
Grantee info everything highlighted must be filled out. Signature and date must be signed 
and submitted in PDF every time a voucher is submitted. 

 

 

 

 

 

 



Approved budget tab everything in the blue must be filled out. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Amount of check should be the payment that was made. Amount of invoice is what 
you’re charging to allocate your percentage for each grant. Once you put your percentages 
on columns H-W. The Y column for Non-Partnership Funding should have the remaining 
percentage. Total allocation should be 100% in column Z.  Once this is done it will 
calculate the amounts on column AA to AH. NO hard entries are to be done or change of 
formulas. 

 

 

 

 

 

 

 



References on Column AR should be label, and your supporting documents should also 
be label with the same sequence as the voucher template references. If they are not 

labeled the voucher will be rejected.  

 

 

 

 

 

 

 

 

 

 

 

 



Variances in column AW there should be no numbers or negative numbers on this 
column, If the allocations are done correctly this should be blank.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

On the bottom of the excel sheet there are several tabs if you go to the right after SEPT 
2025, you will see Cumulative tabs for all the grants you have with the partnership, this will 
allow you to see your expenses, and what is left on your budget.  

 

 

 

 

 

 

 

Grant document needed: 

All grants must include the Voucher excel form. 

ARPA-100% documents 

Construction Works- Time sheet must be filled out properly.  

WIOA- DCEO participant cost must have 100% supporting documents and participants 
must be registered and active in Career Connect. Also signatures for participants must be 
provided. If there is a charge for Recognition and events there must be sign sheets.  

Close outs-Must be submitted in gatekeeper with your final voucher. 

 


