
John Doe 

EXAMPLE FOR IF HANDWRITTEN TIMESHEETS ARE BEING UTILIZED FOR YOUR ORGANIZATION TO TRACK 
TIME. 

This example hits the following requirements:  
1. Employee Name 
2. Period Covered 
3. Total Hours 
4. Rate of Pay 
5. Signed/Approved by Employee 

 

 

 

 

Jane Doe 
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EXAMPLE FOR IF PAYROLL SYSTEM IS BEING UTILIZED FOR YOUR ORGANIZATION TO TRACK TIME. 

This example hits the following requirements:  
1. Employee Name 
2. Period Covered 
3. Total Hours 
4. Approved by Employee 

 



EXAMPLE IF PAYROLL SYSTEM IS BEING UTILIZED TO CUT PAYROLL CHECKS, THEN THERE MAY BE A REPORT 
SIMILAR TO THIS THAT CAN USED AS PROOF OF PAYMENT.   

This example hits the following requirements:  
1) Name of Employee  
2) Date of Payment  
3) Pay Period Covered  
4) Amount of payment  
5) Check/Deposit Data 

 



EXAMPLE IF PAYROLL SYSTEM IS BEING UTILIZED TO CUT PAYROLL CHECKS, IF A PAYROLL REPORT AS 
EXAMPLED ABOVE IS NOT AVAILABLE THEN CAN USE CHECK STUB AS PROOF OF PAYMENT.   

This example hits the following requirements:  
1) Name of Employee  
2) Date of Payment  
3) Pay Period Covered  
4) Amount of payment  
5) Check/Deposit Data 

 

 



PROOF OF PAYMENT EXAMPLE: IF CHECKS ARE BEING HANDWRITTEN FOR PAYROLL, CAN USE CHECK STUBS.   
(Other options: Carbon Copy of Check/Canceled Check/Bank Statement reflecting the cleared check) 

This example hits the following requirements:  
1) Name of Employee  
2) Date of Payment  
3) Pay Period Covered  
4) Amount of payment  
5) Check Data 

 



EXAMPLE IF MILEAGE EXPENSE IS BEING CLAIMED, NEED A MILEAGE LOG AS SUPPORTING DOCUMENT.  
*PROOF OF PAYMENT OPTIONS ARE THE SAME AS FOR PAYROLL. 

This example hits the following requirements:  
1) Name of Employee/Driver 
2) Date of Travel 
3) To/From Locations  
4) Miles traveled  
5) Total Mileage Cost (mileage multiplied by current IRS rate) 

 



EXAMPLE IF PURCHASES & SERVICES EXPENSES BEING CLAIMED, ITEMIZED RECEIPT OR INVOICE FROM 
VENDOR AS SUPPORTING DOCUMENT.   

*PROOF OF PAYMENT (if not already indicated on receipt) OPTIONS ARE THE SAME AS FOR PAYROLL. 

This example hits the following requirements:  
1) Document clearly indicates the grant expense and amount of expense 
2) Document clearly indicates the date of purchase/service 

 
 


