
 

 

 

EXHIBIT – INVOICING PROCEDURES 

1. The City’s Project Manager or his/her designee must review all invoices prior to payment.  

2. The Consultant’s invoice must contain sufficient detail by task and resource and should be easily traceable to the work 

completed on the project schedule. Descriptions used in the project schedule shall match those descriptions contained in 

the Consultant’s invoice. The work completed on the Consultant’s project schedule must be the basis for full or a percentage 

of payment for work completed on the Consultant’s invoice. 

3. The work completed on the Consultant’s project schedule must be the basis for full or a percentage of payment for work 

completed on the Consultant’s invoice. 

4. The Consultant will not request payment for taxes on Professional Services, labor, or installation fees.  

5. The Consultant will not invoice, or request payment for any equipment or services that may be specified in this Agreement 

prior to the delivery of said equipment or performance of said services.  

6. The Consultant shall adhere to an agreed-upon delivery schedule for equipment and/or services. This is to ensure that the 

City does not pay for the advanced delivery of equipment that was not approved for delivery and/or have to warehouse or 

make space for unanticipated equipment deliveries. Exceptions to this requirement must be approved by the City’s 

designated Project Manager and Purchasing Agent in writing. 

7. All invoices shall include a valid Purchase Order number on the bill.  If an approved emergency purchases are required for 

any reason before a purchase order number is available, a copy of the emergency request for purchase should accompany 

the Consultant’s invoice.  

8. The Consultant shall name a representative that will be responsible for reviewing all invoicing concerns that the City may 

have regarding this project. 

9. The Consultant shall submit receipts for all actual expenses. 

10. Travel expenses including airfare and car rental shall be invoiced at cost, without markup and with approved 

documentation (Note: This section does not apply to travel within the Columbia region for work being performed for the 

Agreement. It pertains to approved travel to and from Columbia if necessary to fulfill the terms of the Agreement.). Travel 

expenses apply only if applicable and approved by the City. 

11. Lodging shall be invoiced up to the per diem rate according to the General Services Administration (GSA) rates established 

at www.gsa.gov, based on the date of travel. Lodging expenses apply only if applicable and approved by the City. 

12. Field documents and other equipment/supplies shall be invoiced at cost only, with no markup, and the invoice must be 

submitted with approved documentation (packing slip/vendor invoice).  

13. Other required non-labor expenses that may be applicable to the project and pre-approved by the City’s designated Project 

Manager shall be invoiced at cost only, with no markup, and the invoice must be submitted with approved documentation 

(packing slip/vendor invoice). 

14. Each invoice/payment request shall identify the percentage and dollar amount that will be paid to the Subconsultant and/or 

vendor for work performed and materials/products furnished. If required, the Consultant shall submit supporting 

documentation as required by the designated point of contact to support the amount being invoiced. 

15. The Consultant shall provide the names of the Subconsultants and/or vendors and a description of the work performed in 

the invoice/request for payment. The Consultant shall also provide a breakdown of the supplies and materials being billed 

by each Subconsultant and/or vendor and the dollar amount to be reimbursed by the City.  
 

 
 

http://www.gsa.gov/

