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	STATE OF WASHINGTON

 WSDA 
SCBGP INVOICE 
	
	AGENCY USE ONLY

	
	
	
	
	AGENCY NO.
	LOCATION CODE
	P.R. OR AUTH. NO.

	
	
	
	
	
	
	

	
	
	
	
	
	
	


	AGENCY NAME
	
	

	Washington State Department of Agriculture

Attn: SCBGP
PO Box 42560

Olympia, WA  98504
	
	INSTRUCTIONS TO VENDOR OR CLAIMANT:  Submit this form to claim payment for materials, merchandise or services.  Show complete detail for each item.

	GRANTEE (Warrant is to be payable to)
	
	Vendor’s Certificate:  I hereby certify under penalty of perjury that the items and totals listed herein are proper charges for materials, merchandise or services furnished to the State of Washington, and that all goods furnished and/or services rendered have been provided without discrimination because of age, sex, marital status, race, creed, color, national origin, handicap, religion, or Vietnam era or disabled veterans status.

	(Grant Recipient Name)
(Address)

(Contact Name)
(Phone Number)

	
	

	
	
	BY
	

	
	
	          (SIGN IN INK)
	

	
	
	                                       (TITLE)
                             (DATE)

	BILLING PERIOD (i.e. April-June 2015): 

	GRANT AGREEMENT K#: 


	Budget Category
(All categories may not pertain to your project, refer to the Budget Narrative in Attachment A of your Grant Agreement)
	Line Item Expenditures IN DETAIL
(Expand each section as much as needed to include all necessary details)
	Budget Category Total


	SALARIES

List position title(s) and pay detail

	
	

	BENEFITS 

List position title(s) for reimbursement

	
	

	TRAVEL

List each charge separately, detailing destination 

	
	

	EQUIPMENT

List expenditures by receipt, specify what was purchased
	
	

	SUPPLIES

List expenditures by receipt, specify what was purchased
	
	

	CONTRACTUAL

List expenditures by receipt and vendor name

	
	

	OTHER

List expenditures by receipt, specify what was purchased

	
	

	
	TOTAL
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D
	FUND
	MASTER INDEX
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OBJ
	SUB

SUB

OBJECT
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INDEX
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	CITY/TOWN
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	SUB

PROJ
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	INVOICE NUMBER

	
	
	
	
	APPN 

INDEX
	PROGRAM

INDEX
	
	
	
	ALLOC
	BUDGET

UNIT
	MOS
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	  ACCOUNTING APPROVAL FOR PAYMENT
	  DATE
	  WARRANT TOTAL


	  WARRANT NUMBER


Instructions for Completing the SCBGP Invoice Voucher:

1.  Refer to the Budget Narrative in your Grant Agreement. 
2.  Locate the Line Items for which you are seeking reimbursement. 
(For example, if you purchased a stapler and a box of pens, these would fall under the Line Item “Office Supplies” which would fall under the Budget Category “Supplies.”)
3.  On the invoice, include the Line Item for which you are seeking reimbursement next to the appropriate Budget Category. 
What are Budget Categories?

Budget Categories are the categories of expenditures that are budgeted for your project. For SCBGP, the specific categories are: Salaries, Benefits, Travel, Equipment, Supplies, Contractual, and Other. (Note: your Budget may not include all Budget Categories; you may delete any budget categories on the invoice that don’t pertain to your project.)
What are Line Items?

Line Items are the individual expenditure types that have been approved for your Budget. To locate your approved Line Items, refer the Budget Narrative in your Grant Agreement.

How much detail is required on the invoice?

Include sufficient information for WSDA to confirm that your expenditures are allowable, budgeted and accurately calculated. As a guide, provide detail similar to that included in your Budget Narrative in Attachment A of your Grant Agreement.  If sufficient detailed information is not provided on your invoice, the SCBGP staff may send it back for more information.
Should I submit source documentation with my invoice?
No, you should retain the receipts and other financial records for each invoice. However, these records must be made available to WSDA for review upon request and if not enough detail is presented on your invoice we will require that you provide all source documentation before payment is made.
Can I send my invoices by email?

Yes, please submit all invoices to our general email address: specialtycrop@agr.wa.gov
_852638987

