
Invoicing 101 for CCMU Grantees



Invoice Form Template

2

Steps 

1

2

3



Invoice Form Template

3

Steps 

4

5



Invoicing Steps 

1. Complete the top portion of the invoice with your 
agency name, address, phone number, submitters name 
& email. 

2. Fill out Equipment/Property Purchases. 

• Enter your equipment description under “BHCIP Equipment”. If 
you do not have any equipment purchases this quarter, delete 
the instructions and leave the field blank

• Enter your equipment total in the field marked “Deliverable 
Amount”. Make sure you are entering the amount in the BHCIP 
section. There should be nothing entered in the CRRSAA 
equipment field

• Make sure your receipts are in chronological order and 
highlighted to easily identify the receipt to the invoice form

• Equipment totals must match exactly what is stated on your 
receipt 
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Invoicing Steps (Continued)

3. Match the total Deliverable Amount EXACTLY as it 
appears in your SOW

4. Add the totals of the Equipment Section and the 
Deliverable Description Section. Please DO NOT 
subtract the equipment total from the deliverable section. 
They are in two separate payment buckets on your 
payment schedule (refer to Attachment E).

5. Please make sure to sign and date the invoice 
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Receipts Submission (1 of 2)

• All receipts for equipment and gas costs should match the total 
purchases listed in the invoice exactly.

• If you billed for an item on your SOW under equipment and did not purchase that item, do not 
include it in your invoice

• Only include items you bought that quarter in the Equipment/Property section 

− Example: If you bought 2 iPads this quarter you would write: “2 iPads at $200 each = $400” 
and submit the receipt that says it was $400 highlighted in the attachments. 

− PLACE RECEIPTS IN CHRONOLOGICAL ORDER OF PURCHASE DATE. 

• The receipts should be INCLUDED in the same document as the 
Invoice form. Only ONE PDF with all attachments (invoice form + 
receipts) should be sent to accounts payable. DO NOT send invoice 
and receipts separately. It will be sent back as a rejection if sent 
separately.
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Receipt Submission (2 of 2)

• If there is a receipt with multiple items that are NOT being billed to 
this project, please highlight the items and costs associated 
with this project so that we can easily match the relevant items 
on the receipt to the costs listed on your invoice form.

• “If you are only billing part of an equipment purchase to this 
project, please note on the receipt how much is being billed.

• Example: If there are 25 laptops purchased but only 3 are for Mobile Crisis, please note 
that on the receipt, with the total for those 3 laptops.”

• “If you incur an expense that exceeds your equipment budget, 
please remember to ONLY bill for the amount of $ remaining in 
your budget. NOTE THIS on both the invoice form AND receipt 
that only $X is being billed to the project.”
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Example of Contract & Invoice 

8

INVOICEFROM CONTRACT

• The Deliverable amount was copied EXACTLY to the invoice (red oval)
• Equipment cost were mentioned in detail and receipts provided (purple oval + next slide)



Receipts 

9

$12,060.00

$ 322.75

• Receipt totals match invoice from previous slides.
• Receipts highlighted to easily verify totals. 
• Invoice form & Receipts packed in one PDF. 



Double Check Your Work!

1. Verify that the amounts you invoiced for are correct:
• Total quarterly amount was copied EXACTLY from your executed 

contract to your invoice
• You only included equipment you purchased that quarter to the invoice
• Equipment you purchased has receipts attached (all in one PDF with 

the invoice form)
• Quarterly amount + equipment total add up correctly
• All receipts total the amount you listed in equipment costs on the 

invoice form above

2. Make sure to sign and date the invoice where indicated (on slide 5 of 
this presentation, this is step #5)

3. Send completed invoice to implementionr1invoices@ahpnet.com 
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FAQs (Slide 1 of 2)
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1. When can I start submitting invoices?

You can submit an invoice once your contract 
has been executed and you have made 
progress towards the deliverables listed in the 
first quarter of your SOW. 

2. I added equipment in quarter 1 on my 
original contract, but want to move it to 
another quarter?

Your equipment total gets separated into its 
own bucket. In attachment E, you will see that 
all your equipment from each quarter gets 
added together. We understand changes come 
up when you want to purchase equipment 
(such as shopping around for cheaper rates or 
realizing you no longer need the equipment but 
need something else for the grant). You can 
move these funds around as you choose. 
However, unused funds will not be cashed out 
at the end of the grant cycle. 



FAQs (Slide 2 of 2)

3. I billed for a laptop for $500 in quarter 1, but only spent $400. Will this money be 
transferred?

The amount you invoice MUST match the amount on your receipt. If the laptop was only $400, 
please make sure you only invoice $400. The receipt must be attached for your equipment when 
submitting your invoice. Don’t worry – the remaining $100 will still be in your equipment bucket 
(refer to image on slide 11 for image of equipment breakout). 

If you don’t purchase equipment that quarter, don’t add anything to your invoice. We DO NOT 
need you to put $0 for equipment on the invoice. We are monitoring your spending for equipment 
on our end. 

4. When will I get paid after submitting the invoice?

Payment terms are 10 business days after the invoice has been approved by AHP. It is not 10 
business days after you submit the invoice, as we need time to review the invoice on our end 
through our Project Director, Grantee Liaison and Accounting end. If you have a rejected invoice, 
it will be sent back to you with an explanation on what needs to be corrected and further delay the 
approval process so please be sure to follow all the steps in this presentation correctly to be paid 
in a timely manner. 
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ahpnet.com

Questions or concerns regarding AHP’s invoicing and 
payment process should be directed towards your 
assigned Grantee Liaison or Implementation 
Specialist.
Final Submission of invoice should be emailed to: 
implementationr1invoices@ahpnet.com

AHP Billing Resource
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