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Ph: Number: |36
ase Number Spreadsheets alone are not sufficient. Documentation must be obtained, maintained, retained and
LRO Name: Sample LRO N B R N N
— submitted to EFSP (if required) to support all expenditures made with EFSP funds.
LRO ID (9 digits): |123456789
SERVED MEALS EXPENDITURES - DIRECT COST
(A spreadsheet is required when not using the per meal allowance. The per meal log replaces the spreadsheet.)
| ice/Receipt
Y t/Check | Pay /Check Y t/Check Clear | Invoice/Receipt Date muolce/Recelp! Invoice/ Receipt Total Check EFSP Portion of Invoice
Number (If no Vendor Name
Number Date (MM/DD/YY) | Date (MM/DD/YY) (MM/DD/YY) Amount Amount Amount
number, enter NfA)
1234567| 06/01/19 06/05/19 05/12/19 INV123|Sample Vendor 150.00 150.00 150.00
7654321 07/01/19 07/08/19 06/15/19 INV155|Other Vendor 850.00 850.00 500.00
Total 650.00
Sample Spreadsh and Guid. are available on EFSP website under Forms and listed on the dashboard under Final Report.
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Phase Number:
LRO ID Number:
(9 digits)

DAILY PER MEAL LOG

36

123456789

Sample LRO

LRO Mame

123 sample Street

Street Address
City, State, Zip

City, State, Zip

Per Meal Rat
Date (Month/DatefYear) [Number of Meals Served Er[sf?)()]ﬂ € Total
06/01/19 100 s 2.00 | S 200.00
06/02/19 75[ S 2.00 | S 150.00
06/03/19 80| & 2.00 (S 160.00
06/04/19 90| s 2.00 | S 180.00
Total Number of Meals 345 Grand Total 5 690.00

Per meal log must show a daily count. Sample per meal log and guidance are available on EFSP
website under Forms and listed on the dashboard under Final Report.
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Phase Number: 36 Spreadsheets alone are not sufficient. Documentation must be obtained, maintained,
LRO Name: Sample LRO retained and submitted to EFSP (if required) to support all expenditures made with EFSP
LRO 1D (9 digits): 123456789 funds.
OTHER FOOD EXPENDITURES
P: it /Check I ice/R ipt
Payment/Check Payment /Check ayment /Ched Invoice/Receipt nvoice/Recelp Invoice/ Receipt | Total Check EFSP Portion of
Number Date (MM/DD/YY) Clear Date Date (MM/DD/YY) Number (If no number, Vendor Name Amount Amount Invoice Amount
(MM/DD/YY) enter N/A)
963 08/05/19 08/28/19 08/01/19 INV12345|Other Food Supplier 895.00 895.00 895.00
1012 10/04/19 12/13/19 08/01/19 ABC985|Sample Vendor 554.00| 554.00| 235.00
Total 1,130.00
Sample Spreadsheets and Guidance are available on EFSP website under Forms and listed on the dashboard under Final Report
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Phase Number: 36 Spreadsheets alone are not sufficient. Documentation must be obtained,
LRO Name: Sample LRO maintained, retained and submitted to EFSP (if required) to support all expenditures
LRO ID (9 digits): 123456789

made with EFSP funds.

MASS SHELTER EXPENDITURES - DIRECT COST

(A spreadsheet is required when not using the per diem allowance. The per diem log replaces the spreadsheet.)

Sample Spreadsheets and Guidance are available on EFSP website under Forms and listed on the dashboard under Final Report.

Payment /Check | Payment/Check Invoice/Receipt
Payment/Check v / Y / Invoice/Receipt / P Invoice/ Receipt | Total Check | EFSP Portion of Invoice
Date Clear Date Mumber (If ne Vender Name
Number Date (MM/DD/YY) Amount Amount Amount
(MM/DD/YY) (MM/DD/YY) number, enter NJA)

145 09/15/19 10/04/19 07/29/19 INV951|Sample Vendor 847.00 847.00 450.00|

Credit Card 10/04/19 10/04/19 10/04/19 284539|Sample Supplier 975.00 975.00 975.00
Total 1,425.00
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DAILY PER DIEM LOG
Phase Number: 36
LRO ID Number: 123456789
9 digits
(9 digits) Sample LRO
LRO Name
123 Saple Street
Street Address
City, State, Zip
City, State, Zip
Per Diem Rate (exactly $7.50
Date MNumber of Clients or $12.50 as a( roveydsb Total
(Month/Date/Year) served ) PP Y
Local Board)
03/01/19 25 12.50 312.50
03,/02/19 24 12.50 300.00
03,/03/19 24 12.50 300.00
03,/04/19 25 12.50 312.50
Total Number of Clients 98 Grand Total 1,225.00
Per diem log must show a daily count. Sample per diem log and guidance are available on EFSP website
under Forms and listed on the dashboard under Final Report.
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Phase Number: |36 Spreadsheets alone are not sufficient. Documentation
must be obtained, maintained, retained and submitted to
LRO Name: Sample LRO
EFSP (if required) to support all expenditures made with
LRO 1D (9 digits): [123456789 EFSP funds.
OTHER SHELTER EXPENDITURES
Invoice P, &
Client Last Name| . Start Date of | End Date of . . Number (if no [Payment/| Payment/ symen EFSP Portion
| Client First Invoice Date | Invoice . Check Clear |Total Check )
(In Alphabetic Stay Stay Vendor Name invoice Check Check Date of Invoice
Name (MM/DD/YY) | Amount Date Amount
Order) (MM/DD/YY) | (MM/DD/YY) number, enter| Number | (MM/DD/YY) Amount
(MM/DD/YY)
N/A)
Doe Jane 05/02/19 05/13/19(Sample Hotel 05/13/19| 935.00 45636|Credit 05/13/19 05/13/19 935.00 935.00
Smith John 07/25/19 07/28/19]sample Motel 07/28/19] 225.00 964735|Credit 07/28/19 07/28/19 255.00 255.00
Total 1,150.00

Sample Spreadsheets and Guidance are available on EFSP website under Forms and listed on the dashboard under Final Report.

If the client’s name cannot be provided because of confidentiality, please provide the supporting statute and provide the unique identifier on the spreadsheet for each
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Phase Number: |36
Spreadsheets alone are not sufficient. Documentation must be
LRO Name: Sample LRO obtained, maintained, retained and submitted to EFSP (if required) to
support all expenditures made with EFSP funds.
LRO ID (9 digits):[123456789
SUPPLIES AND EQUIPMENT EXPENDITURES
P " Payment . ice/Receipt . ice/Receipt . ice/ EFSP
aymen nvoice/Recei nvoice/Recei nvoice
Payment/Check V! [Check Clear P P K Total Check | Portion of
J/Check Date Date Number (If no Vendor Name Receipt i
Number Date Amount Invoice
(Mm/DD/YY) (MM/DD/YY) | number, enter N/A) Amount
(MM/DD/YY) Amount
Credit 11/02/19 11/02/19 11/02/19 8825473 |Sample Vendor 625.00 625.00 625.00
3358 11/18/19 11/20/19 11/18/19 INV774|Sample Supplier 1,565.00 1,565.00 1,075.00
Total 1,700.00
Sample Spreadsheets and Guidance are available on EFSP website under Forms and listed on the dashboard under Final Report
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Ph Number: |36
238 Mumber Spreadsheets alone are not sufficient. Documentation must be obtained,
LRO Name: Sample LRO maintained, retained and submitted to EFSP (if required) to support all
— expenditures made with EFSP funds.
LRO ID (9 digits): |123456789
REHABILITATION (EMERGENCY REPAIRS/BUILDING CODE) EXPENDITURES
Invoice/
Payment/Check Payment/ |Payment/Check Bl-.lild-ing Code In\foice/ Receipt . Invoit.:e,l’ Total Check EFSP Por-tiun
Check Date Clear Date Citation Date Receipt Date | Number (If no | Type of Repair Vendor Name | Receipt of Invoice
Number Amount
(MM/DD/YY)| (MM/DD/YY) (MM/DD/YY) |{MM/DD/YY) | number, enter Amount Amount
N/A)
8547 02/15/19 03/01/19 02/05/19 02/14/19 99824 |Emergency Exit Sample Vendor 450.00 450.00 250.00|
Total 250.00|

Sample Spreadsheets and Guidance are available on EFSP website under Forms and listed on the dashboard under Final Report.

Report.

Expenditures in this category require both Local Board and National Board written approval. For building code items, a copy of the building code citation is required. All of
these items must be obtained and retained per documentation retention requirements in the EFSP Responsibilities and Requirements Manual. If decumentation is required to

ke reviewed by EFSF or other appropriate entities, these documents must be provided in the documentation for review to support the expenditures reported on the Final
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Phase Number: |36

Spreadsheets alone are not sufficient. Documentation m

ust be

LRO Name: Sample LRO obtained, maintained, retained and submitted to EFSP (if required) to
support all expenditures made with EFSP funds.
LRO ID (9 digits): |123456789
RENT/MORTGAGE EXPENDITURES
. Meonth Payment/ .
Client Last Name| . . Monthly Payment/| Payment/ EFSP Portion
. |Client First| Client Street Address |Landlord/Mortgage Due Date Covered Check Clear |Total Check .
({In Alphabetic Rent/Mortgage Check Check Date of Invoice
Name (No PO Box) Company Name (MM/DD/YY) | w/Payment Date Amount
Order) Amount Number |(MM/DD/YY) Amount
(MM/YYYY) (MM/DD/YY)
777 S le Street, City,
|Brown Jane Stat azr’.np @ Street, City John Landlord 950.00 07/01/19 07/2019 564 06/30/19 07/01/19 950.00 950.00
ate Zip
9501 & le Street,
Doe John SUL sample stree Mary Landlord 880.00|  08/10/19] 0972019 9s8|  08/20/19 08/21/19 880.00 £80.00
City, State Zip
Total 1,830.00|

Sample Spreadsheets and Guidance are available on EFSP wehsite under Forms and listed on the dashboard under Final Report.

*For NON=-METERED UTILITIES (propane, firewood, coal, kerosene), provide the date of delivery to client. If paying from disconnect’shutoff notice, enter the date from the notice.
*Reminder - If an LRO pays 5100 or less for a client from a past due balance of disconnect’cutoffishutoff notice from the utility company, the “billing period covered” information is not reg.

Phase Number: 36 Spreadsheets alone are not sufficient. Documentation must be obtained,
LRO Name: Sample LRO maintained, retained and submitted to EFSP (if required) to support all
LRO ID (9 digits): |123456789 expenditures made with EFSP funds.
UTILITY EXPENDITURES
Client Last Name . . Client Street Due Date/ Billing Period Billing Period Payment / Payment / Check Total EFSP Portion
. Client First Vendor Type of . N Payment/ .
(In Alphabetic Name Address (No PO Name serivce Delivery Date* | Begin Date End Date Check Number Check Date Clear Date Check of Invoice
Order) Box) (MM/DD/YY) | (MM/DD/YY) | (MM/DD/YY) (MM/DD/YY) | (MM/DD/YY) | Amount Amount
123 Sample Street, |Electrici
Doe Jane 3 P ) y Electric 05/15/19 03/01/19 03/31/19 539 05/20/19 06/01/19 245.00| 245.00|
City, State Zip Company
467 Sample Street, |Gas
smith John N P N ' Gas 06/01/19 04/01/19 04/30/19 852 05/30/19 06/01/19 185.00 185.00
City, State Zip Company
Total 430.00
Sample Spreadsheets and Guid are available on EFSP website under Forms and listed on the dashboard under Final Report.
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Phase Number: |36
Spreadsheets alone are not sufficient. Documentation must be obtained,
LRO Name: LRO Sample maintained, retained and submitted to EFSP (if required) to support all
expenditures made with EFSP funds.
LRO ID (9 digits): |123456789
ADMINISTRATION EXPENDITURES - DIRECT COST
Payment/Check Payment/Check | Payment/Check | Invoice/Receipt Invoice/Receipt Invuil.:el Total Check EFSP Pur.liun
Date Clear Date Date Number (If no Vendor Name Receipt of Invoice
Mumber Amount
(MM/DD/YY) (MM/DD/YY) (MM/DD/YY) | number, enter NfA) Amount Amount
87364 04/15/19 04/15/19 04/15/19 842086|Local Newspaper 250.00 250.00 250.00
Credit Card 06/01/19 06/01/19 06/01/19 789134|Office Supplies 50.00 50.00 50.00
Total 300.00

Sample Spreadsheets and Guidance are available on EFSP website under Forms and listed on the dashboard under Final Report

Spreadsheets only have to be provided with the Final Report for administrative expenses for EFSP comliance review. Documentation for administrative costs must be

imaintained and retained per documentation retention requirements in the EFSP Responsibilities and Requirements Manual. This decumentation may be requested at

any time.
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Phase Number: 36

LRO Name: Sample LRO

LRO ID (9 digits): 12345678

Spreadsheets alone are not sufficient. Documentation must be
obtained, maintained, retained and submitted to EFSP (if required) to

support all expenditures made with EFSP funds.

ADMINISTRATION EXPENDITURES - PAYROLL

Payroll registers for all employees who worked on the EFSP and the percentage of time charged to EFSP

Payroll Date i
Employee Name Percentage Payroll Amount EFSP Portion of Payroll Amount
(MM/DD/YY)
Smith, Mary 04/01/19 5.00% 2,000.00 100.00
Smith, Mary 04/15/19 5.00% 2,000.00 100.00
Total 200.00

Sample Spreadsheets and Guidance are available on EFSP website under Forms and listed on the dashboard under Final Report

Spreadsheets only have to be provided with the Final Report for administrative expenses for EFSP comliance review. Documentation for

administrative costs must be maintained and retained per documentation retention requirements in the EFSP Responsibilities and

Regquirements Manual. This documentation may be requested at any time.
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MILEAGE LOG
Phase Number 36
LRO ID Mumber 123456789
(9 digits) Sample LRO
LRO Mame
123 Sample Street
Street Address
City, State, Zip
City, State, Zip
Date Departure, destination, purpose \ Mileage Rate
. . Mumber of Mil \ Total
{MonthfDate,Year) of trip (each roundtrip) umher res (per mile)= 2
Shelter, Church, Client
05/01/1g[> T o LNUTER, LIED 15.00 0.545 8.18
Transportation
Shelter, Church, Client
05/03/1g|> T o LUTER, LIEN 15.00 0.545 8.18
Transportation
Shelter, Church, Client
05/02/1g|> T o LUTER, LIED 15.00 0.545 8.18
Transportation
Total Number of Miles 45.00 | Grand Total 24.53

* Reference the EF5P Responsibilities and Requirements Manual/Addendum to the Manual for the approved

mileage rate.

Somple mileage log and guidance are available on EFSP website under Forms and listed on the dashboard
under Final Report.
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Signature of Local Board o-* Daste: 3/27/2019

Print Name Print Name
Signature Signature
Position with Local Board Position with Local Board

EMERGENCY FOOD AND SHELTER NATIONAL BOARD PROGRAM
PHASE BOARD PLAN CERTIFICATION
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