
 Colorado Department of Public Health and Environment 
(CDPHE) 

 
How to Use the 

Reimbursement Invoice Form 
 

 
The CDPHE Expenditure Invoice Form is created in Microsoft Excel as a workbook.  
Ensure that you are using the latest version of the workbook by downloading the 
document each time it is needed.  The version is listed in the footer.  
 
The workbook contains 2 sheets, the Reimbursement Invoice sheet and the 
Expenditure Details sheet.   
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The “Expenditure Details” sheet is the only sheet that the Contractor enters data 
into. The “Expenditure Details” sheet auto-populates the second sheet titled 
“Reimbursement Invoice”.  
 
 
Many cells in the workbook are locked to protect formulas.  You are not able to 
enter data into these cells.  Formatting and row and column headings are also 
locked.  
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You are unable enter 
data into these cells 

and others in this 
spreadsheet.  The 

formulas in these cells 
will calculate the total 

for you. 

 
 
 
 
 
 
 
 



 
Some information has already been entered for you, such as CDPHE’s name and 
address.  The data in these cells cannot be changed.    
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Cells containing a red triangle in the corner display instructions when the cursor 
is held over the cell. 
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Once you have completed the Expenditure Details sheet, the Reimbursement 
Invoice sheet will have auto-populated and is ready to be printed.  To complete 
the Reimbursement Invoice sheet, review the data that auto-populated to ensure 
all appropriate cells contains data.  Print the sheet and read the attestation 
statement at the bottom of the sheet.  Sign and date the attestation.    
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Prior to submitting 
this sheet and the 

Expenditure Details 
sheet to CDPHE for 
reimbursement, sign 

and date this 
attestation.  

 
 
Your CDPHE program representative will instruct you on how to submit both the 
Expenditure Details and Reimbursement Invoice sheets.    Contact your CDPHE 
program representative for instruction and technical assistance to complete these 
sheets.  
 


