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National Endowment for Democracy
Invoice Verification Review Checklist

                                                                          (grantee name)  acknowledges by checking each item below that we have performed the following steps to ensure that the invoice verification submission is complete for grant number                           :

G 
Submitted a copy of the financial report for the period                          to                         .
G 
Sorted documentation by budget category.
G 
Attached copies (not the original) of invoices, receipts, and vouchers for each expense.

(NED will not accept original documentation and will return them to you.)
G 
Submitted timesheets and payroll documentation for all salary expenses.

G 
All invoices indicate the name of the vendor, item purchased (or service provided), the date of the purchase, and the amount.
G 
Submitted separate List of Expenses spreadsheets for each budget category.
G 
All invoices (or receipts) have been translated into English in the “Description of Expense” column of the List of Expenses spreadsheets.
G 
Spreadsheet totals for each budget category are the same as the amounts on the financial report.
G 
The total for all spreadsheets is the same as the total on the financial report.
G 
Submitted the currency exchange transaction forms (or receipts) from the bank for payments received under this grant.
Approved by:

                                        

______________________                                      



PRINT NAME



Signature



                                       

______________________                                      



Title




Date
