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Summary 
This Clean School Bus (CSB) Program Purchasing and Invoice Documentation Guide is designed 
to assist funding recipients with ensuring that documentation for eligible project costs have the 
appropriate information to facilitate necessary review by the U.S. Environmental Protection 

Agency (EPA), and to support recipients with proper recordkeeping for audits. This guide is 
intended to cover both CSB rebate and grant programs and provides several checklists. These 
checklists are voluntary and are not required to be submitted as part of the funding program’s 
paperwork; however, they may be useful resources to ensure that each document has the 
relevant information. Certain programs have specific invoice and purchasing documentation 

requirements. Funding recipients should always check the Notice of Funding Opportunity 

(NOFO) or program guide and terms and conditions of their funding opportunity to determine 
what items are needed as a program requirement or in case of an audit. 

Note that while this guide is focused on purchasing documentation and invoices, funding 
recipients should reference their program terms and conditions for other project 
documentation requirements, such as vehicle scrappage, and other project close out 
documents. Please contact the EPA project officer or the CSB Helpline 
(cleanschoolbus@epa.gov) if additional assistance is needed. 

Additional resources can be found on our website: 

• Clean School Bus Program: 
o https://www.epa.gov/cleanschoolbus   

• CSB Rebates Past Program Documents: 
o https://www.epa.gov/cleanschoolbus/clean-school-bus-rebates-past-program-

documents   
o Use the Search feature on this page to look for previous Program Guides or the 

Document Type arrows to find them. 
• CSB Rebates Program Questions & Answers (Q&A) Documents: 

o https://www.epa.gov/cleanschoolbus/clean-school-bus-rebates-past-program-
documents 

o Use the Seach feature on this page to look for previous Q&A Documents or the 
Document Type arrows to find them.   

• CSB Grant Program NOFO: 
o https://www.epa.gov/cleanschoolbus/clean-school-bus-program-grants#2023-

notice-opportunity    
• CSB Grant Program Q&A Documents: 

o https://www.epa.gov/cleanschoolbus/clean-school-bus-program-grants#Q&A   

mailto:cleanschoolbus@epa.gov
https://www.epa.gov/cleanschoolbus
https://www.epa.gov/cleanschoolbus/clean-school-bus-rebates-past-program-documents
https://www.epa.gov/cleanschoolbus/clean-school-bus-rebates-past-program-documents
https://www.epa.gov/cleanschoolbus/clean-school-bus-rebates-past-program-documents
https://www.epa.gov/cleanschoolbus/clean-school-bus-rebates-past-program-documents
https://www.epa.gov/cleanschoolbus/clean-school-bus-program-grants#2023-notice-opportunity
https://www.epa.gov/cleanschoolbus/clean-school-bus-program-grants#2023-notice-opportunity
https://www.epa.gov/cleanschoolbus/clean-school-bus-program-grants#Q&A
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Details to Include on Purchasing and Invoice Documents 
The following list of documents are required to either be submitted under a CSB rebate or 
retained for a grant program.1 Specifically, funding recipients in the CSB Program typically 
submit or retain purchase orders/sale orders, invoices, and documentation specific to EPA-
funded equipment such as vehicle titles and proof of delivery. The key information to include on 
each of these types of documents is listed below. This information is a combination of best 
practices and program requirements. Please refer to the NOFO or program guide for that 
funding opportunity or contact the EPA Project Officer or CSB Helpline 
(cleanschoolbus@epa.gov) if additional assistance is needed. 

Purchase Order/Sales Order   
• Document is on dealer/vendor letterhead 

• Document is clearly labeled as ‘purchase order’ or ‘sales order’ 
• Document(s) includes: 

o Date order was placed (Note: Order date cannot pre-date the date of selection 
notification for rebates or the date of award for grants) 

o Estimated date of delivery 
o Purchaser name, address, business phone number 
o Dealer name, address, business phone number 
o Signatures of purchaser and seller 
o Vehicle make, model, model year, fuel type, Gross Vehicle Weight Rating (GVWR), 

purchase price 
o Eligible infrastructure (if needed)2 

 Make, model, model year, quantity 

 Any warranty, training, and consulting costs 

 Installation quote and purchase price 

o EPA Vehicle Family or California Air Resources Board (CARB) Certification for each 

vehicle (refer to Appendix D for visual example) 
o Americans with Disabilities Act (ADA) authorized equipment expenses 
o Telematic hard/software affixed to vehicle 

o Additional costs, such as personnel or contract work 

1 While documentation are not required to be submitted to EPA under the CSB grant program, grantees are 
required to retain documentation of their purchases and they must be made available to EPA upon request 
per 2 CFR 200.337. 
2 Note: Infrastructure may be included on a separate purchase order/ sales order from the new vehicle(s). 

mailto:cleanschoolbus@epa.gov
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-D/subject-group-ECFR4acc10e7e3b676f/section-200.337
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For visual examples of purchase orders/sales orders that include the information outlined 

above, refer to Appendix A.   

Invoice 
• Document is on dealer/vendor letterhead 

• Document is clearly labeled as ‘invoice’ 
• Document(s) includes: 

o Dealer or place of purchase name, address, business phone number 
o Dollar amount of each vehicle or piece of equipment 
o Short description of each line item (make, model, model year, fuel type, Vehicle 

Identification Number (VIN), GVWR) 
o Additional costs such as personnel or contract work 

o Signatures of purchaser and seller 
o Date order was placed, date invoice was signed 
o Date of delivery 
o Eligible infrastructure (if needed)3 

 Make, model, model year, serial number, quantity 

 Date of service or equipment delivered 
 Vendor information 

 Itemized list of services performed 
 Itemized list of supplies used for installation services 

For visual examples of invoices with the information outlined above, refer to Appendix B. 

Vehicle Titles 

• VIN 
• State 
• Model Year 

Proof of delivery (may include but is not limited to) 

• Date of delivery 
• Shipping or installation address 

• Original order information 

• Signature of purchaser 
• Shipping company information 

• The above information can be included on documentation such as: 

3 Note: Infrastructure may be included on a separate invoice from the new vehicle(s). 
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o A dated Bill of Lading that matches delivery information 

o Delivery receipt 
o Invoices with equipment delivery information 

o Email confirmation from an equipment vendor 

For visual examples of Vehicle Titles and Proofs of Delivery with the information outlined above, 
refer to Appendix C.   
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Checklists 
The following checklists are intended to serve as a resource for funding program recipients to 
ensure purchasing documentation (e.g., purchase orders) and invoices provide information to 

facilitate the EPA review. The checklists reflect relevant Federal regulations (i.e., 2 CFR Part 200), 
program guides and NOFOs for the CSB Program.4 While some of the checklist items may not be 
required for all funding programs, using the relevant checklist can make sure that a purchasing 
document and invoice is informative and complete, which assists the EPA with the approval 
process and conducting program oversight. The use of these checklists is optional, and they do 

not need to be submitted to the EPA or the EPA Project Officer.   

Purchase Orders 
1. Is this document clearly labeled as a purchase 
order or sales order and on the dealer’s/vendor’s 
letterhead?   

Is the dealer/vendor’s name, address, and business 
phone number clearly stated? 

Is the purchaser’s name, address, and business 
phone number clearly stated? 
  

• If the purchaser or address is different from 
the entity receiving the vehicle (e.g., school 
district), then please ensure this is made 
clear with the receiver’s name, address, and 
business phone number. 

  
Does the document include signatures from both 
parties? 

1. ☐ 

Document letterhead: ☐ 

Vendor’s contact information with 
phone number: ☐ 

Purchaser’s information: ☐ 

Signatures: ☐ 

2. Does each vehicle or piece of infrastructure have a 
description?   

Descriptive information to include for vehicles 
eligible for project funding: 

- Make 
- Model 
- Model year 

2. ☐ 

Vehicle description items: ☐ 

4 Please refer to the Resources section at the start of this document for links to the CSB NOFO and program 
guides. 
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- GVWR 
- Quantity   
- Fuel type 
- Price 
- Additional equipment like ADA 

authorized equipment expenses or 
telematic hard/software affixed to 
the vehicle. This should be clearly 
visible as a separate line item.   

Descriptive information to include for infrastructure 
eligible for project funding: 

- Make 
- Model 
- Model year 
- Serial number 
- Quantity 
- kilowatt (kW) power 
- Level of charger 

Does each vehicle or piece of infrastructure 
equipment have a clearly described price? 
  
Descriptive information to include for each price: 

- Dollar amount   
- Tax 
- Separately list prices for: 

• Delivery fees 
• Warranty 
• Training costs 
• Consulting fees 
• Any other EPA-funded cost 

Infrastructure description items: ☐ 

Price description items: ☐ 

3. Are there dates for: 

- Estimated date of delivery? 
- Date the order was placed?    *Note: 

This cannot predate the date of 
selection notification for rebate 
recipient, or the award date for 
grantees* 

3. ☐ 

Estimated date of delivery: ☐ 
Date of order placement: ☐ 
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4. Ensure any additional documentation required 
under the funding opportunity in a readable format. 
Submit the documentation or hold it for review upon 
audit based on guidance from the applicable 
program guide or the EPA project officer. Examples 
of additional documentation include:   

- Request for deposits or advanced 
payments   

- Paid checks 
- Request for Proposals 
- Letters of approval or agreement for 

contractual purchases 
- Engineering plans 
- Technical specification sheets 
- Agreements with utilities (where 

applicable for Electric Vehicle Supply 
Equipment (EVSE) installation) 

- Warranties 

4. ☐ 

Request for deposit: ☐ 

Paid checks: ☐ 

Request for Proposals: ☐ 

Letters of approval: ☐ 

Engineering plans: ☐ 

Technical specification sheets: ☐ 

Agreements with utilities: ☐ 

Warranties: ☐ 

5. Submit all required documentation as needed to 
the respective digital platform for the funding 
program. If unsure about how to submit these items, 
please contact the EPA Project Officer or the CSB 
Helpline. The use of this checklist is optional, and it 
does not need to be submitted to the EPA. 

5. ☐ 
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Invoices 
1. Is this document clearly labeled as a purchase 
order or sales order, on the dealer’s/vendor’s 
letterhead? 

Is the dealer/vendor’s name, address, and business 
phone number clearly stated? 

Is the purchaser’s name, address, and business phone 
number clearly stated? 

• If the purchaser or address is different from 
the entity receiving the vehicle (school 
district), please ensure this is made clear with 
the receiver’s name, address, and business 
phone number.   

Does the document include signatures from both 
parties? 

1. ☐   

Document letterhead: ☐ 

Contact info with phone number: ☐ 

Purchaser’s information: ☐ 

Signatures: ☐ 

2.   Does each piece of equipment (e.g., vehicle or 
charger) have its own line or is it clearly indicated 
that a line includes multiple pieces of equipment?   
  
Does each line have the following information to 
describe vehicles listed on an invoice?: 

- Make   
- Model 
- Model year 
- GVWR 
- Fuel type 
- VIN   
- Price 
- Additional equipment like ADA 

authorized equipment expenses or 
telematic hard/software affixed to the 
vehicle 

Does each line have the following information to 
describe infrastructure?   

- Make 
- Model 
- Model year 
- Serial number 

2. ☐ 

Vehicle description items: ☐ 

Infrastructure description items: ☐ 
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- Quantity 
- kW power 
- Level of charger 
- Price 

Does each vehicle or infrastructure include the 
following information to describe price?   

- Dollar amount for each vehicle and 
charger 

- Tax 
- Delivery fees 
- Any discounts 
- Warranty 
- Training costs 
- Consulting fees 
- Any other EPA-funded cost 

Price description items: ☐ 

3. Is there a signature for the purchaser and a 
signature for the seller? Are the names and 
companies of each person clearly labeled?   

3. ☐ 

4. Are there dates for: 
- Delivery/installation? 
- Invoice signature? 
- Original order placement?   

  

4. ☐ 

Delivery/Installation: ☐ 

Invoice Signature: ☐ 

Original order placement: ☐ 

5. Ensure any additional required documentation is in 
a readable format, per NOFO or funding opportunity 
program guide or terms and conditions. Follow the 
program specific information for what 
documentation to submit and what documentation 
to retain for review upon audit. 

Examples may include: 

- Proof of delivery (see Proof of delivery 
section on page 4 for more details) 

- Title and registration of new vehicle 
- Any changes in the vehicle(s) replaced 

5. ☐ 

Proof of delivery: ☐ 

Title/registration: ☐ 
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- Scrappage documentation or 
sale/donation documentation for 
vehicle(s) replaced 

Any vehicle changes: ☐ 

Scrappage documentation: ☐ 

6. Submit all required documentation as needed to 
the respective digital platform for the funding 
program. If unsure about how to submit these items, 
please contact the EPA Project Officer or the CSB 
Helpline. The use of this checklist is optional, and it 
does not need to be submitted to the EPA. 

6. ☐ 
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Visual Examples of Accepted Documents 
The following appendices provide examples of purchase or sales orders and invoices as a 
visual point of reference for information to include on each type of document. Please note 
that some information within these documents has been redacted. Additional annotations have 

been added to point out the specific information outlined in the checklists included in this 

guide. 

All pertinent information (price, make, model) should be clearly legible and typed. However, the 
EPA recognizes that the nature of some invoicing documentation requires that handwritten 
notes or signatures are used to denote a completed transaction for equipment or services. In 

such instances, the EPA will review this documentation and may communicate with the 

recipient point of contact for further clarification or documentation. 

Appendix A: Example Purchase Orders 

Vehicle Examples 

Infrastructure Equipment Examples 

Appendix B: Examples Invoices 

Vehicle Examples 

Infrastructure Equipment Examples 

Appendix C: Additional Documentation 

Vehicle Title   

EPA Engine Family Number 

Proof of Delivery 

Appendix D: Guidelines and Regulations 
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Appendix A: Example Purchase Orders   

Vehicle Examples 

This purchase order is on the dealer’s 
letterhead, the address and contact 
information for the school is provided, and an 
estimated delivery date is provided. 
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This purchase order is on the 
dealer’s letterhead, the contact 
information for both the school 
and dealer are provided, item 

details like quantity, make, model 
and unit price are provided, and 
there is a signature at the bottom. 
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This sales order is on the dealer’s 
letterhead, the billing and shipping 
information are provided, and specific 
item details are provided like quantity, 
make, model, fuel type, GVWR, and 

price per unit. 



16 

Infrastructure Equipment Examples 

This purchase order is on the dealer’s 
letterhead, the contact information for both 
the dealer and school are provided, specific 
item details for chargers are included like 
quantity, make, model, and estimated delivery 

date, and a signature is at the bottom. 
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This sales order is on the dealer’s 
letterhead, specific item details are 
provided like quantity, make, model, 
and price per unit, and signatures for 
both the dealer and school are 
provided at the bottom. 
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Appendix B: Example Invoices   

Vehicle Examples 

This invoice on the dealer’s letterhead, each item has the 
make, model, year, quantity and VIN, and any discounts 
are displayed with the total for each item and the final 
total calculated. 

This purchase order is on the dealer’s 
letterhead, the address and contact 
information for the school is provided, and an 
estimated delivery date is provided. 
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This invoice is on the dealer’s 
letterhead, both parties are listed on 
the document, items such as make, 
model, year, and fuel type are 

provided, any taxes and discounts are 

provided with the final total, and both 
signatures are provided with dates. 
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This invoice is on the dealer’s 
letterhead, the address and phone 
number are provided for both the 
dealer and buyer, and the item 
description includes the make, model, 
year and quantity. 
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Infrastructure Equipment Examples 

This invoice is on the dealer’s letterhead, the addresses 

and phone numbers are listed for both parties, the 

make, model, VIN and price are clearly listed, and the 

final total is calculated at the bottom. 
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This invoice is on the dealer’s letterhead, the 

addresses and phone numbers for both parties 

are listed, and each item has a thorough 
description with dates, prices, discounts, and 
quantities (continued onto the next page). 
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This invoice is on the dealer’s letterhead, the 
addresses and phone numbers for both parties 

are listed, and each item has a thorough 
description with dates, prices, discounts, and 
quantities (continued from the previous page). 
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This invoice is on the dealer’s 
letterhead, provides the addresses 

and phone numbers of both parties, 
provides detailed items with 
descriptions, and provides the price 

of each item with the final total 
listed at the bottom. 
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This invoice is on the dealer’s letterhead, the 

addresses and phone numbers of both parties 

are listed, follows EPA guidelines for handwritten 
notes, and each item has the make, model, year, 
VIN, and price, with the total price listed at the 

bottom. 
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Appendix C: Additional Documentation 

Vehicle Title 
A copy of the vehicle title to any new bus is required to be submitted upon the completion of 
the rebate program. This is one of the documents required to be submitted with the Close Out 
Form. Funding recipients should refer to the rebate program guide for their funding year for 
more detailed information. At a minimum, each vehicle title should include: 

• VIN 
• State 
• Model year 

Each state or territory has different details that are required on their vehicle titles. Ensure that 
the title for the new bus follows the requirements for the place of ownership. 

EPA Engine Family Number 

An EPA engine family number is a unique 12-character alpha-numeric code that identifies a 
group of engines with similar emission characteristics, model year, and manufacturer. The EPA 
engine family number is found on the engine's nameplate, typically located on the engine 
block. Please visit this website or email the CSB Helpline if additional information is needed: 
https://www.epa.gov/ve-certification/information-about-family-naming-conventions-vehicles-
and-engines   

https://www.epa.gov/ve-certification/information-about-family-naming-conventions-vehicles-and-engines
https://www.epa.gov/ve-certification/information-about-family-naming-conventions-vehicles-and-engines
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Proof of delivery 
The examples below are proof of delivery documents for vehicles and infrastructure, 
respectively. 

  

This vehicle delivery receipt contains the original order information (e.g., make, model, year, 
and VIN) and the signature of the purchaser. 
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This infrastructure proof of delivery document contains the date of delivery, the shipping 
address, the original order information (e.g., serial numbers, item descriptions, quantity), and 

the shipping company information. 
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Appendix D: Guidelines and Regulations 

Code of Federal Regulations (CFR): Title 2, Subtitle A, Chapter II, Part 200: 

https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200 

All CSB grantees are subject to the requirements of 2 CFR Part 200. This section of the CFR 

details important information regarding participant support costs, auditing measures, contracts 

vs. subawards, application requirements, etc. The CFR requirements are applicable to grant 
recipients only, but these regulations are a useful reference for rebate recipients as well. 

The following bullets have been summarized for key points, please use the CFR website to 
locate the full text of the regulations. 

Important sections for grantee reference: 

• 2 CFR 200.1: Definitions - Acquisition cost means the (total) cost of the asset 
including the cost to ready the asset for its intended use. For example, acquisition 

cost for equipment means the net invoice price of the equipment, including the cost 
of any modifications, attachments, accessories, or auxiliary apparatus necessary to 
make it usable for the purpose for which it is acquired. 

• 2 CFR 200.302: Financial management - Maintaining records that precisely identify 
the amount, source, and expenditure of Federal funds for Federal awards. (a) All 
recipient and subrecipient financial management systems must be sufficient to 

permit the preparation of reports required by the terms and conditions; and tracking 

expenditures to establish that funds have been used in accordance with Federal 
statutes, regulations, and the terms and conditions of the Federal award. 

• 2 CFR 200.302 (b) (3): EPA Project Officers can request additional documentation 

that contains information necessary to identify Federal awards, authorizations, 
financial obligations, unobligated balances, as well as assets, expenditures, income, 
and interest. All records must be supported by source documentation. 

• 2 CFR 200.318 (a): Documented procurement procedures - The recipient or 
subrecipient must maintain and use documented procedures for procurement 
transactions under a Federal award or subaward, including for acquisition of 
property or services. The recipient or subrecipient must maintain records (e.g., 

https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200
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receipts, email communications regarding delivery timelines) sufficient to detail the 

history of each procurement transaction. 

• 2 CFR 200.328 (c): Financial reporting – The recipient or subrecipient must submit 
financial reports as required by the Federal award. Reports submitted annually must 
be due no later than 90 calendar days after the reporting period. Reports submitted 
quarterly or semiannually must be due no later than 30 calendar days after the 

reporting period. (d) The final financial report submitted by the recipient must be due 
no later than 120 calendar days after the conclusion of the period of performance. A 
subrecipient must submit a final financial report to a pass-through entity no later 
than 90 calendar days after the conclusion of the period of performance. The Federal 
agency or pass-through entity may extend the due date for any financial report with 
justification from the recipient or subrecipient. 

• 2 CFR 200.334: Record retention requirements - The records for property and 
equipment acquired with the support of Federal funds must be retained for three 
years after final disposition. 

• 2 CFR 200.336: Methods for collection, transmission, and storage of information - 
When practicable, the Federal agency or pass-through entity and the recipient or 
subrecipient must collect, transmit, and store Federal award information in open and 

machine-readable formats. 

• 2 CFR 200.337: Access to records - The Federal agency or pass-through entity, 
Inspectors General, the Comptroller General of the United States, or any of their 
authorized representatives have the right of access to any records and personnel of 
the recipient or subrecipient pertinent to the Federal award to perform audits, 
execute site visits, interview and discuss documents, or for any other official use. 
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