SOURCE DOCUMENTATION GUIDE


Type of Cost
Supporting Documentation


Contractor payments
Periodic estimates, approved


invoices, engineers approval,


original contract, approved change


orders, bid documents.*

Force account labor
Detailed time sheets on each


laborer, hourly rates for each


laborer.*

Engineering and
Original contract, approved change


architectual fees
orders, approved invoices.*

Land acquisition
Files containing documentation


and relocation
required by the Uniform Relocation



Assistance and Real Property



Acquisition Policies Act of 1970.*

Administration: ** 
Approved time and attendance

Salaries/fringes
records, time cards, time allocation


related to management
plan, personnel files.*


and also project


specific administration

Travel
Written travel policies, approved



travel statement with itemized trip



expenses, time, purpose, mode and



points of travel.*

Supplies, phone, rent,
Approved invoices, itemized state​


utilities, copying,
ments, signed tickets, policies.*


insurance

Audit fees
Original contract or engagement



letter.*

Equipment
State approval, if necessary, approved



invoices, evidence of receipt.*

*
All invoices and/or check copies should indicate a description of the service being performed or the goods purchased, identification of the vendor, unit price where appropriate, and the total cost to be charged to the CDBG program. All payments should be supported by cancelled checks.

**
All administration costs should be supported by an approved indirect cost allocation plan, if applicable.

