UNIVERSAL INVOICE FORM

INSTRUCTIONS


Instructions for page 1

Enter your name in the appropriate space. The boxes on the invoice cover page correspond to the numbered instruction below. 

1. Enter the contract number. The number can be found on the cover page of your Contract and/ or Agreement. 

2. Enter the invoice number that you assign.

3. Check the appropriate box for the type(s) of submission for the current period. More than one box may be checked. The accrual box must be checked for each submission for costs incurred through the end of the month, but not yet paid (i.e. payroll).
4. Enter the contract term; if you are unsure, consult your contract.

5. Enter the period of time for which you are requesting a reimbursement and/or reporting an accrual, or an advance.

6. The in-school youth expense is an automatic box based on supporting worksheet completion (Universal Invoice Detail-B (C36), make sure a % number is entered in row 33 column C). Check the calculations to make sure that all the expenses are reported correctly (FOR YOUTH PROGRAMS ONLY).
6a. This box is automatically filled (Universal Invoice Detail-B (D36), make sure a % number is entered in row 33 column C).
7. The out-of-school youth expense is an automatic box based on supporting worksheet completion (Universal Invoice Detail-B (C41), make sure a % number is entered in row 38 column C). Check the calculations to make sure that all the expenses are reported correctly (FOR YOUTH PROGRAMS ONLY).
7a. This box is automatically filled (Universal Invoice Detail-B (D41), make sure a % number is entered in row 33 column C).
8. This box is automatically filled based on supporting worksheet calculations (Universal Invoice Detail-B, (C30)). This box is reserved for all NON-YOUTH PROGRAMS reporting. Check the calculations to make sure that all the expenses are reported correctly.

9. This box is automatically calculated by summing boxes 6 & 7 or box 8. Check the calculations to ensure the formula is working. 

9a. this box is automatically calculated by summing boxes 6a & 7a or box 8a. Check the calculations to ensure the formula is working.

10. Box 10 is automatically filled from box 9.

11. Box 11 is reserved for you to enter the re-payment amount to be applied to previous cash advances. Make sure that the amount matches your advance re-payment agreement and schedule. This is a manual box enter from cash advance worksheet. 
12. Box 12 is automatically filled from boxes 10 & 11.

13. Box 13 calculates from C20 cash advance worksheet. Is for you to request an advance on next month’s (period) expenses. Please make sure you have an advance request approved by your Project Administrator prior to requesting it on this form.

14. Box 14 is reserved for you to enter your total reimbursements to date from cash advance worksheet. You will need to keep track of these amounts.

15. Box 15 is reserved for you to enter any invoices submitted but not yet paid. You will need to keep track of this information. It will also help your project administrator in following up on any overdue invoices.
16. Box 16 is automatically filled by adding boxes 14 & 15.

17. Box 17 is reserved for you to enter the total advances that you have requested and received to date, from the cash advance worksheet. 

18. Box 18 is automatically filled from box 13.

19. Box 19 is reserved for you to enter any advance re-payments to date, from the cash advance worksheet.

20. Box 20 is automatically calculated based on boxes 17, 18 and 19.

21. Box 21 is your certification area. Make sure that the person completing the information on the form is not the same person approving the form. You must have two signatures before submitting the invoice for reimbursement. 
AA. Box AA is automatically filled from boxes 12 & 13 which are based on the information contained on the cover page.

BB. Box BB is automatically filled in from D45 Accrual worksheet
ACCURAL WORKSHEET is reserved for your accrual amounts. You must report all accruals on a monthly basis and submit them with your invoice by the 10th of each month.  This includes those expenses that you know were incurred for the month you are reporting, but you have not yet paid.  Examples of an accrual amount may be a payroll period that ended in the prior month, but will not be paid until the next.  Or you have received supplies or equipment in the current month, but the bill won’t be paid until the next month.  
In the event that your invoice doesn’t make it into our office by the 10th of the month, please provide a copy of your accruals to EDA without the invoice.  This information must be reported to the State every month on a timely basis.   

Instructions for Line Item Detail (pages 2 and 3)
1. Complete Universal Invoice Staff Costs Detail-B1, Page 3 (Worksheet B1) first;
.
a.  Be sure to include the contracted positions and names of the staff for which you are reporting wages, put in Current Month Cost (column B). Under Program Cost to Date (column C) add column “B” total to your YTD total for each staff member listed. The results of the calculations on this page populate to line 9, column D of the Universal Invoice Detail-B or page 2.
b. Be sure to fill in your Total Contract Salary Budget (column D) for each staff member listed; this is found in your Contract and/or Agreement. The results of the calculations on this page populate to line 9, column E of the Universal Invoice Detail-B or page 2.
c.  Make sure that the benefits (line 32 and below) you are reporting match your contract budget page percentages or flat amounts. As above you will need to report benefits for Current Month Cost, Program Cost to Date and Total Contract Benefit Budget. The results of the calculations for these sections populate line 10 of the Universal Invoice Detail-B or page 2 (Staff Benefits).
2. After completing Staff Costs Detai-B1l, Page 3, you will complete the balance of other information requested for Universal Invoice Line Item Detail-B, Page 2. Formulas are inserted in the columns to total the information you enter. Make sure you complete the second and third columns. All totals are carried to the cover page. Check the results for accuracy.
 (Pages 4 and 5) FOR YOUTH PROGRAM PROVIDERS ONLY
3. The area below row 31 on the Line Item Detail is reserved for YOUTH PROGRAM providers only. Complete Worksheet B2 and B3 before completing this section of page 2. Worksheet B2 (page 4) and B3 (page 5) are reserved for your completion. All participant wages identified must include the participant’s name, social security number, and the cumulative wages through last month.
4.  The other direct charge expenses (lower portion of page 4(ISY Direct Expense B2) can be lumped together, but make sure that the individuals expense is documented by participant in your files. After completing Worksheet B2 and B3 follow instructions A through D below. 
A. Enter the enrollment percentages where indicated. You will find these percentages on the enrollment Summary Report Form that you receive monthly via email. 

B. The next box is populated by a formula that applies your enrollment percentage to the total current billing period expenses in column one. 

C. The next box is populated by the information you furnished on worksheet B2 and includes all expenses that are directly and easily identified with an in-school youth.

D. The next box is automatically calculated and is copied to Box #6 on the cover page.
5. The next section (OSY Direct Expense-B3) is completed in the same way utilizing the information supplied for out-of-school youth.

Universal Invoice, Cash or In-kind Match Detail, Page 6 Instructions

Cash match is defined as documented expenses paid from non-federal or federal sources, depending on the grant guidelines, for the benefit of this program. In-Kind match is defined as a value added for the benefit of the program, but for which the contractor or partner did not incur out-of-pocket expense. Examples may be, volunteer time, donated equipment, space or utilities provided, etc.).    

Universal Invoice, Cash Advance Worksheet, Page 7 Instructions

The Cash Advance Worksheet is not to be submitted with each invoice and should only be submitted when requesting an advance.
When requesting an advance the contractor must: 

1. Provide a letter of request with basis for estimate to EDA (Adult Programs Only)
2. Complete page 1 of the Universal Invoice Form (Cover page).
3. Complete Cash Advance Worksheet and submit with page 1 and letter of request (Adult Programs Only) to EDA Planning and Development Project Administrator.
Page 1 (Universal Invoice Cover Page) should be completed as appropriate. Advance amount requested must be indicated in Box #13. Please be sure to include any previous cash advance requests and/or payments in Box #17 and Box #19 respectively.

Completing the Cash Advance Worksheet Page:

· List Staff and/or Participant Cost Detail and provide information regarding the basis for your estimate in the third column.

· List all other line item detail and provide the basis for your estimate in the third column.
· List all available cash and reserves and provide source of funds information in the third column.
· List any previous advance in the Advance Re-Payment Recap section and identify any repayments in the appropriate payment period. Totals are automatically calculated. 

· Provide authorization certification signature.
Upon approval, the Letter of Advance with the agreed re-payment schedule will be submitted to contractor. This approval becomes a term and condition of the contract and is incorporated therein.  For Youth Programs, cash advances are paid in full on the next months invoice unless otherwise approved by EDA.
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