
Contracts & Grants Accounting’s

“TOP 5” Series

“Documenting Expenditures”





Recommendation #1

Write short justifications directly on receipt or in 
an attached memo.







Recommendation #2

Make sure the receipt itself clearly indicates 
what was purchased, and if not, clarify on the 

receipt or in an attached memo.







Recommendation #3

Federal Express receipts:
Write what was shipped on the receipt





Recommendation #4

Think twice before charging.



Make sure FOP is correct and charges are 
appropriate

Measure twice, cut once
Two sets of eyes, especially with p-card recons

Has the fund expired?
Project End Date = last day to incur new charges
Expenditure End Date = Final Due Date







Recommendation #5

Train your PIs and staff.



Think like an auditor.  

If you can’t make heads nor tails out of a receipt and what it’s for, 
then CGA and auditors won’t be able to, either.

Smell test; newspaper test

Document to clarify purchase description and need.

Be proactive.

If in doubt, ask!

Be aware of when contract and grant awards expire.



Trust your training!
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