Travel & Per Diem Expenses – Instructions


California Nutrition Network for Healthy, Active Families

TRAVEL AND PER DIEM SUPPORT SCHEDULE FORM

(Instructions)
This example of a supporting schedule is meant to summarize the data that should be included on the supporting schedules that your organization uses.  Your organization will probably have similar schedules already in place, and they can be used for this program if they contain similar information as the example.

The key is that your organization must be able to summarize a complete audit trail from original source documents such as time sheets, travel vouchers, etc., to the supporting schedules, to the Invoices that are submitted.

The amounts on the supporting schedule should cross reference to the amounts declared on the Invoices that are submitted.

