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Invoicing

» Please use the A-19 template provided with your contract as the
Invoice

» Accompany the A-19 with a report that shows greater detail for each
larger payment category.

» Monthly financial statement or General ledger
» A detailed summary of payroll to support expenses

» Email to del.fiscal@del.wa.qgov

» Feel free to copy your Program Specialist

‘6?: Washington State Department of

Early Learning


Presenter
Presentation Notes
Please use the A-19 template provided with your contract as the invoice

Accompany the A-19 with a report that shows greater detail for each larger payment category.  This report can come from whatever your accounting system puts out that month to summarize expenses by funding stream.   
This could be the monthly financial statement or general ledger linking expenses to each of the HVSA funding columns you receive (Basically, we want detail for MIECHV, detail for TANF, detail for State – whichever applies to you) 

A detailed summary of payroll – here we are looking for something that will supports the payroll expenses. 

At this point, we do not expect further detail on goods and services, travel, contracted services – but these documents will be requested at the intensive financial review later in the year. 

If you have any questions please reach out to your Program Specialist. 


mailto:del.fiscal@del.wa.gov

» Include payroll summary that supports expenses
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Presenter
Presentation Notes
Here is an example of documentation that we received…
It includes a payroll summary, but is difficult to determine whether this supports the total amount billed on the A-19
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Presenter
Presentation Notes
This is a great example of an Expense Summary.
However, there is a lot of room for questions… Did one employee get paid over $9K in July??
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Presenter
Presentation Notes
Another example of payroll documentation. 
This one is simply broken down by each staff member, and we can easily determine the total amount. 
This exact amount was transferred to the A-19…easy approval!


» Acceptable forms of payroll summary
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Presenter
Presentation Notes
Here are some more acceptable examples of payroll documentation:
This is quite detailed, but fairly easy to comprehend
Payroll is broken down by Parent Educator and Supervisor.
Funding is broken down by MIECHV and TANF.
Totals are listed across the bottom
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Presenter
Presentation Notes
Documentation totals should support the Billed Amount on A-19.
The information provided here makes it easy for us to determine reimbursable expenses for this Contractor. 
Again, the total amounts also match what is on the A-19, making it easier to approve/process.
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