometers 
 Carabineers 
 Pocket flashlights 
 Water bottles 

 
INELIGIBLE - Grant or Match Expenses 

 Volunteer Insurance 

 Tracks (i.e., Running Tracks, BMX tracks) 

 Organization newsletters including printing and postage. 

 Time and services associated with grant writing. 

 Work completed prior to the grant award. 

 Only fifty percent of the planning, design, architectural, environmental analysis and engineering are 
acceptable match six-months prior to the grant application deadline and through the end of the project. 

 Expenses related to the promotion of the organization or fund raising 

 Components that do not have direct benefit to trail users. 

 Any work not directly relevant to trail development, i.e. office time, marketing, etc. 

 Volunteer Labor. This is considered non-cash support and is not to be included in the total project cost but in 
the scoring criteria.  Attachment D-1 and D-2 

 Vehicle repair, maintenance, mileage and fuel. 

 Food, Alcohol or “perks”. 

 Office or computer supplies. 

 Programming and/or outreach 

 General overhead costs or taps.  For example, costs to support an organization. 

 Trails that appear to be “sidewalks”, such as in a city park or between schools are eligible, but do not 
compete well.  

 Picnic or campsites 
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