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TEXAS DEPARTMENT OF AGRICULTURE 
GRANT PROGRAMS 

 
 

Expense Documentation Requirements 
 
All grant projects are funded on a cost-reimbursement basis. The Texas Department of 
Agriculture (TDA) will reimburse the Grant Recipient for eligible expenditures that are in line with 
the approved budget in the Grant Agreement.  Reimbursement requests shall be submitted 
quarterly, but not more frequently than monthly, using TDA-GO, TDA’s online grant 
management platform.  
 
Expenditures submitted will be reviewed for completeness, accuracy, and reasonableness. TDA 
will promptly notify the Grant Recipient of any incompleteness or deficiencies which appear on 
the request. Once the errors or omissions are corrected, TDA will process the request for 
payment. 
 
All expenditures must be submitted with supporting documentation (e.g. invoices, receipts, 
statements, etc.). The following guidance provides acceptable documentation for proof of 
payment for expenditures.  
 
If you need assistance, additional information, or have questions, please contact the TDA 
Grants Office at (833) 380-8282 or grants@TexasAgriculture.gov.  

 

Grant Payment Methods 

TDA accepts the following as payment methods for grant projects: 
 

• Cash 
• Check/Cashier Check 
• Debit & Credit Card transactions 
• ACH/Electronic Funds Transfer 

 
Each payment method needs to be appropriately documented and meet the criteria as outlined 
by TDA. Documentation must be provided to TDA as required and requested.   
 
All expenditures must be accompanied by a detailed itemized invoice. The invoice/receipt 
must be legible and the items listed must clearly identify the purchased items or services.   
 
 
 

 

COMMISSIONER SID MILLER 
 

mailto:grants@TexasAgriculture.gov
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Examples: Itemized Invoices/receipts  

  
 
Proof of Payment Documentation 
To ensure all purchases are made in compliance with grant terms, all expenditures must be 
accompanied by proof of purchase documentation as outlined and approved by TDA. 
Documentation is required for the grantee to keep as record regardless of submission 
requirements of individual programs. This documentation must be provided to TDA as required 
and upon request.  
 
Based on the allowable payment methods, below are different examples of the required proof of 
purchase documentation . This list is not exhaustive. TDA will consider other documentation on 
a case-by-case basis.  
 
Cash 
 
Each transaction made with cash needs to be documented. A cash receipt is proof of purchase 
issued when the buyer has been paid in cash.   
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A cash receipt should have the seller and/or company name and contact information on the 
receipt and, the amount received, amount due, balance due, description and quantity of the item 
being purchased, date of purchase, and marked the purchase was made in cash. 
For cash transactions above $5,000, a Proof of Cash Payment form provided by TDA must be 
completed and notarized. See below for example of form.  
 
Cash Receipt Example 1: 
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Proof of Cash Payment Form Example 2: Cash Purchases over $5,000 
If your are not able to secure a receipt, you may use the following form. The Form can be 
requested from the TDA Grants Office. 

 
 
Invoices 
 
An invoice or bill of sale is an important document that indicates the sale, service, supply by one 
business or person to another business or person. An invoice must include: a unique invoice 
number, name of seller/business, address of the seller/business, customer (buyer) name and 
contact details, date of purchase/service, quantity and description of the product or/and service 
(itemized list), the amount paid, date paid, and payment method.  
Invoices must be accompanied by additional proof of payment if paid with check, 
credit/debit card, or electronic funds transfer. For invoices paid in cash, see the above 
requirements.  
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Invoice Example:  
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Checks 
 
The main part of a check has personal information, bank information, the payee’s name, check 
amount, and signature. You’ll need to provide a copy of the cancelled check, which shows proof 
the payment has cleared. A cancelled copy of the check can be obtained from your bank.  
 
Cancelled check example:  
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Debit & Credit Card Transactions 
 
Each expenditure made via debit or credit card needs to have a receipt, bank statement or paid 
invoice showing the payment data. An invoice that does not show proof of payment will not be 
accepted on its own and must be accompanied by documentation showing proof of payment (for 
example: bank/credit card statement) 
 
 
 
 
Credit Card Receipt Example: 
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Bank/Credit Card Statements 
Bank/Credit Card statements provide proof of payment. Purchases made with ACH, Wire, EFT 
or alike need to show the date, amount, payee, and recipient’s full name. Please redact any 
account and bank numbers.  
 
Credit Card Statement Example.  

 
 
Electronic Funds Transfer (Venmo, Paypal, Zelle, etc.) Example  
*These transactions need to be accompanied with an itemized list/invoice as well as proof of 
payment.  
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For questions regarding submission of the expenditure documentation and/or TDA 
requirements, please contact the TDA’s Grants Office at (833) 380-8282 or by email at 
Grants@TexasAgriculture.gov.  
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