Invoice Template Instructions
FY 10-11
The overview of the way the template works.
At the Start of the Grant:
On the ‘Invoicing Tracking’ Tab you will see a split screen.  The same document shows up on both sides of the window.  This view just allowed you to see two sides of the page at once in a closer view.  If you make a change in one side of the screen, it will automatically replicate that change on the other side of the screen.  
1. The District must fill out the areas that are highlighted in RED. 
0. First, fill out the Project Title, the Grantee, and the Contract Number.  You can change the color back to BLACK when finished.  
0. Next, fill in the Task Numbers and Task Titles, as indicated on the Project Timeline. Replace the RED example that is already there.  Do not mess with any other columns.  
0. Next we will need to input 3 formulas- one for Cash Match, one for In-Kind Match, and one for the Grant Amount.  Skip over the Total Cost Column and the Grant Amount Column (we will get to it later).  Please reference the percentages of Local Cash Match and Local In-Kind Match the grant has, as indicated in the Project Timeline.  For this FY the match is a percentage of the Total Cost, not a percentage of the grant amount.  It should be at least 10% if there is only Cash Match or at least 7.5% as Cash with the remaining 2.5% as In-Kind.  Over match is allowed, which is why these formulas can vary from grant to grant.   
2. Click on the first cell of Cash Match for Task 1 (cell E9).  This default formula should come up (=C9*0.075).  Convert the percentage of Cash Match into a decimal, for example if it is 7.5% the decimal would be 0.075, if it is 10% the decimal would be 0.1, if it is 15% the decimal would be 0.15. Change the decimal value in the formula to match the percentage of your grant.  The formula should now read (=C9*your decimal value of Cash Match).  Once the formula is complete for cell E9, drag the formula down for each task in column E.  
2. Do the same for the Local In-Kind Match.  Click on the first cell of In-Kind Match for Task 1 (cell F9) to begin.  Convert the percentage of In-Kind Match into a decimal. If needed, change the default formula of (=C9*0.025) to (=C9*your decimal value of In-Kind Match).  Once the formula is complete for cell F9, drag the formula down for each task in column F.  NOTE: If the In-Kind Match does not have a proportional draw down, no formula is needed.  Delete the formula and just type in the monetary value for each respective task.  Leave a ‘0’ where there is no In-Kind.  
2. Now you will do the same for the Grant Amount. Click on the first cell of Grant Amount for Task 1 (cell D9) to begin.  Convert the percentage of the Grant Amount into a decimal. Change the default formula of (=C9*0.9) to (=C9*your decimal value of Grant Amount).  Once the formula is complete for cell D9, drag the formula down for each task in column D.  
0. Next, fill in the Total Cost Column for each task as indicated on the Project Timeline. You will notice that the Grant Amount Column, Cash Match Column, and In-Kind Column will automatically populate the correct values based on the formulas you just completed.  
0. If you scroll down the page, the Project Totals will automatically populate as well.  
0. A cross check calculation follows which is based on project totals to make sure the correct percentages are referenced.  This is extremely helpful if the In-Kind is not proportionally distributed so you can check to make sure the minimum is meet.   
0. IMPORTANT: Do not type in any values to the rest of this spreadsheet! Each cell already has a reference to its respective Invoice Tab.  If you type something in, you will override the formulas.  When the amount is inserted onto the Invoice Tabs, the amounts will automatically populate the Invoice Tracking Tab.  Further Instructions follow.  

At Each Invoice:
Again, DO NOT type in any values on the Invoice Tracking Tab. The values will automatically get populated when you input numbers into the Invoice 1, Invoice 2, etc. Tabs.  
1. For the first invoice, Click the Invoice 1 Tab.  For all following invoices, click on the appropriate Tab. 
1.  Type in the information in RED in the heading of the page. This will be the page that gets submitted to RMB and Accounting, so it must eventually get transferred to a Grantee letterhead.  Change the font color back to BLACK when finished. 
1. Next insert each Task number and Task Title, as indicated by the RED, according to what you have already typed in on the Invoice Tracking Tab which matches the Project Timeline.  (To save time you can copy and paste the values you already typed into this sheet).  Just make sure existing formulas in other columns are not overridden.  
1. In the Total Amount Invoiced Column type in the Total amount that was charged for each task before local mach is taken out.  The formulas in the spreadsheet will break town that amount into Grant Amount, Cash Match and In-Kind Match in the following columns (based on the calculations made on the Invoicing Tracking Tab). 
1. The total values of each column will be calculated in the final row of the table and the Net Amount of Grant Funds due to the grantee will be indicated.  
1. The Overall Funding Summary, at the bottom of the page, already has formulas in place that will calculate the amounts as indicated by the title.  
1. This Tab will now be ready to submit as the Invoice Page of the Invoice Packet.  

1. Now, click back to the Invoice Tracking Tab.  
2. You will notice that the table for Invoice 1 has been populated.  Also, the Invoice Total, the Previous Amount Invoiced, and the Amount Invoiced to Date parts of the tables have been populated.  
2. Please insert the date of the invoice in the Title of the Table, as prompted in RED.  
2. Use the split screen window to show the Invoice 1 Table on the left side and the Total Amount Invoiced and the Amount Remaining Tables on the right side. You can now compare the two side by side.  
2. The Total amounts spent and remaining will be automatically populated.  If a Grant Amount has been overspent, the value will turn RED to let you know how much that task has been overspent by.  You as the District Contract Manager can either dispute the overspending on the invoice, or you may accept it with the requirement that another task must be under spent by that same amount.  The Contract Manager must keep record of this.   

1. Follow these same steps to record each invoice.  

