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Summary 
The purpose of this Guide is to provide U.S. Environmental Protection Agency (EPA) Clean 
Heavy-Duty Vehicle (CHDV) Program funding recipients and subrecipients with best 
practices for ensuring that documentation for eligible project costs contains sufficient 
information to support recordkeeping for audits and other oversight activities. Although 
funding recipients do not need to submit this documentation to the EPA on a regular basis, 
funding recipients are required to retain documentation of their purchases and make the 
documentation available to the EPA upon request, in accordance with the  retention 
requirements of 2 CFR 200.334, 2 CFR 200.337, and the grant Terms and Conditions. This 
Guide is applicable to recipients of the CHDV School Bus and Vocation Vehicles Sub-
Programs.  

Note that while this Guide is focused on purchasing documentation and invoices, funding 
recipients should reference program Terms and Conditions for other project 
documentation requirements, such as vehicle scrappage, other project close out 
documents, or procurement records required by 2 CFR200.318(i). Please contact your EPA 
Project Officer or the CHDV Helpline (cleanhdvehicles@epa.gov) if you have any questions. 

Additional resources about purchasing and invoices are available as follows:  

• CHDV Grantee Resources Site which includes a list of Frequently Asked 
Questions, Technical Resources, and Recorded Webinars about CHDV grants. 

• EPA Grant Policy Resources Site which includes EPA Guidance on Participant 
Support Costs, EPA Subaward Policy, and other helpful resources. 

• The EPA Best Practices Guide for Procuring Services, Supplies, and Equipment 
Under EPA Assistance Agreements which includes information on contracts, 
purchase orders, and how invoices should be reviewed for accuracy. 

• Build America, Buy America (BABA) Implementation Procedures for EPA Office of 
Transportation and Air Quality Federal Assistance Programs (available at: 
https://www.epa.gov/ports-initiative/build-america-buy-america-office-
transportation-and-air-quality) 

• A list of key sections of 2 CFR 200 and 2 CFR 1500 that are applicable to invoices 
and other source documents can be found in the Appendix of this document. 

https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-D/subject-group-ECFR4acc10e7e3b676f/section-200.334
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-D/subject-group-ECFR4acc10e7e3b676f/section-200.337
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-D/subject-group-ECFR45ddd4419ad436d/section-200.318
mailto:cleanhdvehicles@epa.gov
https://www.epa.gov/clean-heavy-duty-vehicles-program/clean-heavy-duty-vehicles-program-grantee-resources
https://www.epa.gov/grants/epa-grants-policy-resources
https://www.epa.gov/grants/best-practice-guide-procuring-services-supplies-and-equipment-under-epa-assistance
https://www.epa.gov/grants/best-practice-guide-procuring-services-supplies-and-equipment-under-epa-assistance
https://www.epa.gov/ports-initiative/build-america-buy-america-office-transportation-and-air-quality
https://www.epa.gov/ports-initiative/build-america-buy-america-office-transportation-and-air-quality
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200?toc=1
https://www.ecfr.gov/current/title-2/subtitle-B/chapter-XV/part-1500
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Eligible Project Cost Documentation 
Funding recipients and subrecipients should retain all source documents specific to EPA-
funded vehicles, infrastructure, and/or services. Source documents are original documents 
that capture key information about business transactions, such as the names of the parties 
involved, amounts paid, date, and substance of transactions. 

Per 2 CFR 200.302, federal award recipients and subrecipients must maintain records that 
sufficiently identify the amount, source, and expenditure of federal funds. These records 
must contain information necessary to identify federal awards, authorizations, financial 
obligations, and unobligated balances, as well as assets, expenditures, income, and 
interest. All records must be supported by source documentation.  

This section lists the key information that should be included on common types of source 
documentation, such as purchase orders and invoices. Additional attachments may be 
included to support the source document when key information is missing. See Additional 
Source Documentation for more information. This section also describes other source 
documentation that should be maintained in addition to invoices and purchase orders. 
Please refer to your grant Terms and Conditions or contact your EPA Project Officer for 
additional assistance.  

 

A. Key Information to Include on Purchase Orders/Sales Orders  
□ Document is on dealer/vendor letterhead 
□ Document is clearly labeled as ‘purchase order’ or ‘sales order’ 
□ Document(s) includes: 

□ Date order was placed (note: order date cannot pre-date the date of award) 
□ Applicable contract number or delivery order number 
□ Grant number (this can be added by the recipient or subrecipient) 
□ Unique Purchase Order Number 
□ Estimated date of delivery 
□ Purchaser name, address, business phone number 
□ Dealer name, address, business phone number 
□ Signatures of purchaser and seller 
□ Date purchase order/sales order was signed 
□ Detailed description of the vehicle, infrastructure, and/or attached 

components (including make, model, and model year) 
□ Quantity of items purchased 

https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-D/section-200.302
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□ Purchase price (including an itemized list of any options not included in the 
manufacturer’s base price) 

□ Cost per unit 
□ Any additional costs or fees (such as taxes, delivery fees, telematics costs, 

transit insurance, vehicle registration fees, warranty costs, training costs, or 
Americans with Disabilities (ADA) authorized vehicle expenses) 

□ If the order is for a vehicle, please also include 
□ Fuel type (e.g., battery-electric or hydrogen fuel cell)  
□ Gross Vehicle Weight Rating (GVWR) 
□ EPA Vehicle Family or California Air Resources Board (CARB) 

Certification for each vehicle 
□ Amounts of deposits or advanced payments 

□ If the order is for eligible infrastructure, please also include (if needed)1 
□ Infrastructure capacity (e.g., maximum output in kW) 
□ Details about system subcomponents and supporting electrical or 

hydrogen infrastructure 
□ Installation costs 
□ Amounts of deposits or advanced payments 
□ Additional costs, such as personnel or contract work 

For visual examples of purchase orders/sales orders that include the information 
outlined above, refer to the Visual Examples of Accepted Documents section.  

B. Key Information to Include on Invoices 
□ Document is on dealer/vendor letterhead 
□ Document is clearly labeled as ‘invoice’ 
□ Document(s) includes: 

□ Date order was placed 
□ Date of delivery/installation 
□ Purchaser name, address, business phone number 
□ Dealer or place of purchase name, address, business phone number 
□ Signature of purchaser and seller 
□ Invoice date 
□ Invoice number 
□ Grant number (this can be added to the invoice by the recipient or 

subrecipient) 
□ Applicable contract number or delivery/purchase order number 

 
1 Note: Infrastructure may be included on a separate purchase order/ sales order from the new vehicle(s).  
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□ Total amount of invoice 
□ Date invoice was signed, indicating equipment was accepted 
□ Detailed description of the vehicle, infrastructure, and/or attached 

components (including make, model, and model year) 
□ Quantity of items purchased 
□ Purchase price (including an itemized list of any options not included in the 

manufacturer’s base price) 
□ Cost per unit 
□ Any additional costs or fees (such as taxes, delivery fees, telematics costs, 

warranty costs, training costs, or ADA authorized equipment expenses). All 
costs and fees should be listed on separate line items, clearly indicating 
when a line applies to multiple pieces of equipment. 

□ If the invoice is for a vehicle, please also include: 
□ Fuel type (e.g., battery-electric or hydrogen fuel cell) 
□ GVWR 
□ Vehicle Identification Number (VIN)  

□ If the invoice is for eligible infrastructure (if needed)2 
□ Infrastructure capacity (e.g., maximum output in kW) 
□ Details about system subcomponents and supporting electric or 

hydrogen infrastructure 
□ Serial number(s) 
□ Installation costs (including an itemized list of services performed and 

supplies used for installation services) 

For visual examples of invoices with the information outlined above, refer to the 
Visual Examples of Accepted Documents section.  

  

 
2 Note: Infrastructure may be included on a separate invoice from the new vehicle(s). 
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Additional Source Documentation 
Supporting source documentation for line-item costs listed on an invoice should be 
maintained in the grant file for three years after the grant is closed out, along with any 
invoices.  

Supporting source documents, for the purposes of invoices and documentation of 
expenditures, may include: 

• Vehicle titles 
• Proof of delivery 
• BABA compliance certification (see below for more details) 
• Receipts for fee payments (such as permits or vehicle registration) 
• Paid checks 
• Requests for proposals 
• Letters of approval 
• Agreement for contractual purchases 
• Engineering plans 
• Technical specification sheets 
• Agreements with utilities (where applicable) 
• Payroll information or timecards 

All documentation should also be retained for other types of eligible expenses including 
insurance, registration fees, travel, supplies, personnel costs and other contractual 
services.  

A. Vehicle Titles 

Each state or territory requires different details on vehicle titles. Ensure that the title for the 
new vehicle follows the requirements for the place of ownership. At a minimum, it should 
include: 

□ Owner name 
□ Owner address 
□ Make 
□ Model 
□ Model year 
□ VIN 
□ State 
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B. Proof of Delivery (may include but is not limited to) 
□ Date of delivery 
□ Shipping or installation address 
□ Original order information 
□ Signature of purchaser, to verify that the item or deliverable was accepted and 

meets contract specifications 
□ Shipping company information 
□ The above information can be included on documentation such as: 

□ A dated Bill of Lading that matches delivery information 
□ Delivery receipt 
□ Invoices with equipment delivery information 
□ Email confirmation from an equipment vendor 

C. BABA Compliance Certification 
If a grant funds an “infrastructure project” as defined in 2 CFR 184.3, the purchaser of 
items that are incorporated into the infrastructure project (such as vehicles, other mobile 
equipment, and fueling infrastructure) will need to obtain BABA compliance 
documentation from the manufacturer for each item and maintain the documentation with 
grant records.    

The BABA certification letter, or other form of compliance documentation, must 
demonstrate:  

□ Documentation is linked to the specific project. For example, this can be in the 
form of the project name, project location, contract number, or project number.   

□ Documentation is linked to the product used on the project. For example, a 
description of product(s) (simple explanation sufficient to identify the 
product(s), or an attached (or electronic link to) purchase order, invoice, or bill of 
lading.   

□ Documentation includes a statement attesting that the products supplied to the 
assistance recipient are compliant with BABA requirements. Reference to the 
Infrastructure Investment and Jobs Act (“IIJA”) or the Bipartisan Infrastructure 
Law (BIL) are also acceptable.   

□ Documentation that manufacturing occurred in the United States, which could 
include, for example, the location(s) of manufacturing for each manufacturing 
step that is being certified. It is acceptable for manufactured products to note a 
single point of manufacturing, documenting that the final point of manufacturing 



8 
 

is in the United States. (Note: each BABA category may require different 
determinations for compliance.)   

□ Signature of company representative (on company letterhead and signature can 
be electronic). The signatory of the certifying statement affirms their knowledge 
of the manufacturing processes for the referenced product(s) and attests that 
the product meets the BABA requirements.  

Please see the example BABA Certification Letter below. More information and examples 
are available at https://www.epa.gov/ports-initiative/build-america-buy-america-office-
transportation-and-air-quality and https://www.epa.gov/baba/build-america-buy-america-
baba-act-resources.   

For any BABA questions, please consult your EPA Project Officer, or BABA-OTAQ@epa.gov.  

D. Documentation for Participant Support Costs (PSC) under CHDV 
Grants 

This section describes documentation that should be maintained if the grant includes 
PSCs allowable under 2 CFR 200.1 and 2 CFR 1500.1. Please see the Appendix or the EPA 
Guidance on Participant Support Costs for additional information.  

Participant support costs for equipment purchases described in 2 CFR 1500.1(a)(1) refer to 
rebates or other subsidies provided to program participants for the purchase and 
installation of commercially available, standard (“off the shelf”) pollution control 
equipment or low emission vehicles, when the program participant, rather than the 
recipient, owns the equipment. Invoices and Purchase Orders for these costs should 
include the key information for purchase orders, invoices, and supporting documentation 
listed above, or in accordance with the recipient’s or subrecipient’s written policies and 
procedures.    

Participant Support Costs that support participants’ involvement in a federal award, as 
described in 2 CFR 1500.1(a)(2) may include the following: stipends, subsistence 
allowances, travel allowances, registration fees, temporary dependent care, and per diem 
paid directly to or on behalf of participants. Invoices or receipts for Participant Support 
Costs included in a grant’s written agreement between the recipient and the participant 
should be kept in the grant file. Documentation should also include the type of payment 
(such as cash), and other source documentation such as attendee sign-in sheets at 
training events or community outreach events, as applicable. 

 

https://www.epa.gov/ports-initiative/build-america-buy-america-office-transportation-and-air-quality
https://www.epa.gov/ports-initiative/build-america-buy-america-office-transportation-and-air-quality
https://www.epa.gov/baba/build-america-buy-america-baba-act-resources
https://www.epa.gov/baba/build-america-buy-america-baba-act-resources
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-A/subject-group-ECFR2a6a0087862fd2c/section-200.1
https://www.ecfr.gov/current/title-2/subtitle-B/chapter-XV/part-1500/subpart-A/section-1500.1
https://www.epa.gov/grants/rain-2018-g05-r2
https://www.epa.gov/grants/rain-2018-g05-r2
mailto:BABA-OTAQ@epa.gov
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Visual Examples of Accepted Documents 
This section provides examples of purchase orders and invoices. 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 Eligible Project Cost 
Documentation section of this Guide. Please note that since the included examples may 
not cover all eligible activities that may be funded by the CHDV program, it is 
recommended that recipients and subrecipients refer to the Eligible Project Cost 
Documentation section of this Guide to verify an invoice meets all applicable program 
requirements, rather than copying or using a particular example from this section. 

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.  
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A: Example Purchase Orders  

Vehicle Examples 

 

This purchase order is on the dealer’s 
letterhead, the address and contact 
information for the purchaser is provided, 
and an estimated delivery date is provided. 
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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. 
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Infrastructure Equipment Examples 

 

This purchase order is on the dealer’s 
letterhead, the contact information for both 
the dealer and purchaser 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 purchaser 
are provided at the bottom. 
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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. 
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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). 



19 
 

 

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, and each item has the make, 
model, year, VIN, and price, with the total 
price listed at the bottom. Any necessary 
handwritten information (such as the grant 
number) is clearly legible• 
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C: Additional Documentation You May Need 

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. You 
can find this number on the engine's nameplate, typically located on the engine 
block. Please visit EPA’s website on vehicle family naming conventions or email the CHDV 
Helpline if you need more information.  

  

https://www.epa.gov/ve-certification/information-about-family-naming-conventions-vehicles-and-engines
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Proof of Delivery 
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Proof of Delivery 
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Example BABA Certification Letter 

 

Example Certification Letter, from Appendix 4 (p. 35) of EPA Memorandum, “Build America, 
Buy America Act (BABA) Implementation Procedures for EPA Office of Transportation and 
Air Quality Federal Financial Assistance Programs,” dated January 21, 2026. (Note: This 
example includes information from a fictional vendor for demonstration purposes). 
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Appendix   
All CHDV grantees are subject to the requirements of 2 CFR Part 200 and 2 CFR Part 
1500. 2 CFR Part 200 details important information regarding participant support costs, 
auditing measures, contracts vs. subawards, application requirements, etc. If you have 
questions about certain requirements or documents that need to be submitted, you can 
reference these regulations as well. 2 CFR Part 1500 supplements 2 CFR Part 200 provides 
uniform administrative requirements, cost principles, and audit requirements for federal 
awards. 

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: 

• Definitions –  
o 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 per 2 CFR 
200.1 

o Participant: generally, means an individual participating in or attending 
program activities under a Federal award, such as trainings or conferences, 
but who is not responsible for implementation of the Federal award. 
Individuals committing effort to the development or delivery of program 
activities under a Federal award (such as consultants, project personnel, or 
staff members of a recipient or subrecipient) are not participants. Examples 
of participants may include community members participating in a 
community outreach program, members of the public whose perspectives or 
input are sought as part of a program, students, or conference attendee per 2 
CFR 200.1 

o PSC: means direct costs that support participants (see definition for 
Participant in § 200.1) and their involvement in a Federal award, such as 
stipends, subsistence allowances, travel allowances, registration fees, 
temporary dependent care, and per diem paid directly to or on behalf of 
participants per 2 CFR 200.1 

 

https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200
https://www.ecfr.gov/current/title-2/subtitle-B/chapter-XV/part-1500
https://www.ecfr.gov/current/title-2/subtitle-B/chapter-XV/part-1500
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• Financial management: Maintaining records that precisely identify the amount, 
source, and expenditure of Federal funds for Federal awards per 2 CFR 200.302 

 
• Project Officers can request additional documentation that contain 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, per 2 CFR 200.302 (b) (3) 

 
• 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., receipts, email communications 
regarding delivery timelines) sufficient to detail the history of each procurement 
transaction per 2 CFR 200.318  

 
• Record retention: The records for property and equipment acquired with the support 

of Federal funds must be retained for three years after final disposition per 2 CFR 
200.334 

 
• 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 per 2 CRF 200.336 

 
• 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 per 2 CFR 
200.337 

 
• 2 CFR 1500.1(a) defines Participant support costs as either: 

o  (1) Rebates or other subsidies provided to program participants for 
purchases and installations of commercially available, standard (“off the 
shelf”) pollution control equipment or low emission vehicles under the 
Diesel Emission Reduction Act program or programs authorized by EPA 
appropriation acts and permitted by terms specified in EPA assistance 

https://www.ecfr.gov/current/title-2/part-1500/section-1500.1#p-1500.1(a)
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agreements or guidance, when the program participant rather than the 
recipient owns the equipment, or 

o (2) Subsidies, rebates, and other payments provided to program beneficiaries 
to encourage participation in statutorily authorized programs to encourage 
environmental stewardship and enable the public to participate in EPA 
funded research, pollution abatement, and other projects or programs to the 
extent permitted by statutes and terms specified in EPA assistance 
agreements or guidance. 
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