Sample Invoice Template for Use for Reimbursement of Expenses Incurred Personally While Providing Personalized Services for Individual Consumers and for Presentations for Professionals Who Will Benefit from the Information Provided

Name
Address-Line 1
Address-Line 2







Phone

Fax
E-mail Address










Date


INVOICE

Recipient’s Name and Title
Name of Company or Institution
Address-Line 1
Address –Line 2
Phone

Fax:
E-mail Address
	Description of Expense to Be Reimbursed
	Unit Cost
	Total Cost


	Mileage to [city/town and state] for [description of service]
Note: Do NOT use a government vehicle for personalized services that will be involve cost recovery from a third party.
	420 miles @ [use current IRS rate: .445 cents in 2006]
	$  186.90

	Tolls: See attached receipts


	
	$    27.00

	Lodging
	2 nights @ 124.60 with tax
	$  242.20


	Meals: See attached receipts [or use the payor’s per diem figure]
	
	$    78.90


	Other: [Tips]
	5 tips @ $1.00
	$      5.00


	Other: [Copying, fax, postage: see attached receipts]

	
	$  102.00

	TOTAL


	
	$  642.00


Please make check payable to:

Name of RCRE Employee Requesting Reimbursement
Note: You may be asked to provide your Social Security number in order to be reimbursed
Please mail check to: the above address, to the attention of [Name]
