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Claims 101: General Information and Supporting Documentation

General Information:

>

>
>
>

Reporting Schedule: Information on the reimbursement request timeframe.

Expense Tracking Spreadsheet: Template to support tracking subaward expenses.

SAM.gov Status Tutorial: Instructions on how to find an organization’s SAM.gov status.

Budget Category Definitions and Supporting Documentation Requirements: Table with

information on what documentation is required when submitting a claim and what
documentation must be retained in organization’s records.

o Reimbursement request: documentation is required.
o Advance payment request: documentation is optional.
o Advance payment verification: documentation is required.

Proof of Payment Documentation: All recipients of federal funds are required to maintain

proof of payment records for all expenses incurred for this subaward program. Contact the
UCF Program for more information on proof of payment documentation.

Indirect Costs:

» Indirect cost charges should be calculated and claimed on every claim submitted.

o Entities with Negotiated Indirect Cost Rate Agreements (NICRAs) should apply
indirect costs per the NICRA agreement.

o Calculation of indirect costs should follow Title 2 CFR 200.400-200.476 (Subpart
E - Cost Principles — May 2024).

=  Generally, direct costs from the following budget categories may be
included in the calculation of indirect costs: Personnel, Fringe Benefits,
Travel, Supplies, Contractual, Other Costs (excluding rentals, participant
support costs and stipends), and portions of Subawards (i.e., sub-
subawards) eligible for indirect costs.

¢ Note: Indirect costs should be claimed on the first $25,000 of
each sub-subaward. Only $25,000 of each sub-subaward is
eligible for indirect costs, unless specified otherwise in the 2nd-
tier subrecipient’s NICRA.

=  Generally, the following direct costs may not be included in the
calculation of indirect costs: Other Costs items such as equipment
rentals, participant support costs and stipends, and portions of
Subawards (i.e., sub-subawards) not eligible for indirect costs.



https://www.oregon.gov/odf/forestbenefits/Documents/odf-ucf-progress-report-and-reimbursement-req-schedule.pdf
https://www.oregon.gov/odf/forestbenefits/Documents/odf-ucf-expense-tracking-tgsp.xlsx
https://www.oregon.gov/odf/forestbenefits/Documents/odf-ucf-check-uei-status-tutorial.pdf
mailto:UCF.Program@odf.oregon.gov
mailto:UCF.Program@odf.oregon.gov
https://www.ecfr.gov/on/2024-05-15/title-2/subtitle-A/chapter-II/part-200/subpart-E?toc=1
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» The Expense Tracking spreadsheet will automatically calculate indirect costs based on
the eligible budget categories outlined above after the indirect cost rate is entered.
Note: this formula does not take into account indirect cost parameters specified in
NICRAs and may need to be adjusted.

» Contractors and sub-subrecipients are eligible to claim indirect costs at the de minimis
rate (10%) or an approved NICRA rate (if applicable, please maintain documentation).

o Allsub-subrecipients must maintain an active SAM.gov registration for the
duration of their work within the performance period.

o Indirect costs claimed by contractors or sub-subrecipients should not be coded
in the Indirect Costs budget category; they must be included in the Contractual
or Subaward category (i.e., sub-subawards) as specified in the agreement.


https://www.oregon.gov/odf/forestbenefits/Documents/odf-ucf-expense-tracking-tgsp.xlsx
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Budget Category Definitions and Supporting Documentation Requirements

Budget N Supporting . . .
B Definition Documentation: Supporting Documentation: Keep in Records
Submit with Claim*

Personnel Compensation for services of employees None - provide hours, Payroll records: These will differ based on the system used by the
during the period of performance under hourly rate, and a subrecipient, but at minimum they should contain 1) the time
the Federal award, including but not detailed description of period covered by the claim, 2) employee name, 3) unit time
necessarily limited to wages and salaries. how the personne? e o ETrEeyEa, Al EE B e E L i, e ) e
(8 200.430) supported the project

activities. B0 ErElieyes.
Tracking system (e.g., spreadsheet) for employee hours that are
specific to the grant if employees are splitting time between the
grant and other projects.

Fringe Allowances and services employers None - provide hours, Payroll records, including fringe benefits costs.

Benefits provide to their employees as hourly rate, and a
compensation in addition to regular detailed description of Backup documents:
salaries and wages, including, but are not how the personnel e Fringe benefits calculations or cost pool percentages.
limited to, the costs of leave, employee supported the project
insurance, pensions, and unemployment activities with their e Accounting policy or employee compensation and
benefits. (§ 200.431) hours. benefits packages with fringe benefits described, a

documented fringe benefit rate calculated from direct
costs, and/or additional payroll records.

Travel Travel costs include the transportation, None - provide a Mileage logs.

lodging, per diem, and related items
incurred by employees who are in travel
status on official business of the
subrecipient. These costs may be charged
on an actual cost basis, on a per diem or
mileage basis, or on a combination of the
two, provided the method used is applied
to an entire trip and not to selected days of
the trip. (8 200.475)

detailed description of
how the rates were
determined and what
activities the travel
supported.

e See the GSA website for current rates.
Receipts or paid invoices for accommodations (e.g. hotels).

o Please see the GSA website for current lodging rates in
Oregon.



https://www.ecfr.gov/current/title-2/section-200.430
https://www.ecfr.gov/current/title-2/section-200.431
https://www.ecfr.gov/current/title-2/section-200.475
https://www.gsa.gov/travel/plan-a-trip/transportation-airfare-rates-pov-rates-etc/privately-owned-vehicle-pov-mileage-reimbursement
https://www.gsa.gov/travel/plan-book/per-diem-rates/per-diem-rates-results?action=perdiems_report&fiscal_year=2025&state=OR&city=&zip=
https://www.gsa.gov/travel/plan-book/per-diem-rates/per-diem-rates-results?action=perdiems_report&fiscal_year=2025&state=OR&city=&zip=
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Budget Supporting
Categor Definition Documentation: Supporting Documentation: Keep in Records
gory Submit with Claim*

Supplies Costs incurred for materials, supplies, and | Receipts orinvoices for | Receipts or paid invoices for purchased supplies. These should
fabricated parts necessary for the purchased supplies. include vendor information, date of purchase, the items included
performance of a Federal award. (8 with purchase, and total costs.

200.453)
Contractor’s bids, quotes, purchase orders, or signed contacts
for supply purchases.
Shipping / packing slips.

Contractual | Costs of professional and consultant Receipts or invoices for Receipts or paid invoices for work completed by a contractor.
services rendered by persons who are work completed by a o ] ]
members of a particular profession or Ontracion e Proof of payment by subrecipient to contractor is required
possess a special skill and who are not for all contractual claims.
offt|)cer§ °T e:wp;lc;;(/)eoei:;the BB OF e Contractors are eligible to claim indirect costs at the de
subrecipient. ( 459) minimus rate (10%) or at the rate of a NICRA (if applicable

— provide/maintain documentation).

e Allline items on contractor receipts/invoices (including
any indirect costs, travel, supplies, etc.) must be coded
as Contractual costs in the claim.

Backup documents may be requested, including but not limited
to 1) contractor agreement signed by subrecipient, 2)
procurement policy and/or solicitation to bid, and 3) expenditure
record that shows all payments made to the contractor for the
services/good rendered for the grant.

Other This budget category includes participant | Participant Support Equipment rentals:

Costs i Costs: None - provide

. support c<?sts and equipment rentals. amount provided per e Receipts, paid invoices, and/or deposit slips.

(equipment | Note: equipment may not be purchased as a P P

rental and a part of this subaward program. RIS, IS o e Rental agreement (e.g., terms of rental, dates of use,

stipends) participants, and'a equipment description, amount of rental).

detailed description of
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https://www.ecfr.gov/current/title-2/section-200.453
https://www.ecfr.gov/current/title-2/section-200.453
https://www.ecfr.gov/current/title-2/section-200.459
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Budget Supporting
Categor Definition Documentation: Supporting Documentation: Keep in Records
gory Submit with Claim*
These costs are not eligible for indirect how the participants Participant Support Costs/Stipends:
costs supported the project
) s es e Stipend payment documentation (e.g., bank transaction
e Participant Support Costs: direct statement, copy of cleared check, etc.).
COS.tS. t.hat suppor.t Partlc!pants (see . e Stipend receipt signed by stipend recipient.
definition for Participantin § 200.1) Equipment Rentals:
and their involvement in a Federal Receipts or invoices for Backup documents may be requested, including but not limited
award, such as stipends, equipment rentals. to:
subsistence allowances, travel e For equipment rentals, a verification statement from
allowances, registration fees, and subrecipient to vendor stating exclusive use of
behalf of participants.
e Procurement policy and/or vendors bids.

e Equipment: Tangible personal . .
property (including information e Procedure, policy, or agreement template for stipends.
technology systems) having a useful e |RS Form 1099 documenting stipend payments made to
life of more than one year and a per- individuals who are subject to state and federal taxes.
T EREMIS e GEE el CeEls e Reconciliation record that shows all payments made to
or exceeds the lesser of the . . . L .

stipend receivers for their participation / completion of
capitalization level established by .
an activity for the grant.
the non-Federal entity for financial
statement purposes, or $5,000.
Other Expenditures that do not fit within the This will depend onthe | This will depend on the item, but generally includes receipts,
Costs (not other cost categories. item but generally paid invoices, and proof of payment.
including includes receipts
equipment and/or invoices.
rental and
stipends)



https://www.ecfr.gov/current/title-2/part-200/section-200.1#p-200.1(Participant%20support%20costs)
https://www.ecfr.gov/current/title-2/section-200.1
https://www.ecfr.gov/on/2024-01-01/title-2/part-200/section-200.1#p-200.1(Equipment)
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Budget Supporting
c : ge Definition Documentation: Supporting Documentation: Keep in Records
ategory Submit with Claim*
Subawards | Subawards are provided by a pass-through | Receipts orinvoices for | Receipts or paid invoices for work completed by sub-
entity to a subrecipient for the work completed by sub- subrecipient.
subrecipient to contribute to the goals and | subrecipient.
objectives of the project by carrying out
part of the Federal award received by the
pass-through entity. It does not include
payments to a contractor, beneficiary, or
participant. (§ 200.1 Subawards)
Indirect Costs incurred for a common or joint No documentation is Negotiated Indirect Cost Rate Agreement (NICRA)
Costs purpose benefitting more than one cost required. documentation.

objective, and not readily assighable to the
cost objectives specifically benefited,
without effort disproportionate to the
results achieved. Typical examples of
indirect cost may include depreciation on
buildings and equipment, the costs of
operating and maintaining facilities, and
general administration and expenses,
such as the salaries and expenses of
executive officers, personnel
administration, and accounting. (8§
200.414)

As described in 2 CFR 200.403, specific
expense types must be consistently
charged either to indirect or direct costs
but may not be double charged or
inconsistently charged as both.

Provide updated
documentation if your
Negotiated Indirect
Cost Rate Agreement
(NICRA) changes over
the lifetime of the
subaward.

Note: If the subrecipient’s NICRA changes within the subaward
performance period, the subrecipient can opt to update their
subaward agreement budget with a modification.

* Grant program administrator may request additional supporting documentation to ensure compliance with state and federal requirements.
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https://www.ecfr.gov/current/title-2/part-200/section-200.1#p-200.1(Subaward)
https://www.ecfr.gov/on/2023-10-10/title-2/section-200.414
https://www.ecfr.gov/on/2023-10-10/title-2/section-200.414
https://www.ecfr.gov/current/title-2/section-200.403
https://www.ecfr.gov/current/title-2/part-200/subject-group-ECFRea20080eff2ea53

