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Egrants Financial Reporting
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Footer area, info. i.e. https://www.doj.state.wi.us/
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• Standard Quarterly Reporting timeframes and due dates:
Quarter 1 (January-March) due: April 12
Quarter 2 (April-June) due: July 12
Quarter 3 (July-September) due: October 12
Quarter 4 (October-December) due: January 12

• Final Reporting Dates for Closeout: 
Grantees are given 30 days from the end of the performance period to pay remaining 
invoices and collect final documentation for closeout. 

Example for TAD grantees: end date of your grant is 12/31/24, your final 
report would be due 1/30/25.

Fiscal Reporting-Significant Dates

https://www.doj.state.wi.us/

https://www.doj.state.wi.us/

TAD Excel Workbook
• This document is no longer required. Please do not include it in any fiscal reports. 
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https://www.doj.state.wi.us/

TAD Excel Workbook
• New TAD Fiscal Reporting Workbook (excel)
• Tabs for each of the following

tab 1: approved budget (updated with approved modifications
tab 2-5: quarterly expenditure reporting
tab 6: gift card tracking (responsivity and incentives)
tab 7: bulk voucher and gift card tracking (responsivity and incentives)

• These will be emailed to all financial officers by the end of January
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https://www.doj.state.wi.us/

• The Fiscal Report can be found in the Monitoring tab under Project Management.
• There are three buttons that control access to the Fiscal Report, they are create, Edit 

and View. 
• You may not access the report through any button that is grayed out. Only use buttons 

that are enabled to access your report

Fiscal Reporting in Egrants
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• Expenditures will need to be 
entered in both the Financial 
Information (top section) 
and the Budget Categories 
(bottom section). Both totals 
must match

• Please remember that only 
the current quarter paid 
expenses should be                                                                                   
entered in the Fiscal 
Report

Fiscal Reporting in Egrants

https://www.doj.state.wi.us/

• During fiscal reporting, actual payroll documentation (e.g., paystubs) is not required, 
however, it may be requested during a monitor visit.

• Acceptable documentation includes (but not limited to) general ledgers, reports 
extracted from financial systems your agency or county uses

• Personnel and benefit reimbursement requests are only for individuals that have been 
approved in the application budget or subsequent approved modifications

Personnel & Emp. Benefits Reporting
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https://www.doj.state.wi.us/

Reminders
• No per diems – estimates in budget are acceptable using max applicable rate, 

reimbursements are made on actual costs with required documentation. 
• Meals are inclusive of tax and tip (not to exceed 15%), even in Wisconsin.
• Overage for miles in state vs county rate can be used as match
• New travel rates

Travel Training Reporting
Documents required for reimbursement and proof of match:
• hotel/lodging receipt with participant’s name
• travel/mileage expense reports
• paid training registration confirmation with participant’s name
• conference/training/meeting agendas
• invoice from airline detailing all costs associated with ticket
• Taxi, ride share, transportation (one way) and parking receipts for costs exceeding $25

https://www.doj.state.wi.us/

Reminders
• Remove or block all participant names and personally identifiable information or report will be 

returned

Supplies/Operating Reporting
Documents required for reimbursement and proof of match:
• All invoices, order confirmations, receipts for requested reimbursement items
• Proof of payment for all reported items
• Completed gift card trackers in TAD workbook
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https://www.doj.state.wi.us/

Reminders
• Remove or block all participant names and personally identifiable information or report will be 

returned

Consultant/Contractual Reporting
Documents required for reimbursement and proof of match:
• All invoices
• Copies of contracts uploaded into Egrants (upload in Project Document Attachments)
• For supplies and/or training/travel expenses please follow information indicated on slides 10 and 11

https://www.doj.state.wi.us/

• Provide receipts, invoices, order confirmations and proof of purchase for expenses paid 
using program income. 

• Complete the Egrants Fiscal Report section pertaining to Program Income Earned & 
Expended

• Use the text box to include any additional information as it pertains to fiscal reporting –
located above the “Attachments” button 

Reporting Program Income in Egrants

Reminders
• Complete TAD Workbook column indicating program income expenditures
• All program income must be expended by the end of the grant period of performance
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https://www.doj.state.wi.us/

• Both the Project Director AND Financial Officer listed on the approved application or 
modification must log into Egrants independently to certify the Fiscal Report. Grant 
staff must use their own usernames and passwords. 

Reporting-Certifying the Fiscal Report

https://www.doj.state.wi.us/

Organizing Supporting Documentation-Preferred Method

Uploads should be organized in the follow fashion:
• Personnel/Benefits
• Travel/Training
• Supplies/Operating
• Consultant/Contractual
• Match
• TAD Expenditure Workbook

Reminders
• Block all personally identifiable information of participants
• Do not hesitate to write directly on invoice or make a text note/comment on PDFs explaining 

prorated amounts, agency/grant allocations or other information that is relevant 

• Be sure all items on invoices/order have been received and paid for within the reporting period. 
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Organizing Supporting Documentation, Other Example

Another Example:
Receipts/Documentation file name correlates 
with budget category and includes 
reimbursement request amount

https://www.doj.state.wi.us/

https://www.doj.state.wi.us/

Examples of Supporting Documents

If the entire invoice is not allocated to the 
TAD grant, write a note, circle or add clear 
information showing which costs are being 
included on the TAD fiscal report. 
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https://www.doj.state.wi.us/

Examples of Supporting Documents

All participant information must be redacted or 
referenced only as first and last name initials. 

Fiscal reports containing personally 
identifiable information will be returned for 
edits. 

https://www.doj.state.wi.us/

Examples of Supporting Documents

• If items are grouped on one line, such as meals, office supplies, etc., provide a break down of the 
vendor and allocated costs in adjacent cells showing what costs are reported in that total. 
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• Modifications are required for any budget or staff changes
• Submit modification prior to incurring cost
• Allow at least 2 weeks for the approval process. 
• Try to included as many changes to the grant as possible in one modification

Modifications

https://www.doj.state.wi.us/

DOJ TAD Financial Team Contacts

https://www.doj.state.wi.us/

Jacqueline Kamin, TAD Grants Specialist
608.419.5878
KaminJK@doj.state.wi.gov

Shannon Ladwig, Grants Supervisor
608.977.1491
LadwigSA@doj.state.wi.us
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Thank You!
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