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HPRP Kansas City Project Hope
Neighborhood and Community Services Department

Human Services Division

HPRP Invoice & Reimbursements Process Checklist

HPRP Invoice Definition:  This is used by the non profit that holds a contract (Lead Agency) with the City to request an upfront payment not to exceed 25% of the first year award.  Agencies must spend 80% of the 25% of the requested upfront monies and the expenditures must be reconciled before they can request more funds.
HPRP Reimbursement Definition:  Request for funds to be paid of expenses made by the agency.   All required documentation must be accompanied with all reimbursements as back up.

HPRP Expenditure Definition: This is used to reconcile invoices paid by the City. Expenditure reports, when submitted, must be accompanied by source documentation to demonstrate or confirm payment of expenses.
· We need a breakdown of how it’s paid to reflect on how you are invoicing.

· We need a description/explanation or summary of how, (if needed) the totals were determined.
· Highlight expenses related to HPRP and provide a clear definition on the highlighted items.

	CHECKLIST:
	Notes:

	· Employee’s:
	
	When submitting time to grant, make sure you are paying out what was allocated on the grant. Eg, .5 employee vs. 1 employee.

	· Timesheets
	 FORMCHECKBOX 

	This needs to be signed by employee & supervisor

	· Payroll Register
	 FORMCHECKBOX 

	This shows benefits and hit it was paid.  If possible, send copy of ck

	· Pay stubs
	 FORMCHECKBOX 

	

	· Benefits:
	
	

	· Invoices
	 FORMCHECKBOX 

	

	· Cancelled checks
	 FORMCHECKBOX 

	

	· Bank statements
	 FORMCHECKBOX 

	

	· Life insurance*
	 FORMCHECKBOX 

	*Provide proof of payment – only pull out what is relevant to HPRP

	· Unemployment insurance
	 FORMCHECKBOX 

	

	· Workman’s comp
	 FORMCHECKBOX 

	

	· Health*
	 FORMCHECKBOX 

	

	· Dental*
	 FORMCHECKBOX 

	

	· FICA
	 FORMCHECKBOX 

	

	· MED or SS
	 FORMCHECKBOX 

	

	· Vision*
	 FORMCHECKBOX 

	

	· Invoices:
	
	

	· Copy of invoice
	 FORMCHECKBOX 

	For office supplies, etc. Need breakdown of usage on HPRP, eg. computer

	· Cancelled checks
	 FORMCHECKBOX 

	

	· Bank statements
	 FORMCHECKBOX 

	

	· Paying Out Services (FA):
	
	Financial assistance and data collection.

	· Copies of bills
	 FORMCHECKBOX 

	

	· Copies of checks
	 FORMCHECKBOX 

	Goes along with bank statements

	· Copies cancelled checks
	 FORMCHECKBOX 

	From 3rd party vendor

	· Tenant Lease (copy)
	 FORMCHECKBOX 

	

	· …and/or Bank statements
	 FORMCHECKBOX 

	

	· Credit Card Payments:
	
	Need documentation of credit card payments done by mail, online, or by telephone.

	· Bank statements
	 FORMCHECKBOX 

	

	· Invoices
	 FORMCHECKBOX 

	Need to show purchases/activities were paid.

	· Admin Costs:
	
	This is for appropriate costs over the allowable activities.  Eg., if a computer was purchased for data collection under financial assistance AND housing relocation and stabilization, the cost must be allocated across appropriate documented activities.

	· Copy of invoice
	 FORMCHECKBOX 

	

	· Cancelled checks
	 FORMCHECKBOX 

	

	· Bank statements
	 FORMCHECKBOX 

	


( Admin Cost Clarification (
Pre-award: Accounting for the use of grant funding as follows:

· Preparing reports for submission to HUD

· Obtaining program audits

· Similar cost related to administering the grant after the award

Don’t include the following:

· The cost of issuing financial assistance

· Providing housing relocation and stabilization

· Carrying out eligible data collection and evaluation activities as specified above, such as grantee and sub-grantee staff salaries

· Cost of conducting housing inspections and other operating costs

Admin costs can also include training for staff who will administer the program or case managers who will serve the program participant as long as the training is directly related to learning about HPRP.
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