MEMORANDUM
Date:
     

 FORMTEXT 
     

 FORMTEXT 
     
To:  
          

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     





From:
 

 FORMTEXT 
     Phone No.  651-     

 FORMTEXT 
     
Subject:  Desk Review of Grant #     

 FORMTEXT 
     
We recently received and processed your Financial Reporting Form for the above referenced grant for the following period:  
     

 FORMTEXT 
     

 FORMTEXT 
      through      

 FORMTEXT 
          
     
This memorandum is to inform you that your grant has been randomly selected to have a desk review completed for this period.  The purpose of the review is to ensure that adequate source documentation exists for the expenses that you have claimed.

Source documents are items such as:  bills or invoices accompanied by cancelled checks, accounts payable/general ledger detail or receipts; payroll records; time and attendance records (if you are requesting reimbursement for only a portion of an employee’s costs); employee expense reimbursement requests; and subcontract award documents.  These are just examples; you may have other appropriate documentation.  

Within 30 days of the date listed on this memorandum, please submit your source documents for expenses that were claimed on the Financial Reporting form for the period indicated above.  In submitting your documents, please do so as follows:  

· Bundle your documents according to the line item they are charged against, e.g. “Salaries and fringe”, “contracted services”, “office expenses”, etc.

· If a piece of documentation contains an amount that was not charged to the grant, please make sure that the portion charged to the grant is clearly indicated.

· Please send readable copies and do not send original documents.

· If you find that it would be helpful to explain any of the materials you are submitting, please provide an accompanying memo, or feel free to put notes on the individual documents submitted.  
Thank you in advance for your anticipated cooperation.  If you have any questions about our review procedure, please call me at the number listed above.  
