Step 3:
Invoice Application
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Grants Application I Manage Invoiceli
_ Seamily o __Completion Repbrts
1. Log into the portal. Please Log In (Helpol ks Administration —
. . 4 MyGaDOE Online Guida EOPA Reports
2. Select Grants Application I e =TT | online Help
. Applicati

3. Select Manage Invoices a 0 "”““"“': e e

. s Loty o - ¢ Georguas:atldards CLIP State
4. Select the Fiscal Year e e

i ke ¢ Financial Reparts

5. Select the appropriate grant S
6. Select the fund month that you are This website requires Cookies be enabled in your browser,

processing and hit add

7. Input the invoice information and hit I"-anmice Application
add Grants | Assignment | Allocations | Admin

Print

8. Add all required invoices and
attachments to list

Fiscal Year: 2020 ¥ System Name: Dawson County - 642 v
0. Once all invoices are updated, hit rant: [Pupil Transportation - State Bonds - 22. v Select Status: | Al v]
send to submitter Grants Period:  7/1/2019 through 6/30/2020 :'““'“ Funds for(7/2019 v d |
L . eriod: 7/2019
10. Then go to “submit invoices”. Click : 8/2019

on the paper Requested
Amn“nt ICIJ'ZCI 19

11. Open the request and hit submit. 11/2019 -
Dawson County -|Pupll Transportation - State Bonds - 15 | 04,2020 Approved $154,440.00 W 071772020
642 - 224 ‘ 12/2019 ‘ . I
12. The request goes to Program =.1/2020

Manager for approval s 3
. . . . (70 OE
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Sample Documentation

CARES budget

2015-2021 BSM
5 96, 75600 ] ITAQS
Funds must be expended by 9/30/2020
Aciual B diture detual Expendd Actual Exponditurs
[Title Cost Center Total Drawdavwn (9/17/2000) Drawdewn (12/14/2020) |Orawdown 1/14/2011)  Remalng Balance
Salowies « 1o cover furiough doys w0110 § 42,000.00 5 2938360 5 587672 5 6,739.68
TRS - fior furfough doys 1000-230 8§ £.005.00 $ 560051 $ 112010 % 1,284.38
tiearing & Sonitizing buiding 600-300  § 9,021.00 | 5 4,750.00 § 417100
PFE Supplies 2600-610 & 17,72000 | 5 4,000.76 b3 148400 5 12,245.24

If recipients are_only uploading detailed expenditure reports
that fully align to the drawdown request, the recipient will need
to sign off on the report with the following statement:

By signing this report, I certify to the best of my knowledge and
belief that the report is true, complete, and accurate, and the
expenditures, disbursements and cash receipts are for the purposes

and objectives set forth in the terms and conditions of the Federal
award.
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I Pay inveices online al:
Ll W COmAIvaICIng

Slr.: uplo papariess mwolcin
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THTE FURCHALE 1 COVERNLD EXCLUSVELY BT (RANGEN 5 TERNME OF SALL. INCOUDING. () SOPUTE HVDICE SUB TOTAL 120.0:0
LS. TRV REMESTES, AND (1) CEMTAIN WARRAMTY AND DAMAGES LIMTTA TAONS AND DUECLAMERS SHIFPING 571
ERFECT AT Tral Tiwal CoF Thifl QAOER, Wit AR INCORMORA TED 8 T SEFERTNCE NERELN. GAAINGER S TAX 074

THRAFS OF SALE ARE AVALARLE AT WAV, CRLNGER COM .

T BT TLEA BT A AV AT W G, I GR. CARD O CASH RECEIVED 13545

Thadisn baTri ahe

wokd 166 Somaalic ContuTpTon. I #npoitid,
wxpoit poilrody. Diswrmion coatnary 1o US law prohibited
Repm

|, e Chinid aisumes full responsbibly for complhance with US

[FeFATIENT DUE -

PAYLENT TERME Malerland .THIS INVOICE FOR WOUR RECORDS.

| AMOUNT DUE $0.00

A
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Invoice Application Process

& Invoice Application
Grants | Invoice | Assignment | Audit Trail | Allocations | Admin

Print All| | Submit | Load Data| | Print

Grant Details

Status: New Payment Request State Project Number: 100

Fiscal Year: 2026 LEA Fund Code: 100

System: Dawsan County - 642 LEA Program Code: 2411

Grant: Pupil Transportation - State Bonds - 224 Approved Budget: 5154 440,00

Grant Period: July - 2020 to December - 2023 Funds Received: $0.00

Request of Fund for Period: November - 2021 Available Budget: 5154, 440.00

Local ID: Ex Bond Series: | v |

Invoice HNumber: Vendor Name: Date Item Received: El

Invoice Amount: 0 Paid From other Sources: 0 Amount to be Reimbursed: 0

Function Code: | hd |'Dhject Code: | w |Iliscal Year: [ o |
| |

Comments:

Invaoice List

/‘: - )
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Drawdown of Funds

* Recipients participating in the BOOST Grant with GaDOE will draw down funds
according to the invoice schedule outlined in the RFP for all allowable expenditures
incurred in their respective participating program(s). An expenditure incurred will be
defined as an expenditure on goods and/or services that the recipient has received,
even if no payment was made. This will include goods and services received, such

as salaries, consumed utilities, rent, and supplies.

Drawdown Dates Drawdown Amount Expense Months

October 31, 2025 25% October — December

December 31, 2025 950% November — February

February 28, 2026 /5% -Summer Only 50%  January — April

May 31, 2026 100% March — July -
aVDOE
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Helpful Tips: Reimbursement RequestProcessing
inGaDOEInvoice Application

(anynon-employee service Eees Transportation

providers such as enrichment 1 .

contractors,external evaluators, . Invoice :

professional development o p Di . 1. Invoice frF)m the

trainers, consultants) - Program Director’s TransportationDepartment/

1. Invoice signed approvalon the Transportationservice
InieleE provider

2. Program Director’s 3. Proof of payment 2. ProgramDirector’s signed

gigngd approval on the approval onthe invoice
HVOICE 3. Proof of payment

3. Proof of payment Utilities

4. For professiona_l _ 1. Utility bill
development services:
workshop agenda

2. ProgramDirector’s

signed approval on
5. Forparent involvement the invoice/bill

activities: workshop agenda 3. Proof ofpaymenttext
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Helpful Tips: Reimbursement RequestProcessing
inGaDOEInvoice Application

National Criminal Travel Expense IndirectCost
(e.g.,forregularcommuting,professional

development)
1. Generalledger/expense

1. Travel ExpenseStatement statement thatserves as the
: and expense receipts, if basis of theindirect cost, with
g- &LS" l(zlf(%eBréqn?j _co¥e(;ed applicable an annotationindicating how
thy e N (indicated on 2.For professional development the cost wascalculated

e invoice, forexample) _ 2 | IEntrv/G |

and non-routinetravel: < vournalEntry/sencra

3. Program workshop, conference, or Ledger thatdemonstrates that
Directo.r’ssi_gned approval meeting agenda the indirectcost has been
on the invoice charged to theBOOST grant
subledger

1. Invoice

3. Program Director’s signed

4.Proof of payment approval on the TravelExpense
Statement and invoices
(e.g.,receipts,bills, airline
ticketing invoice)

4. Proof of payment
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Helpful Tips: Reimbursement RequestProcessing
inGaDOEInvoice Application

1. Proposed narrative of
expenses. Reviewed and
approved by GSAN.

Capital Expenses
($5,000 or more)

1. Requires prior
approval, e.g., large
technology purchase or
vehicle. (Only for single
item cost of $5,000 or
more.)

1. Payroll system-
generated report or
spreadsheet (if the payroll
system-generated report is

unavailable) 1. Purchase order
2. Electronic 2. Invoice

payment/checks (ADP) 3. Program Director’s

register : signedapproval on the
3. Cancelled checks, if invoice

requested by GaDOE 4. Proof of payment
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