
 
 

Budget Tracker Instructions 
CITT Off-Season Stock Water Mitigation Grant Program 

 
Grant Recipients will utilize the Budget Tracker for all reimbursement requests and to track the 
expenses related to the project. The Budget Tracker has five worksheets in the Excel file: 
 

• Budget 
• Budget Tracking 
• Invoice Tracking 
• DNRC Vendor Invoice 
• Instructions 

 

 
 
This document will provide examples of what each worksheet will include.  All Budget Trackers 
will be created for you as you start your project. 
 
Budget 
In the example below, the table reflects the amount that is awarded to the Grant Recipient, the 
name of the project, and the funding for the appropriate categories. 
 

 



Budget Tracking 
The purpose of the worksheet is to show a balance of the project when reimbursement 
requests are submitted. 
 

   
 
 
Invoice Tracking 
The purpose of the Invoice Tracking spreadsheet is to reflect the individual expenditures made 
for the project.  Think of it as a check register. 
 

  
  



Vendor Invoice 
The Vendor Invoice Form is the cover sheet required for the reimbursement request.  It 
identifies the grant recipient, grant number, period of performance, invoice information and 
total amount of request. 
 

 
 
  



Example Reimbursement Request 
Below is an example of how you would use the budget tracker for a reimbursement request. In 
this example, I am requesting reimbursement for $500.00 in Materials/Supplies and $250.00 in 
Permitting. On the Budget Tracking tab, I enter the total amount in the “Amount of Draw” 
column on the appropriate line. 

 
After I do so, the form automatically calculates the total and subtracts it from the award. You 
can now see that after entering $750.00 request, the balance remaining is $28,125.00. 
 
I then go to the Invoice Tracking tab and list individual charges. In this case, I had one purchase 
in the Permitting category totaling $250 and two purchases in Materials/Supplies category 
totaling $500 and I itemized all of my charges. The Task Description for each expense needs to 
fall into one of the categories on the Budget Tracking tab.  

 
Tip: Make sure all information listed in the Invoice Tracking tab matches what is on your physical 
receipts. 

If it doesn’t match, your reimbursement request will be returned to you. 
 
As you can see, the form automatically calculates to show you that you have $28,125 remaining 
on the grant.  This matches the Budget Tracking tab. 



The Vendor Invoice Form summarizes the request and serves as your cover sheet. Your 
signature certifies that it is accurate and complete. The Vendor Invoice Form below is color 
coded to highlight all the parts that you need to fill out. 
 
Yellow = Enter your name and full mailing address.  This should match the address in your 
agreement. 
Orange = Enter Grant Agreement Number, dates expenses were incurred, project name and 
reimbursement request number (first reimbursement request=1, second=2, etc). 
Blue = Details of your request – be sure everything here matches the Invoice Tracking and 
Budget Tracking tabs. 
Green = Enter Authorized Representative’s name, date, and title. Sign. 

 
 
 

See Reimbursement Instructions for information about the reimbursement process. 


