In-Kind Match Tracking Helpful Hints
Tracking match is beyond the reporting of match to a grantor – it is the background documentation kept by the grantee that answers the question “How can you prove that match figure you reported is accurate?” It is ordinarily not requested by the grantor, but should an audit or a dispute occur, it is the responsibility of the grantor to be able to justify what they have reported.
In-kind match can be more challenging to document than a simple cash donation that you deposit into a project account. You will need to demonstrate where it came from, what it is worth and what it was used for.  In order to avoid later complications, it is a good idea to establish with the grantor in advance:

1. What do they interpret as in-kind vs. cash match?

2. Is there something in particular they require for tracking records?

When deciding how to track match, you should be aware that the grantor is going want to verify the following:
1. Source  – how are you going to demonstrate that the match is from an acceptable source (e.g. non-federal for federal grants, not being used for match elsewhere)
2. What – how are you going to demonstrate that what is being used as match is suitable for match (e.g. the simple descriptor “labor” does not demonstrate whether the labor was for the grant or any other purpose. A timesheet or other way of recording what the labor was for, answers that question)

3. Value – how was the value of a match item calculated – was it based on standard objective sources rather than “guesswork”. (e.g. labor hours based on actual salaries or market rates and time records kept,  receipts available for materials)
4. Verification – who is certifying that the information is correct (e.g. are there signatories for landowners or others providing the information – is there a responsible party who is prepared to sign that the information is true and correct)
The District should ask itself:

1. If asked, even several years in the future and with potentially different staff, will all the match figures we have reported be traceable and verifiable?

2. Have we been sufficiently realistic but conservative so that all our figures pass the “red face test”. Remember, as with the IRS, it is usually better not to exaggerate and arouse interest into deeper investigation!
3. Have we apportioned costs that are shared with other District activity (e.g. insurances, meeting costs) reasonably for allocation to the project, and maintained a record of how we calculated them? 

The CSCB Matching Grants Page contains some match tracking templates that can help if you are not sure how you will track in-kind match.

