
INVOICING REQUIREMENTS:  (04-5694)


1.
Invoices for Purchase Orders:



Contractor must agree that all invoices and purchasing card charges shall reflect the prices and discounts established for the items on this contract for all orders placed by the University even though the contract number and/or correct prices may not be referenced on each order.



The University must meet a statutory mandate to pay or reject invoices within 30 days of receipt by University Accounts Payable.  Before payment is made, it also must verify that all invoiced charges are correct as per this Contract.  Only properly submitted invoices will be officially processed for payment.  Prompt payment requires that your invoices be clear and complete in conformity with the instructions below.  All invoices must be itemized showing:


2.
Invoices/Procurement Card


Orders placed by the University using a procurement card must reflect current contract pricing.


Contractor must submit invoices on a "per job" basis or as mutually agreeable with the person placing the order.  Where releases are given, each release defines the scope of the job; one release per job.  Each invoice submitted for a completed project shall be clearly marked FINAL INVOICE.  No further charges will be authorized against a project that has previously been billed as final.


All invoices must be itemized so that the service and cost of the service can be identified by an auditor as being a part of this contract.  Invoices submitted without detailed information and attachments WILL BE RETURNED for submittal of the missing information.


Invoices must show the following:

· Contract name 

· Purchase order number 

· Release number, if given 

· Dates of work 

· Project number

· Campus location

· Contract Item No. for each item (Example: Item 16 Saw Cutting)

· Description of work

· Price per contract

· Rental time for contractor-owned equipment shall be computed by the unit price per hour for the actual time the equipment is used and must be itemized as such on the invoice.

· Attachments, if required

· Contractor shall furnish with the invoice a delivery ticket for each load of concrete, granular material, sand fill and top soil.  Delivery ticket shall show date, volume of material delivered, and pit making delivery.


Costs for contractor-owned special equipment when directed for use by the owner and rental time computed, will be paid for at the unit price per hour.  Invoicing of contractor-owned rental equipment (including Labor) MUST show both the number of hours and the unit price for each piece of equipment used.  The contract unit price shall be full compensation for furnishing of labor, necessary tools and accessories, and all other costs for the following equipment:

· Air Compressor: including one laborer, jackhammer etc. 

· End Loader: including operator. Indicate on Bidder Response Sheet size of loader (3/4 C.Y. minimum).

· Truck: including driver. Indicate on Bidder Response Sheet size of truck (5 C.Y. minimum).

· Backhoe: including operator. (Capable of 10 ft. depth)


Costs for approved sub-contracting shall be shown on the invoice as only pass-through costs without additional charges.  A copy of the subcontractor's and/or equipment rental invoice shall accompany the contractor's invoice.

Costs for non-contractor-owned equipment rental shall be shown on the invoice as only pass-through costs without additional charges.  Rental charges shall not exceed the most current Tool and Equipment Rental Survey as published by MCAA and NAPHCO.  A copy of the equipment rental invoice shall accompany the contractor's invoice.

An information copy of invoice, with attachments, must be sent to the orderer.  That person will not be located at 21 N Park St, Suite 5301, Madison, WI 53715-1218.  Thus, vendor must determine, if needed, proper mailing address for information copy.

The Contractor and the University hereby agree that payment for the work shall be held until work is complete and/or approved by orderer as a means of providing security for performance-payment in lieu of requiring the Contractor to provide a bond for same.
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