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Retrofit Ancillary Grantee (RANGE) Program
  Invoicing Guide

Congratula�ons on your RANGE grant. This guide is intended to help  you submit  the required
informa�on to MBI to facilitate payment reimbursement.  All payments must be submited within 45 
days a�er the period of performance to allow Mass Tech and MBI  sufficient  �me to  review and reconcile 
final invoices.
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RANGE Invoicing Package Checklist 
 

All items listed below must be submited to MBI for reimbursement. RANGE awardees are 
eligible for reimbursement monthly; you may also choose an alterna�ve frequency for your 
organiza�on. The Statement of work number is the contract number. The requisi�on number is 
the number invoice you are submi�ng, if this is your first submission, this would be #1.  

 Cover leter 
 Payment Requisi�on & Cer�fica�on Form (an exhibit within the contract) 
 Advance Payment and Jus�fica�on Form (an exhibit within the contract) 
 A budget document including the completed invoice tab for the property 

for which you are reques�ng reimbursement. Please use the Excel file sent 
with your contract. 

 Suppor�ng Documenta�on  
(i) Detailed General Ledger report* exported from your 

accoun�ng system;  
(ii) Copies of suppor�ng invoices and payroll documenta�on.  

 

 

 

  

 

Please note:

* An invoicing package is required for each payment request. Be sure to include the budget spreadsheet 
tracking actual expenses for each property included in the invoice package.

*   A signed  property  access agreement is required with your first invoicing package if you did not provide 
the signed agreement with your applica�on.

* Label documents with the corresponding line number from the budget template.

All documents should be uploaded to the MBI SharePoint site, under your 
respective folder.
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Cover Letter  
NAME OF ORGANIZATION 

ADDRESS OF ORGANIZATION 
 

  

 

INVOICE #: 

INVOICE DATE: 

INVOICE PERIOD: 

INVOICE REQUEST AMOUNT: 

  

INVOICE DESCRIPTION: 

 

RANGE Cycle [ ] 
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Payment Requisition & Certification Form 
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Advance Payment and Justification Form  
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