UTILITY BILLING CHECKLIST

Invoice
· Invoice includes company name, address and phone number.
· Invoice Number and date
· [bookmark: _GoBack]Indicate if Final Invoice or Progressive invoice
· Key number and Project name
· Invoice Total 
· Billing period with begin and end dates i.e. 1/1/14 to 1/31/14
Supporting Documentation
Labor
· Employee name or number
· Classification i.e. Engineer, laborer, admin
· Dates worked
· Hours works
· Pay rate
· Description of work completed with the job number
· Work completed by Utility company must have approved overhead rate prior to submission of invoice otherwise they will only get direct costs.
· Direct Costs: State and Federal taxes, workers comp, pension/retirement, health care costs, etc.
· Approved Overhead Rate get from State Utility Liaison
· Work completed by a subcontractor the invoice is paid without review of their overhead.
Equipment
· Equipment description
· Equipment Rates
· Dates worked / hours used
Materials/Tools
· List of all materials with description, Unit price, Quantity and total cost
· i.e. Wood Power Pole  $600.00 each       2        $1,200.00  
· Buy America – Steel and Iron (reimbursable utilities only)
· Certificate of Material Origin (CMO) filled out completely and signed.
· Supporting information to the CMO cert sheets. 
· Supporting information that states ARRA or Buy American is not acceptable unless it also states that it is Buy America compliant.
· All CMO’s get sent to the State Utility Liaison
· Material overhead – A maximum of 5% is allowed per CFR.
· Shipping / Freight charges are allowed if an invoice is provided.
· Copies of Rock Tickets / Asphalt tickets etc must be included
Subcontractors / Vendors
· Copies of original invoices must be supplied
· Copies of continuing contractor or lowest bid documents must be supplied if not already supplied to State Utility Liaison.
Travel, Lodging and Per Diem
· Lodging receipts
· Meal receipts
· Mileage rate cannot exceed the Federal Rate

Utility Billing Memo
· Filled out completely
· Signed by Utility Coordinator
· If Invoice is over $10,000 signed by Area Manager
· Submitted to State Utility Liaison with all documentation for payment


