SAMPLE INVOICE - COST PLUS FIXED FEE
COMPANY LETTERHEAD

[Date
]
Office of Support Services
Department of Public Service
50 W. Gay St. – 5th Floor
Columbus, Ohio 43215

Attn:
Nancy Blake
RE:
Professional Engineering Services Invoice

     
Contract #: 


Current Purchase Order No.: 
Invoice No.:
Invoice Amount: 

C.I.P. No.: 

Project Title:  

City Project Manager Name:  

Enclosed for review and processing is one original of Invoice No. [insert invoice number] for services rendered from [date] to [date] for the above mentioned project.  If you have any questions, please contact [name] at [telephone number] or via e-mail at [e-mail address].
Invoice Number [insert invoice number]

C.I.P. No. [insert project number] – [insert name of project]
Description of Work for Services from [insert dates]
Task No. (if applicable)
Task Name (if applicable)

A.
Direct Salary Cost:

Staff I.D. No.

Job Class

Hours

Rate/Hr.
     Total

John Doe

Project Manager
      5

$
15.00
$
75.00

Jane Doe

Design Engineer
    20

$
10.00
$
200.00


John Smith

Engineering Tech.
    15

$
7.50
$
112.50

Sally Jones

Clerical

      7  
 
$
5.00
$        35.00
Totals
     47



$
422.50

B.  
Overhead:

$422.50     X     1.22     =






$
515.45

C.
Fixed Fee:


ODOT Ohio Average OH Rate






156.29%
Total Contract Fixed Fee Amount





$
15,000.00

Total Current Direct Costs






$
937.95

Total Fixed Fee (based on 156.29% and 10%)



$       108.28
D.
Reimbursable Expenses:

 (Attach Tabulation and Receipts)

Total Reimbursable Expenses
(with sales tax deducted)

$
51.90
Invoice Number [insert invoice number]
C.I.P. No. [insert project number] – [insert name of project]
E.
Subcontract and Special Services:

 (Attach Invoices, Including Status of Services)

Total Subcontract and Special Services




$
0.00

TOTAL AMOUNT DUE FOR THIS INVOICE




$    1,098.13
----------------------------------------------------------------------------------------------------------------------

TOTAL CONTRACT AMOUNT (INCLUDING MODIFICATIONS)


$100,000.00
PAYMENTS RECEIVED TO DATE 





$    1,00
0.00
OUTSTANDING INVOICE AMOUNT






$    1,098.13
CONTRACT AMOUNT REMAINING





$ 97,901.87

CONTRACT CERTIFICATION:

This is to certify that the work as listed above has been completed and in no way represents any degree of duplication of payments that have been received.  In addition, as of the date of this invoice, no work has been performed outside the scope of services unless previously authorized in writing by the City of Columbus.

The remaining contract balance is sufficient to complete the authorized Scope of Services.

Signed: ___________________________________

 Mark Jones, President
Invoice Number [insert invoice number]
C.I.P. No. [insert project number] – [insert name of project]
REIMBURSABLE EXPENSES TABULATION

Cost of Money
0.45%








$   1.90


Blueprints
1/2/00

Rainbow Blueprints



$
27.00

1/12/00
Rainbow Blueprints



$
3.00

Soil Samples
1/15/00
Jones Laboratories



$  20.00
Total Reimbursable Expenses:



$
51.90
Monthly Progress Report

Invoice No. [insert invoice number]

C.I.P. No. [insert project number] – [insert name of project]
Time Period from [insert dates]
1.
OVERALL PROJECT SUMMARY 

City comments on the Draft Engineering Report were received on September 10, 2007.  Revisions were made and a Final Engineering Report was submitted to the City on September 25, 2007.

The overall percent complete for all work authorized to date for this project is approximately 55% as measured by the budget spent.

2.
PROGRESS BY TASK THIS INVOICE PERIOD

2.1  Evaluation and Report 
The draft report was completed and was submitted on September 1, 2000.  Comments were received from the City on September 10, 2000.  Revisions were made and the final report was submitted to the City on September 25, 2000.

This task is 100% complete as measured by the budget spent.

2.2.  Investigation and Surveying 
Work was begun on the field survey work required for the detailed plans.

This task is 40% complete as measured by the budget spent.

2.3.  Plans and Permits 
The City authorized the preparation of the detailed plans and work was begun on the title sheet and general notes.  A letter to the U.S. Army Corps of Engineers was also prepared.
This task is not started.
2.4.  Meetings Phase 
Progress review meetings were held with the City on September 3 and September 27, 2007.  

This task is 55% complete as measured by the budget spent.
3.
SCHEDULE

�Reminder – We are not processing invoices that do not include a Subconsultant report.





�There should be one invoice per project per month unless the project has multiple tasks and those tasks do not all have the same Public Service (DPS) project manager (PM).  We do not want to receive an invoice billing for multiple tasks if there are multiple PM’s for those tasks.  We are fine with receiving invoices with multiple tasks if all tasks have the same DPS PM.  Projects with multiple PMs need to have separate invoices for each DPS PM.





If there are multiple tasks billed on this invoice, repeat this section for each task.








�Subcontractor invoices need to also follow the invoice format that the prime has to follow. 


�If there are tasks for this project, repeat this information for each task.


�Use this section to describe the project status in a few sentences.


�Include this sentence in the Overall Project Summary section.  You can choose how this is measured (dollars spent, tasks completed, etc.) unless the Public Service PM requests a specific measurement to be used. 





�List each task and the task number, as detailed in the contract under Section 2 – Services by the Consultant, or as defined by task orders authorized by the Public Service PM. 





The percent complete for each task is also to be listed.  Tasks 100% completed are to remain on the list each month and shown as 100% completed.


�Use this section to describe the current project schedule and progress against schedule, with completed items identified as completed.






