SUBMITTING A TRAVEL INVOICE
Downloading the Excel Spreadsheet Template

Travel/Mileage Invoices must be submitted electronically in order to be paid. In order to submit an electronic spreadsheet for payment, you must first download the spreadsheet on the MSPD Website. 

Click on the “Panel Attorney Resources” link under the “Private Counsel Opportunities” tab.
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Enter the password (mspdwork).
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Click on the “Panel Attorney Payments” link.
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The link for the invoice template is at the bottom of the page. Select either the .xlsx format or the .xls format (for versions of Excel earlier than 2007).
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The following menu should appear. Select “Open.”
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Complete the spreadsheet as outlined. The mileage will be calculated automatically. 
[image: image6.png]Client Name John Doe Invoice Date December 14, 2011
Cause Number| 10PO-CR000000 Invoice # (optional)
Assignment # PA-0000-0000 Payable To|Daniel Defender, Attorney at Law
Region 2 (name or firm)| Defenders United, LLC

FEIN or SSN|19-0000000
Address1|1234 Anywhere Street

Email completed invoice to Address2|
sharon.carter@mspd.mo.gov City, State, Zip Justice, MO 65100

Mo. State Public E-Mail | dan.defender@law.com
Conflicts & Phone|[123-456-7890

1000 W. Nifong

Building 7, Suite Invoice Total $36.48
Columbia, MO

573-882-9855 ext.
fax: 573-884-4020

MILEAGE Mo. Mileage Rate: _§ 037
Travel Date From To Purpose Round Trip Miles |Total
My office- ’ -
11/25/2011 1000 West. 2000 East | Audrain County Preliminary 98.6| $36.48)
st 10 Courthouse Hearing





Save it as an Excel Workbook. You can check the document properties of the document to be sure it saved correctly. Right click on the document and select “Properties.” The type of file should say “.xlsx” (or “.xls”) as indicated below.
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Once you have properly completed and saved the spreadsheet, attach it to an email and send to MSPD Case Contracting at: Case.Contracting@mspd.mo.gov
