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Invoice Tip Sheet
The Basics:
· All grants are paid on a cost reimbursement basis, which means grantees spend their own funds upfront. 
· Payments are made on a Net 30 term basis.
· Invoice template 
· Invoices can’t be processed until your contract is fully executed
· Invoices cannot include expenses prior to the award start date or after the award end date
· Invoices must align with your budget, any changes that exceed 10% of your total budget require approval from your Grant Administrator

What to Include:
· Grant project number (ex FNE26-123)
· Invoice date range
· Signature
· Business name and address, these must match your W-9
· Copies of proof of payment for expenses (vendor invoices, paid receipts, canceled checks, bank statements with items circled) 
· For salaries/wages include employee name, dates, hours worked, pay rate 
· Grantees with subaward contracts need to include this statement on their invoices:
· “By signing this report, “I certify to the best of my knowledge and belief that the information provided herein is true, complete, and accurate. I am aware that the provision of false, fictitious, or fraudulent information, or the omission of any material fact, may subject me to criminal, civil, or administrative consequences including, but not limited to violations of U.S. Code Title 18, Sections 2, 1001, 1343 and Title 31, Sections 3729-3730 and 3801-3812.”

IRB/IACUC:
· Until your Grant Administrator receives documentation of your IRB/IACUC determination, all invoices must include the Invoice Form for Projects with IRB/IACUC Requirements form

Where to submit:
· E-mail financenortheastsare@uvm.edu.  
· Or snail mail
		Northeast SARE, University of Vermont
Attn: Lacey Ford, Financial Manager
140 Kennedy Drive, Suite 202
South Burlington, VT 05403

When to submit:
· At most once a month and at least once a quarter

Final invoice:
· Mark invoice as “final”
· 10% - 20% (see contract for exact percentage) of the total grant funds or the final invoice (whichever comes first) will be held until your final report is approved

Questions:
· Contact finance department at financenortheastsare@uvm.edu or 802-656-7657
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