Local Comprehensive Needs Assessment Comprehensive Invoice
Submission Instructions
The invoice must include the following three sections:

1. Cover page in letter head of the contracted research agency, which must include:
a. Contract number/title
b. Invoice number
c. Invoice Date
d. Service Period
e. Total amount

2. Task activities summary of work accomplished
a. Task 1

b. Task 2

c. Task 3

d. Task 4

e. Task 5
3. The task-based invoice (a sample is provided below)

	SAMPLE                                                                       COMPANY TITLE
INVOICE PERIOD:

	Line Items
	Task 1
	Task 2
	Task 3
	Task 4
	Task 5
	

	
	Hours
	Amount
	Hours
	Amount
	Hours
	Amount
	Hours
	Amount
	Hours
	Amount
	Amount

	PERSONNEL

	Lead Evaluator
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	Evaluators
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	Coordinators
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	Total PERSONNEL:
	
	
	
	
	
	
	
	
	
	
	

	FRINGE BENEFITS

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	Total FRINGE BENEFITS:
	
	
	
	
	
	
	
	
	
	
	

	TRAVEL

	
	
	
	
	
	
	
	
	
	
	
	

	Total TRAVEL:
	
	
	
	
	
	
	
	
	
	
	

	OTHER DIRECT COSTS
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	Total OTHER DIRECT  COSTS:
	
	
	
	
	
	
	
	
	
	
	

	Total DIRECT COSTS
	
	
	
	
	
	
	
	
	
	
	

	TOTAL INDIRECT COSTS 
	
	
	
	
	
	
	
	
	
	
	

	TOTAL
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