
DOL SCC4 GNO Infrastructure Partnership 
GUIDE FOR INVOICE PREPARATION 

 

 
Invoices must be submitted no later than 20th of the month following the end of the quarter. This will allow time 
to review the backup documentation submitted by each College and GNODF and ensuring expenses incurred are 
allowable before reimbursement is issued. Once the Colleges/GNODF are reimbursed, the drawdown will be 
conducted. The quarterly drawdown amount will be the amount reported on the Quarterly Financial Status 
Report (QFR ETA 9130 form) due the following month. 
 

Quarter End Date 
Report for Activities                    
Occurring Between: 

Reimbursement Request Due 
Date 

March 31 January 1 - March 31 April 20 

June 30 April 1 - June 30 July 20 

September 30 July 1 - September 30 October 20 

December 31 October 1 - December 31 January 20 

 
                        Year 1 invoice totals cannot exceed the allocation for Year 1. 
 

Delgado Community College $738,258.81 

Northshore Technical Community College $619,650.00 

Nunez Community College $1,099,500.00 

River Parishes Community College $553,070.05 

Greater N.O. Development Foundation $18,039.38 

 
Because this is a Department of Labor federal grant, only those costs approved in the grant as explicitly 
written are allowed. Any modification to the grant will require written Federal Program Officer (FPO) 
approval.  
 
1) PERSONNEL SALARY / FRINGE 

COGNOS Report, Ledger or Banner system screenshot that indicates the employee name, payroll period, 
gross salary and fringe benefits. If only a portion of the salary is being charged to the grant, the same backup 
is still required, but be sure to indicate the portion being invoiced for. 
 

2) TRAVEL  
The Colleges should submit the same backup that kept is kept on file for auditing such as the Chrome River 
Pre-Approval and Expense Report. Please include, where applicable, the registration, mileage, baggage, 
airfare, hotel lodging, etc. Proof of payment such as (1) the College’s credit card travel statement along with 
wire transfer of payment and (2) reimbursement payment to the employee for their out of pocket expenses 
for eligible meals, baggage, uber/lyft, etc.  
 

All travel reimbursement must follow the GSA and State travel guidelines. Refer to the links below.  
GSA - https://www.gsa.gov/  
PPM 449 - https://www.doa.la.gov/doa/ost/ppm-49-travel-guide/  
 

https://www.gsa.gov/
https://www.doa.la.gov/doa/ost/ppm-49-travel-guide/


Local mileage for personal vehicle use is currently $0.67. 
 

3) EQUIPMENT 
Must be on the approved equipment list. 

▪ PO # 
▪ Vendor Check 
▪ Vendor Invoice 

 

4) SUPPLIES  
Must be on the approved supply list. 

▪ PO # 
▪ Vendor Check 
▪ Vendor Invoice 
▪ P-card documentation with receipt listing the items purchased 

 
5) CONTRACTUAL  

Delgado Community College must review all professional service contracts, MOU or partnership agreements 
before obtaining signatures before moving forward with any services. 
Where applicable: 

▪ PO # 
▪ Vendor Check 
▪ Vendor Invoice 

 
6) OTHER  

Where applicable: 
▪ PO # 
▪ Vendor Check 
▪ Vendor Invoice 

Student advisory committees  
▪ Sign-in sheet of committee meetings 
▪ Member name 
▪ Payment made to member 

 
7) INDIRECT 

▪ Colleges - 10% of Personnel Salary/Fringe, Travel, Supplies, Contractual up to the first $25k per 
contractor, Other (excludes Student Advisory Committees) 

▪ GFNODF – 26.25% of Direct Cost  
Can only recoup indirect cost of up to the first $25k of Contractual 
 

INVOICING CONTACT: 
Sarah Vinnett 
Director of Restricted Funds 
Delgado Community College 
scaman@dcc.edu 
(504) 762-3021 
 

mailto:scaman@dcc.edu

