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INVOICE NUMBER INVOICE DATE PERIOD START PERIOD END

CONSULTANT / VENDOR FULL NAME COMPANY / DBA EMAIL

PHONE BILL TO (QuickBooks Customer) QB EXPENSE ACCOUNT PO / REFERENCE #

■  TIME & SERVICES LOG

Date Service Type Description of Duties / Activities Hours

* Service Type: On-site Consulting · Remote Consulting · Phone/Video · Training · Operational Audit · Menu/Recipe Dev · HR Advisory · Financial Review · Marketing · Compliance · Report
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■  MEETINGS & CONVERSATIONS LOG

Date Participants Format Topic / Agenda Outcome / Next Steps

† Format: In-Person · Phone Call · Video Call · Email · Text/Chat · Site Walk

■  REIMBURSABLE EXPENSES

Date Category Description Amount $

‡ Category: Mileage/Travel · Meals & Entertainment · Supplies/Materials · Printing · Software/Tools · Parking/Tolls · Other

Total Expenses (USD)

Tax / Other (if any)

TOTAL DUE (USD)

QBO Entry Notes

• Bill Date = Invoice Date above

• Due Date = Invoice Date + 15 days

• Category = QB Expense Account field

• Amount = TOTAL DUE above

• Memo = paste Overall Summary from page 2
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Engagement Summary & Deliverables — Page 3

Complete all fields. Copy the Overall Summary into the QuickBooks Online bill Memo field.

■  OVERALL ENGAGEMENT SUMMARY (copy into QuickBooks bill Memo)

■  KEY OBSERVATIONS & FINDINGS

■  RECOMMENDATIONS & ACTION ITEMS  (include priority: High / Med / Low and timeline)

■  DELIVERABLES SUBMITTED THIS PERIOD

■  NEXT STEPS & PLANNED WORK

Consultant Signature

Date:

Authorized by (Manager / GM)

Date:

■  SUBMISSION INSTRUCTIONS

1. Complete all fields on all pages. Save a copy as PDF: Inv-[YourName]-[InvoiceNum].pdf

2. Email to: invoices@oonce.com

   Subject line: "Consultant Invoice [Your Name] [Invoice #]"

3. Management will create a Bill in QuickBooks Online using the QBO fields on page 1.

4. Payment terms: NET 15 from invoice date unless otherwise agreed.  ACH / check both accepted.

5. Retain a completed copy for your records.
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