


INVOICE SUMMARIZATION SHEET 
 

Agency: _______________________________ 
Project Name:___________________________ 
Proj./Comp. Number______________________ 
Month:_________________________________ 

 
STAFF TRAINING 
 
   WHO       PLB 
VENDOR  NAME   EVENT   ATTENDED   DATE      COST   PLB %            COST 
 
___________       _________      ___________      _________       ___________      _____       ________ 

___________       _________      ___________      _________       ___________      _____       ________       

___________       _________      ___________      _________       ___________      _____       ________ 

___________       _________      ___________      _________       ___________      _____       ________ 

___________       _________      ___________      _________       ___________      _____       ________ 

         
      TOTAL TRAINING       ________
  
STAFF TRAVEL 
 
EMPLOY. NAME/     PLB 
MONTH    MILEAGE FOOD     MISC. EXP.   PLB %  COST 
 
____________ __________  __________ ________________________ _____ _________ 

____________ __________  __________ ________________________  _____        _________ 

____________ __________  __________ ________________________ _____        _________ 

____________ __________    __________    ________________________ _____        _________ 

____________ __________ __________    ________________________ _____  _________ 

 
          TOTAL TRAVEL        _________
  
CLIENT ASSISTANCE 
  
   WHO    PLB 
VENDOR NAME    EVENT   ATTENDED DATE    COST     PLB %         COST    
 
___________       _________      ___________      _________       ___________      _____       _________ 

___________       _________      ___________      _________       ___________      _____       _________       

___________       _________      ___________      _________       ___________      _____       _________ 

___________       _________      ___________      _________       ___________      _____       _________ 

___________       _________      ___________      _________       ___________      _____       _________ 

         
         TOTAL CLIENT ASS’T    __________ 
 
 
  LINE ITEM SUBTOTALS       ___________ 
 
  ADMINISTATION %     ___________ 
 
  TOTAL INVOICE AMOUNT         __________ 
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