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	Telecommunication Equipment Distribution (TED) Program

Trainer Monthly Billing Report
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	Trainer Name


	Billing for the Month of:

     

	Fees

Number of clients served (first-time training)
     

x $      each
= 
$     

Number of hours providing client services
     

x $      hour
= 
$     

Number of outreach presentations
     

x $      each
= 
$     

Number of hours providing hourly outreach
     

x $      hour
= 
$     

Number of hours traveling (travel time)
     

x $      hour
= 
$     

Number of hours for equipment evaluation/testing
     

x $      hour
= 
$     

Number of hours for collaboration
     

x $      hour
= 
$     

TED program meetings
     

x $      hour 
= 
$     

TOTAL FEES
 Total
$     


	* Travel Expenses
Car mileage (paid at current state rate)
     

x $      mile
= 
$     



	Lodging

$
	Parking
$
	Ferry

$
	Airfare
$
	Bus
$

	Meals

$
	Toll bridge
$
	Car rental
$
	Train
$
	Other

$

	TOTAL TRAVEL EXPENSES
 Total
$     


	* Miscellaneous Expenses
Postage
= 
$     

Emergency supplies (attach explanation)
= 
$     

Exhibitor fees (attach exhibit information)
= 
$     

Communication access
= 
$     

TOTAL MISCELLANEOUS EXPENSES
 Total
$     



	TOTAL BILLING AMOUNT
 Total
$     



	I hereby certify under penalty of perjury that the items and totals listed herein are proper charges for materials, merchandise or services furnished to the State of Washington.

	Trainer Signature
Date


     

	* Receipts required for reimbursement.  Receipts must be included with the Trainer Monthly Billing Report.

· Car Mileage may be reimbursed when traveling away from home, conducting business on behalf of ODHH/TED, and when approved by TED Program Manager.

· Lodging Expenses may be reimbursed only if traveling fifty (50) miles or more away from the point of departure (trainer’s home), to the client’s home or ODHH; but cannot exceed the maximum state lodging rate.  Lodging expenses require pre-approval by TED Program Manager.
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