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DEFINITIONS

APM – Agency’s Project Manager

Contract – Work Order Contract (WOC) or Project Specific Contact

Contractor – Consultant or any other independent contractor that has entered a contract with Agency

CPFF – Cost Plus Fixed Fee

DBE – Disadvantaged Business Enterprise

DSR – Direct Salary Rate Schedule

EA – Agency’s Expenditure Account number

ESR – Escalated Salary Rate Schedule

FP – Fixed Price

NBR – Negotiated Billing Rate Schedule

NTE – Not to Exceed 

ODC – Other Direct Costs

OPO – ODOT Procurement Office

PA – Price Agreement

T&M  - Time and Materials with NTE

WOC – Work Order Contract

1.0
OVERVIEW

Background

Oregon Department of Transportation (ODOT) Procurement Office (OPO) staff conducted a review of current invoice formats and requirements. OPO staff was charged to do the following:

· Develop standards for invoices

· Develop instructions for Contractors for invoice preparation 

· Develop a matrix for quick reference
Issues
· Agency-wide consistency in invoice requirements and format

· Invoice preparation time for Contractors

· Required supporting documents (Timesheets or Time Summaries, Phone Bills, Subcontractor invoices, etc.)

· Extensive time required for Agency Project Managers, OPO or other Agency staff to review invoices 

Approach
· Review of current invoice formats, requirements, and guidelines

· Review of current practices 

· Discussion with Audits and Financial Services

· Discussion with Contractors working on ODOT contracts

· Discussion with ODOT Consultant Project Managers and Contractor Project Managers

· Obtain input from other Agency stakeholders

Goals
· To standardize invoice information as shown in Section 4 of this guide

· Provide consistent invoice preparation guidelines 
The objective of this document is to provide guidelines for Contractors in the preparation of invoices to mitigate the time spent and to provide consistency throughout the Agency statewide.  Additionally, proper invoice preparation by Contractors expedites payment and proper review assures that payments are allowable under Contracts.

2.0
QUICK REFERENCE MATRIX 

	
	Methods of Compensation

	Invoice Submittal Requirements
	Fixed Price
	Time and Materials
	Cost Plus Fixed Fee

	“Printed” Font Size must be at least 10 point
	x
	x
	x

	Submitted Monthly (or as indicated in the Contract)
	x 
	x
	x

	1 Copy of Supporting Documents
	x 
	x
	x

	Progress Reports
	x
	x
	x

	Separate Invoice per Contract
	x
	x
	x

	Subcontractor Invoices (for reference only)
	 
	x
	x

	Vendor Invoices/Receipts for Other Direct Cost(s) 
	 
	x
	x

	*Contractor-Approved Travel Request Form 
	 
	x
	x

	*Travel Expense Claim (TEC) 
	 
	x
	x

	Travel Expense Receipts
	 
	x
	x

	Timesheets (upon Agency’s request)
	 
	x
	x

	Paid Summary Report
(required for any Contract or WOC that includes subcontractors)
	x
	x
	x

	279C.110 Expense Report (required only for A&E and Related Services and only with final invoice)
	x
	x
	x


*These are Contractor/Consultant forms used by some firms for approving and tracking travel. These forms are only required if your firm uses them (or a similar form).

	
	Methods of Compensation

	Invoice Data Requirements
	Fixed Price
	Time and Materials
	Cost Plus Fixed Fee

	Price Agreement/Contract Number
	x
	x
	x

	Work Order Contract (WOC) Number 
	x
	x
	x

	Expenditure Account (EA) Number (if provided by Agency)
	x
	x
	x

	Invoice Number 
	x
	x
	x

	Invoice Date
	x
	x
	x

	Billing Period
	x
	x
	x

	Contractor Name, Address, Phone, FAX
	x
	x
	x

	Agency Project Manager Name
	x
	x
	x

	DBE Participation
	x
	x
	x

	**Contractor Project Manager Name
	x
	x
	x

	Contractor Project/Job/Reference Number (if used)
	x
	x
	x

	Name/Classification of Employee
	 
	x
	x

	Number of Labor Hours 
	 
	x
	x

	Employee Billing Rate 
	 
	x
	x

	Task Numbers from Contract
	x
	x
	x

	Percent Complete of Each Task/Deliverable
	x
	x
	x

	Milestone Name and Numbers from Contract (if applicable)
	x
	x
	x

	Milestone Percent Complete (if applicable)
	x
	x 
	x 


**Invoices submitted in hard copy (instead of via email) require signature by the Contractor’s Project Manager. 

3.0
INVOICE PREPARATION REQUIREMENTS 

An invoice package consists of a Progress Report, a detailed invoice for the project-specific contract or WOC, and support documentation for charges during the billing period.  Invoice packages must be submitted in a timely manner and in accordance with the terms of the Contract, Price Agreement (PA) and/or WOC.  The following procedures shall apply when submitting invoices.

A.    Invoice 

The invoice should be submitted on the Contractor’s letterhead stationary or invoice form with the following:

· Invoice date as the current date of submittal.

· Addressed to the attention of the Agency staff identified in the Contract.

· Billing period specified with beginning and ending dates.  The beginning date must not be sooner than the Notice To Proceed date for the Contract, or within any previous billing dates.

· Agency’s Expenditure Account Number (EA) and Contract number if provided to Contractor.

· Invoice number and/or billing number specified.  The invoice number must be unique for each invoice submitted.

· Total amount due for the billing period. 

· Unless the Contract states otherwise, invoices shall be submitted by email to the address indicated in the Contract.  If delivered in hardcopy, invoice must be signed and dated by the Contractor’s Project Manager, attesting to the invoice accuracy and approving all costs billed.

Method of compensation and basis for payments are specified in the Contract or PA/WOC.  Specific invoicing instructions for different compensation methods are in Section 4.

B.    Progress Report 

A Progress Report must be prepared and a copy attached to invoices submitted for payment for each Contract and WOC. See Section 5 for instructions.

C.    Supporting Documentation for Invoices

For cost reimbursement type contracts (T&M or CPFF), the Contractor shall submit one copy of supporting or backup documentation with their invoice.

For Fixed Price contracts, supporting documents are only required when invoicing for work performed on T&M or CPFF contingency task(s).  Although Contractor does not need to submit supporting documentation for fixed price amounts, Contractor should be aware that all costs related to the Contract must be justified in its files for audit purposes.
Support documents include such things as:

· Travel Expense Claims (Include receipts for lodging; rental cars, airfare)

· Subcontractor invoices. (The subcontractor’s invoices must be approved and signed by the Prime Contractor’s Project Manager)

· Receipts for purchases

· Telephone bills

· Receipts for any other direct charges as may be listed on the invoice.

The above list is not all-inclusive, and the ODOT Project Manager may request that the Contractor also provide supporting documents such as copies of timesheets or employee time summaries (to include the employee name, date(s) worked, number of hours worked on each project per day), logs for copier charges or any other documentation for charges related to the performance of work performed under the Contract or WOC.

D.
Paid Summary Report (Required for any Contract or WOC that includes subcontractors.) 
ODOT’s “Paid Summary Report” form is required for contracts that include subcontractors regardless of compensation method.  The form must be submitted with monthly invoices to report payments made to subcontractors.  

The “Paid Summary Report” form is available at: http://www.odot.state.or.us/forms/odot/highway734/2882.pdf
E.
ORS 279C.110 Reporting (Required only for A&E and Related Services)
ODOT’s “279C.110 Expense Report” form must be submitted with final invoice for each Contract (regardless of compensation method) to report on total travel costs and expenses under the contract.  Firms must track these expenses throughout the duration of the contract. The “279C.110 Expense Report” form is available on ODOT’s website at: http://www.oregon.gov/ODOT/CS/OPO/docs/aepage/279cexprpt.xls
When the work being performed is being paid under a fixed price method of compensation the Contractor does not need to submit the Support Documentation listed in section 3.C above; however, the 279C.110 Expense Report in section 3.E is required.  The Contractor should be aware that all costs related to the Contract must be justified in its files for the purposes of audit.
4.0
INVOICE INSTRUCTIONS

4.1
Fixed Price Invoice Requirements 

(For Fixed Price or Fixed Price per Deliverable)

Invoice Submittal Requirements

· "Printed" font size must be at least 10 point except headings and footnotes

· Submitted monthly or as specified per the Contract

· 1 Copy of Supporting Documents as required per Contract or WOC

· Progress Report (see Section 4.4)

· Separate Invoice per WOC

· Paid Summary Report (Required only any Contract or WOC that includes subcontractors)
· 279C.110 Expense Report (Required only for A&E and Related Services and only with final invoice)

Invoice Data Requirements

1. Invoices must include company name, address, phone, fax numbers, and email address.  It’s preferred that invoices are printed on the Contractor's letterhead.

2. Name of the “current" ODOT Project Manager, not necessarily the name specified on the contract.

3. Date of Invoice as the current date the invoice is submitted to Agency.  If submitting a revised invoice, the invoice date should be changed to the new submittal date.

4. Invoice number is a unique number for each invoice.  If submitting a revised invoice, the invoice number should reference the previously submitted invoice.  (For example, invoice No. 2256 revised to Invoice No. 2256-R.)

5. Contract No. or PA and WOC No.

6. Contractor Job No. (if used)

7. Agency’s Expenditure Account No., if provided to Contractor

8. Title of the Project, Miscellaneous Descriptions, Period of Performance per the contract.

9. Billing period with begin and end dates.  The beginning date must not be sooner than the Notice to Proceed date for the Contract, or within any previous billing periods.

10. Total Contract Amount (less unauthorized contingency amounts); total amount previously invoiced; total charges for current billing period.

11. For Contract with progress payments, identify amount due based on percent completed in the current billing period for each task, deliverable, or milestone (as specified in Contract). Progress payment will be contingent on Agency’s approval of the current and cumulative percent complete identified in the Progress Report. 


12. For Contract with payment upon full completion, identify the total amount due for completed task, deliverable, milestone or overall project completion (as specified in Contract) for the current billing period. 

13. Amounts billed for authorized contingency tasks must be identified as separate line items from amounts billed for non-contingency (required) tasks. Attach Notice To Proceed authorizations for each authorized contingency task.  The amount for a contingency task must include all labor, overhead, profit, and expenses for the task.  Direct non-labor expenses for contingency tasks must not be included in an overall amount for direct non-labor expenses applied to the budget for the non-contingency tasks.

14. If the Contract includes mixed method of compensation, any amounts that are cost reimbursement (T&M or CPFF) must include a breakdown of the costs and supporting documentation as required for the method of compensation selected.

15. Name of the Contractor’s Project Manager (Invoice must be signed Contractor’s PM if not submitted electronically via email).

4.2
Time and Materials (with NTE) Invoice Requirements 
Invoice Submittal Requirements

· "Printed" font size must be at least 10 point except headings and footnotes.

· Submitted monthly or as specified per the Contract

· 1 Copy of Supporting Documents

· Progress Report  (see Section 4.4)

· Separate Invoice per WOC

· Paid Summary Report (Required for any Contract or WOC that includes subcontractors)
· 279C.110 Expense Report (Required only for A&E and Related Services and only with final invoice)

Invoice Data Requirements 

1. Invoices must include company name, address, phone, fax numbers and email address.  It’s preferred that invoices are printed on the Contractor’s letterhead.

2. Name of the “current" ODOT Project Manager, not necessarily the name specified on the contract.

3. Date of Invoice as the current date the invoice is submitted to Agency.  If submitting a revised invoice, the invoice date should be changed to the new submittal date.

4. Invoice number is a unique number for each invoice.  If submitting a revised invoice, the invoice number should reference the previously submitted invoice.  (For example, invoice No. 2256 revised to Invoice No. 2256-R.)

5. Contract No. or PA and WOC No. 

6. Contractor Job No. (optional)

7. Agency’s Expenditure Account No., if provided to Contractor

8. Title of the Project, Miscellaneous Descriptions, Period of Performance per the contract.

9. Billing period with begin and end dates.  The beginning date must not be sooner than the Notice to Proceed date for the Contract, or within any previous billing periods.

10. Total Not-to-Exceed Amount (less unauthorized contingency amounts); total amount previously invoiced; total charges for current billing period.

11. Breakdown of labor cost by task (task/subtask names and numbers as specified in the Contract) for Prime Contractor and subcontractors.  Include employee names and classifications applicable to the work performed for the billing period. For each employee, indicate the direct salary or fully loaded billing rate (within the max approved for the classification under the PA/Contract), or indicate the NBR rate. For firms that calculate an overhead rate, the invoice must indicate the overhead rate and profit fee applied to arrive at the loaded billing rates.  Provide a breakdown by task of the number of hours worked per employee and the total labor amount for each task.  


12. Amounts billed for authorized contingency tasks must be identified as separate line items from amounts billed for non-contingency (required) tasks. Attach Notice To Proceed authorizations for each authorized contingency task.  The amount for a contingency task must include all labor, overhead, profit, and expenses for the task.  Direct non-labor expenses for contingency tasks must not be included in an overall amount for direct non-labor expenses applied to the budget for the non-contingency tasks.

13. Breakdown of Other Direct Charges (ODC), including travel costs. Enter name of vendor or the in-house ODC item (for travel costs, show employee name), description of ODC, invoice or reference number, unit price, number of units, ODC cost for the line item. For supporting documentation, attach:

· vendor receipts as applicable for ODCs;

· receipts for approved lodging, rental cars, airfare (receipts are not required for approved meal and expense per diem); 

· contractor-approved Travel Request Form and Travel Expense Claim (TEC) form (if these travel forms are used by Contractor). 

To be billable invoice items, travel and ODC expenses must be allowed under the Contract and approved by Agency’s Contract Administrator. 
14. Summary of subcontractor invoices on Prime Contractor’s invoice.  Summary must include subcontractor name, total hours and total cost for all subcontractors who performed work during the billing period. For supporting documentation, attach subcontractor invoice and breakdown of costs (see #7, #8 and #9). 

15. Summary of total labor hours, total labor amount, total ODC amount, and total cost for Prime Contractor and subcontractor(s) for the billing period.

16. Name of the Contractor’s Project Manager (Invoice must be signed by Contractor’s PM if not submitted electronically via email).

4.3
Cost Plus Fixed Fee (with NTE) Invoice Requirements 

Invoice Submittal Requirements

· "Printed" font size must be at least 10 point except headings and footnotes

· Submitted monthly or as specified per the Contract

· 1 Copy of Supporting Documents

· Progress Report  (see Section 4.4)

· Separate Invoice per WOC

· Paid Summary Report (Required for any Contract or WOC that includes subcontractors)

· 279C.110 Expense Report (Required only for A&E and Related Services and only with final invoice)

Invoice Data Requirements

1. Invoices must include company name, address, phone, fax numbers and email address.  It’s preferred that invoices are printed on the Contractor’s letterhead.

2. Name of the “current" ODOT Project Manager not necessarily the name specified on the contract.

3. Date of Invoice as the current date the invoice is submitted to Agency.  If submitting a revised invoice, the invoice date should be changed to the new submittal date.

4. Invoice number is a unique number for each invoice.  If submitting a revised invoice, the invoice number should reference the previously submitted invoice.  (For example, invoice No. 2256 revised to Invoice No. 2256-R.)

5. Contract No. or PA No. and WOC No.

6. Contractor Job No. (optional)

7. Agency’s Expenditure Account No., if provided to Contractor

8. Title of the Project, Miscellaneous Descriptions, Period of Performance per the contract.

9. Billing period with begin and end dates.  The beginning date must not be sooner than the Notice to Proceed date for the Contract, or within any previous billing periods.

10. Total Not-to-Exceed Amount (less unauthorized contingency amounts); total amount previously invoiced; total charges for current billing period.

11. Breakdown of labor cost by task (as defined in the Contract) for Prime Contractor and subcontractors.  Include employee names and classifications applicable to the work performed for the billing period. Provide a breakdown by task of the number of hours worked per employee and the total labor amount for each task.  For each employee, indicate the direct salary or fully loaded billing rate (within the max approved for the classification under the PA/Contract), or indicate the NBR rate. For firms that calculate an overhead rate, the invoice must indicate the overhead rate and profit fee applied to arrive at the loaded billing rates.   Do not apply profit to any of the billing rates on CPFF contracts.  


12. Amounts billed for authorized contingency tasks must be identified as separate line items from amounts billed for non-contingency (required) tasks. Attach Notice To Proceed authorizations for each authorized contingency task.  The amount for a contingency task must include all labor, overhead, profit, and expenses for the task.  Direct non-labor expenses for contingency tasks must not be included in an overall amount for direct non-labor expenses applied to the budget for the non-contingency tasks.

13. Summary of Other Direct Charges (ODC), including travel costs. Enter name of vendor or the in-house ODC item (for travel costs, show employee name), description of ODC, invoice or reference number, unit price, number of units, ODC Cost for the line item. For supporting documentation, attach:

· vendor receipts as applicable for ODCs;

· receipts for approved lodging, rental cars, airfare (receipts are not required for approved meal and expense per diem); 

· contractor-approved Travel Request Form and Travel Expense Claim (TEC) form (if these travel forms are used by Contractor). 

To be billable invoice items, travel and ODC expenses must be allowed under the Contract and approved by Agency’s Contract Administrator.
14. Summary of subcontractor invoices on Prime Contractor’s invoice.  Summary must include subcontractor name, total hours and total cost for all subcontractors who performed work during the billing period. For supporting documentation, attach subcontractor invoice and breakdown of costs (see #7, #8 and #9)

15. Identify on invoice the Total Fixed Fee amount for the Contract and the amount of the Fixed Fee due (if any) for the period invoiced. Invoicing and payment of the Fixed Fee must be in conformance with the Fixed Fee payment methodology identified in the Contract. If no Fixed Fee payment methodology is identified in the Contract, the invoicing and payment of Fixed Fee will be for progress payments commensurate with the percentage of work completed (services and deliverables that the Fixed Fee is associated with) during the billing period.

16. Summary of total labor hours, total labor amount, total ODC amount, and total cost for Prime Contractor and subcontractor(s) for the billing period

17. Name of the Contractor’s Project Manager (Invoice must be signed by Contractor’s PM if not submitted electronically via email).

5.
PROGRESS REPORT REQUIREMENTS 

Submittal Requirements

· "Printed" font size must be at least 12 point except headings and footnotes which must be at least 9 point

· Submitted monthly or as specified per the Contract. If a progress report is required under the contract, it must be submitted to the Agency’s Project Manager when it is due per the Contract. To approve payment, a copy of the progress report must also be attached to each monthly invoice submittal, even if a progress report is not specifically required under the contract. 

· Each progress report must cover the period invoiced

Data Requirements 

1. Show Contract No. or PA and WOC Numbers, Description of Contract, Contract Period of Performance, and Contractor name. Also, show the date of the Progress Report on the upper right hand corner.

2. Total Contract Amount shown on the Contract. If the WOC was amended for a cost increase, show the amended amount and have a note below indicating original WOC amount.

3. Total of all previous invoices for Contract

4. Contract Total Remaining = Contract Total – Contract Total Billings to Date

5. Show amount billed for Disadvantaged Business Enterprise (DBE) and/or Emerging Small Business (ESB) firms, Goal Commitment Percentage, and Percent Invoiced to Date as applicable per Contact/WOC terms.

6. Contract Begin Date

7. Contract End Date

8. Document control information (e.g. Project, date, page numbers) on each page of the Progress Report.

9. Summary of work performed during the period of performance identified on the invoice, which at a minimum must include:

· Describe the previous month’s project activities and the planned activities for the next month.

· For each task/deliverable identify the percentage completed during the month and the cumulative percentage completed.

· Reconcile progress of each task/deliverable with the schedule identified for each.

· Identify issues and/or concerns that may affect the project Statement of Work (SOW) or schedule.

· Describe activities performed on contingency task(s), percent complete, task/deliverable schedule and identify any issues or concerns that may affect the performance and/or completion of the task(s).

· Any other information required in the Contract to be included in the Progress Report.

PAGE  
ODOT Invoice Requirements – Mar 2016

Page 1 of 10

