Checklist - Monthly Invoices / Prepared by: [insert your name]
Directions: Verify each category and place your initials each box.  If not applicable write “N/A.”  
This checklist will be the first page of the invoice packet.



Verified
All forms or templates listed can be found on the Supreme Court of Ohio, Dispute Resolution Section’s 
(Court) web site (required unless an exception is noted): http://www.sconet.state.oh.us/dispute_resolution/  


Deadline 
            








Verified
· Postmarked by the 10th of the month 





Invoice - General








 Verified
· The invoice is the one sent to you by the Court unless pre-approved by the Court  
· The term at the top of the invoice matches the term of the grant

· Check date of submission

· Check for deleted formulae

· Double check math (correct totals should be in the appropriate cells)

· Check for proper signatures

· Check for correct/current dates with signatures

· Has no line items that are not included in the grant
Salary/Benefits/Time Log







Verified
· Includes all pay stubs available as of the 10th of each month

· The format of the time log is the one designed by the Court

· Benefit % matches the % listed in the certification letter

· The $/hour matches the pay stubs

· Accounts for every work day for the relevant month








· There are no missing pay sheets/time stubs/copies of checks (proof of payment), or gaps in payroll

· Employee name and month is indicated on all time logs

· All days have necessary details (i.e. vacation pay, unpaid sick leave, etc.)

· If comp time is applicable – an current balance is included (at the bottom of the time log)

and appropriate adjustments have been made (earned/used)

Note: A “fiscal year” is July 1 -  June 30.  Double check deadlines---you cannot claim payment for events/activities that occurred before/after the start of your specific grant for the fiscal year

Travel










  Verified
· Has the correct mileage on travel logs






· Mileage should be recorded adhering to Courts’ travel guidelines (Map Quest is a useful tool to chart out mileage)
· Included necessary receipts, food, parking, etc. - restaurant receipts are itemized
· Copy of credit card used or credit card number (only if a local court credit card was used)

· Readable – the details on the receipt can be read
Training

· Training agenda and registration details                                                                           Verified
· Proof of payment

Contract Mediators                                                                                                                 Verified


· Their name is on the roster submitted to the Court (if not, submit an updated roster including the mediator’s resume with all required information and an independent contractor agreement form (see grant for details).

· Contract mediator invoice(s): the invoice form may be the one designed by the Court  if not, all information on the Court’s template must be included
· Proof of payment for each is included

· Check for double payments—have your own tracking spreadsheets for each contract mediator
· Payment for services only and not for phone calls, copies, etc. because these are not a part of the contract and will not be reimbursed by the Court

NO monthly journals are included   (replaced by quarterly reports)                                     Verified



Questions/comments/recommendations/etc. are attached (we welcome your feedback)  Verified
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