
Reimbursement Packets



Fiscal Year End 
Reimbursement
 A reimbursement packet that 

includes all expenses up to and 
including June 30, the end of the 
state’s fiscal year. 

 The packet needs to arrive at the 
YCC office by JULY 15.



Fiscal Year End Reimbursement

 For pay periods that straddle June 30, submit timesheets and 
wage calculations for days worked up to June 30, even though 
you may not have paid the Corps member for those days of work.

Proof of payment may be included with the next reimbursement.



Fiscal Year End Reimbursement

 For expenses that straddle the fiscal year (e.g. rental 
vehicle) Obtain an invoice up to June 30 and submit with your 
reimbursement OR calculate the cost up to June 30 and 
include those calculations in your reimbursement packet.



Fiscal Year End Reimbursement

 Requisitions or purchase orders for services and 
supplies that are created before June 30th must be 
delivered, invoiced, and paid for before June 30th

 YCC Invoices must be dated on or before June 30th

Invoices dated after June 30th, will not be accepted 



Reimbursement packets must be printed out 
and mailed. We will not accept e-mailed 
packets.

All documents in the packet should be printed 
on one side only.

Submit packets regularly (most sponsors submit 
reimbursements about once every two pay 
periods)

Except for the period ending June 30 (end of 
fiscal year), there are no hard deadlines. 

Mail to: 

Youth Conservation 
Corps

1220 South St. 
Francis

Santa Fe, NM 87505 



There are six
parts to a YCC 
Reimbursement 
Packet:

1. Invoice

2. Corps Member Wages

3. Other Costs (Supplies, Training, Staff, Admin, 
Mileage) 

4. Offeror Contribution

5. Project Status Report

6. Photos



1. Invoice
 Sponsors are provided 10 

invoices

 Total awarded budget(s) are 
already entered into invoice

 Areas highlighted in yellow 
are completed by sponsors

 Invoices automatically 
calculate the total Invoice 
Amount and deduct from the 
remaining budget



 The invoice will 
automatically calculate the 
total number of weeks for 
the current reporting period

 Enter the dates using 
MM/DD/YYYY format and 
the invoice will 
automatically change to 
Month Date, Year format.



Areas highlighted 
in yellow have 
formulas and will 
automatically be 
populated. 



The invoices 
calculate the corps 
member wages 
percentage and 
percentage of 
match. 



Totals from your 
previous 
reimbursements 
will be populated 
automatically on 
the next invoice 



3 Budget Line 
Items :

 Corps member 
wages

 Other Costs 
(including Vehicle 
Usage)

 Offeror Contribution



Budget Line Items
 YCC provides Reimbursement Worksheets that may be 
used as a summary sheet for each line items. The 
worksheets have formulas to calculate totals 
automatically. 
 You may use your own worksheets, but a summary 
spreadsheet must be included for each budget line-item 
section.



2. Corps 
Member Wages

 Enter FICA & 
Unemployment & 
workers’ comp 
percentage from your 
cost response.  

Cost Response 



Wages: Supporting 
Documentation

 Copies of Corps members’ cancelled 
checks or pay stubs OR the direct deposit 
print-out attached to the timesheet

 Timesheets if the paystubs do not reflect 
dates and hours worked



3. Other Costs 
(Supplies, Training, 
Staff, Admin, 
Mileage) 

 Enter a brief but specific 
description for each invoice 

Show calculations where 
necessary

 List invoices separately

Items on invoices may be 
grouped, e.g. "hardware for 
picnic tables"



Other Costs: Supporting Documentation

 Legible, clearly dated and with the business 
name and address printed on them. 

 Descriptions and quantities of each item

 Copied receipts. 
 More than one receipt may be copied to one piece of 

paper. 

 Paystubs for staff. 



Other Costs: Proof of Payment
 Purchase order (for government entities)

 Copy of a payment voucher (for government entities)

 Copy of a cancelled check or check register or credit card statement 
(non-profits)

 Copies of checks or pay stubs OR the direct deposit print-out for staff or 
trainer time

 Proof of payment not required for fuel/ice/food; receipts are enough

 If claiming admin time, please include calculations that are consistent 
with your approved proposal 



Other Costs: 
Vehicle Usage 
Form

 Include this form if you have 
requested mileage 
reimbursement in your approved 
proposal

 If you have reimbursed a driver 
of a non-company vehicle, you 
will have to submit proof of 
payment 

 You can claim either mileage or 
gas, NOT both



4. Offeror Contribution



Supporting Documentation

 Same type of supporting documentation as Other Costs. 

 Sponsors must submit: 
Invoices and proof of payment 
Paystubs and timesheets for the trainers/employees
oRedact (black out) sensitive personal information

Timesheets for volunteer time or sign-in sheets



Fill in Budget Line Totals

The total invoice 
amount with 
automatically 
populate

Input total costs 
on invoice



5. Status Report

 Log in to the Sponsor Log-in

 Scroll down to the "Projects" section and 
select the current project.

 Scroll down to the "Projects Status 
Reports" section and click Add Status 
Report



Report Details

 Start and end date of the 
report 

 Name and title of the 
person submitting the 
report



Project 
Work Plan

 Short narrative on work project 
 Accomplishments
 Issues 
 Number of corps members working for the status report 

period
 Total number of hours paid

 Example: If 10 corps members worked 160 hours, enter 
10x160=1600 hours. 



Education/Training
 List each training session

 Number of training sessions

 Total number of training hours



HOW TO ADD UP THE TOTAL TRAINING HOURS 

Training #1 : 1 hour X 5 corps members (CM) = 5 
hours

Training #2: 5 hours X 5 corps members (CM) = 25 
hours

Training #3: 2 hours X 5 corps members (CM) = 10 
hours

5 + 25 + 10 = 40 hours total for reporting period



Open Items

Any additional 
information you 
would like to add.

Scroll to the bottom and press the blue Submit/Print button



 Print 

 Sign it

 Submit with your 
reimbursement packet



6. Photos
Email or upload at least two photos 
and at least 1MB in size.

Do NOT print photos and include in the 
packets

 Before and After Project Photos
 Corps Members working
 Corps Members wearing YCC 

gear

Photos should be emailed to YCC staff 
or upload to YCC’s Google Drive. 



Project 
Closeout



PROJECT CLOSE-OUT

1. Corps members complete a brief online survey. Make completing the survey part of every corps 

member's last day.  

2. Sponsor completes a Status Report. 

3. Sponsor releases the Corps member

a) Corps members must complete their online survey before they can be released!

4. Complete Final Project Report 

5. Prepare and submits the final reimbursement packet within 45 days after completion of the Project.  

There are five steps to closing out the project:



1. Corps Member 
Survey

 Each Corp member is assigned a 
project key that enables them to 
access the survey.

 The project key is printed at the 
bottom of the Certificate of 
Eligibility Form. 

 Note: The only letter in the key is 
the very last digit. 



2. Status 
Report
Log in to Sponsor Log-in

Scroll down to the "Projects" 
section and select the current 
project.

Scroll down to the "Projects 
Status Reports" section and 
click Add Status Report



3. Release Corps Members Cont’d



Release Corps 
Members cont’d

If you try to release a corps 
member before they have done 
their survey, you will get an error. 

Press cancel and have the corps 
member do the survey!

Call the YCC if a member cannot 
complete the survey. 



Release Corps Members: Info

 Last day of employment
 What is the corps member doing next?
 Credits earned (if applicable)
 Explanation of end of service
 Final Evaluation (satisfactory or 

unsatisfactory

Required Information:



4. Final Report
After all corps members 
are released, the Final 
Report link will appear at 
the bottom of the Project 
Details page

 Most fields of the Final Report 
will automatically be filled in. 

 You will be asked to do a short 
summary of the project. 



Print, Sign, included with final reimbursement packet!



5. Submit Final Reimbursement

Prepare and submit the final reimbursement packet 
within 45 days after completion of the Project. 

Include both a Status Report and the Final Project 
Report with your final reimbursement packet.



Questions?
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