
Monthly Financial Reports 

An Instructional Aid 

At the beginning of the grant period, after all required documents have been received; your Monthly Financial 

Report Workbook will be emailed to your financial point of contact. Your Monthly Report Workbook contains 2 

pages for each month of the grant period that you will complete, sign, and attach the proper back up 

documentation.  

The two pages will look similar to this, but with the information filled in: 

 

After each month you will compile these reports and send them into us through either the postage system or 

through email. The addresses for each mailing method are… 

Attn: Lesley Volkov                                                                                  

Office of the Attorney General – Grants 

100 N Carson St, Carson City, NV 89701 

 

Or 

 

AGGrants@ag.nv.gov 



 

Page 1 – Budget Details 

 

1. Current Expenses :  

The highlighted column is where you will enter your expenditures for the month. The rest of the boxes in 

that section will auto calculate based on what has been entered, so there is no need to type elsewhere.   

2. Signature and Preparer’s Information: In this section you will just fill out the information provided and 

then get the authorizing official’s signature once everything has been filled out and this page printed.  

3. Back Up Summary Tab : This is where you’ll find the tab to get to the backup summary page. 

Example: 



 

 

Page 2 – Back Up Summary Page

 

1. Employee/Vendor: The breakdown of each individual employee/Vendor for each category. 

We are looking for specifics. So instead of “utilities” please put the name of each company providing the 

utility for example “NV Energy” instead, so it matches the invoice we will be looking at.  

2. Payment Date: The date payment was made. Note, the payment date is what determines which monthly 

report the claim goes on. So even if the service occurred in July, if the payment for it was made in August it 

would go in the August report.   

3. Amount: The individual amounts for each line item.  

4. Backup Description:  

In this section you’ll identify what documents have been provided for each claim. 

What documents are needed? 

• Personnel 

o Timecards 

o Proof of Payment 

• Fringe Benefits 

o Allocation Breakdown 

o Invoice 

o Proof of Payment 



• Contracts/Supplies/Other 

o Invoice 

o Proof of Payment 

• Travel 

o Travel documentation 

o Proof of Payment 

Match: Documentation must meet the same criteria as that for reimbursable expenses. Expenditures that 

are to be applied as matching funds for other federal grants may not be double counted as matching funds for this 

sub-grant.  

Below please see an example of how the backup summary page should look and please remember to fully 

fill out the back up summary page. This makes it easier for your report to be reviewed.  

 

Example: 



 


