
Purchase Orders/Invoices/Receipts
Al Tilahun



Old Contract 2018 Current Expiration:02/28/2022
New Contract 2020 Current Expiration: 01/31/2023
• Review your contract balance and use the balance left before expiration date. 

• Few consultants still have large amount of money on there old Contract purchase order 

• Please submit Invoices for work done as a partial payments. 

• Please communicate the status of the assigned job cost estimate on your old Contract PO’s with Geotech section. 

• If your estimate overrun the balance on PO let the Geotech section know to resolve the issue 

• Make sure the new assigned project estimate covers the balance on the PO. 

• If you need to verify the balance information check with Al Tilahun. 

Old Contract 2018 and New Contract 2020 



• Invoice submittals should include Invoice Submitted Date, PO number, Invoice 
number, consultants contact information and  end project date. 

• All invoices must go to the project engineer for review and approval. 
• After Invoice submitted and on system any revised Invoice number also changes. 
• Invoices with traffic work pay item requires copy of receipt included. 
• When final or partial invoice submitted, please take-out unnecessary attachments 

draft reports and email communication. 
• Attach only receipts, time booking logs and PO letters. 
• Record of all invoices are on spreadsheet and uploaded to V drive for verification 

when needed. 

Invoice Submittal and Receipts 



Invoice Example

Purchase 
Order 

Number

Completion 
Date

Engineer 
Approval/Signature

Invoice NumberInvoice Submitted Date



Questions?
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