
Pilot Invoice Template Instructions 

Download & Enable Macros 

 Download the “FY26-SRTS-Invoice-Template-Pilot” file.  
 Before opening the downloaded file, right click on the file in your file explorer.  

o In the drop-down menu, click “Properties” 

  
o On the “General” tab of the menu window that appears, check the “Unblock” 

button next to “Security”. Then, click “Apply” and “OK”. 

  
 Open the Excel file. If your file opens with a yellow security banner, click “Enable 

Content” 

o  



Populate Invoice Template 
To bill for expenses incurred for your organization’s Safe Routes to School program, follow 
the instructions below. Remember, only expenses pre-approved in your organization’s 
budget may be billed for your Safe Routes to School program.   

 Click the “SHOW ALL ROWS” button at the top of the file (Cell K1) 

o  
 Enter your organization’s name (cell C6). 
 Enter the start date of the billing period for which you are invoicing (cell E6). 
 Enter the end date of the billing period for which you are invoicing (cell F6). 
 If applicable, enter your internal invoice number (Cell G6). 
 To bill personnel expenses, complete Section A as described in the template. Enter 

information for Section A in columns C, E, F, and H. The other columns in the 
section will populate based on your inputs. 

o Example: 

 
 To bill supplies and materials, complete Section B as described in the template. List 

non-personnel costs by expense category listed in your award and a brief 
description in column C. Enter the total cost ($) for each line item in column J.  

o Example: 

 



 To bill for travel expenses, complete Section C as described in the template. List 
travel expenses by employee. As applicable, enter the mileage cost ($) and/or other 
travel expenses total ($) (e.g., bridge fare, hotel expenses, etc.) in columns H and I. 
The total travel expenses for each employee will calculate in column J.  

o Example: 

 
 To bill administrative expenses (e.g., allocated pooled administrative costs), 

complete Section D. List administrative expenses by category, including calculation 
of amount charged (column C), receipt/expense date (column I), and amount 
(column J).  

o Example: 

 
 To bill indirect costs, complete Section E. If your organization’s approved indirect 

rate is based on Modified Total Direct Costs (MTDC), enter the percentage in cell 
I102. If your organization’s approved rate uses a base other than MTDC (e.g., Salary 
& Fringe, Salary only), enter the basis in cell E103 and the total in cell J103.  

o Examples:  

o  

o  
 The authorized invoice signer should enter their name and the date in Section F (cell 

D108). 



 Click the “Invoice Complete” button to the right of Section F. 
 Create a PDF of the invoice or print a copy. To the extent possible while maintaining 

the legibility of the invoice, use the “Fit Sheet on One Page” option in the print 
settings in Excel. On the PDF or printed copy, the authorized signer should add their 
signature to Section F on the line above their printed name and date.  

Example completed invoice below. 

 



Submission 

In an email to the SRTS Team at srts@michiganfitness.org:  

 Attach a copy of the PDF or scanned invoice.  
 Attach all required accompanying supporting documentation for invoiced expenses.  


