FREQUENTLY ASKED QUESTIONS ON REVISED INVOICE FORMS
· NOTE:  The data required in the new invoice forms is not different than what was required in the previous invoice forms.

1. Why do the Instructions state the backup receipts and time cards are not required with the invoices?  
a. Reduced IDOT staff forces minimal reviews.  Staff does not have time to review each and every time card to make sure the hours are totaled on each correctly and then the total of each time card is added to the total labor hours accurately.  On large projects requiring large staff, this process would take literally days to review each invoice.
b. The firm must always keep the originals at their office and at time of audit the auditors will go through each to see if allowable.  
c. When just a summary is required for labor and direct costs IDOT reviews  to see if the direct costs are allowable and the amount of work closely mirrors the percent complete of the project.  
d. The consultant certifies accuracy of the invoice.  
e. When a district has a need to receive the time cards and/or receipts, districts will notify the firm.  

2. I’m having trouble entering information into the invoice worksheet.
a. The worksheets must be completed in order of the tab’s appearance.  Instructions progress schedule, personnel summary, direct cost summary, and lastly, the invoice.  A lot of information feeds from one worksheet to the next.  Data should only be entered into the grey and yellow areas.  

3. Where are the numbers on the invoice coming from?
a. To view the formulas in a cell, unprotect that worksheet.
b. The forms may not be changed.  Do not override the formulas

4. In the cost-plus-fixed –fee invoice, the percentage for the fee for the current invoice isn’t correct.
a. The percent of fee invoiced equals the percent of the project completed for that invoice.  Once the fee is calculated in the contract, the firm will receive all of the fee once all of the scope is completed.  In other words, the fee for that project is fixed  at contract time.  Actual costs are invoiced as they are utilized on the project along with the percent of work completed over same time frame.  The actual costs are the actual dollars the project has used in labor and direct costs and the firm’s actual overhead.  At the end of the project the actual cost may or may not equal the dollars shown in the contract but the firm receives the entire contracted fee.
b. The amount of fee invoiced must be within a few percent of the project completed.


5. When are the new forms effective?
a. Next complete billing cycle after June 4, 2009.
b. Firms should not re-work an invoice to use the new forms.
c. Sub-consultants should also use on their next billing cycle.
d. The sub and prime do not have to begin at the same time.

6. Which contracts are the new invoice forms to be used on?
a. All IDOT engineering contracts.

7. Where does the Prime Consultant sign the sub consultant invoice to approve it?
a. The prime can sign anywhere as long as the signature appears with a statement “approved for payment”.  Some firms use a stamp.

8. What does it mean "two complete packages"?  
a. In one form there are 4 worksheets.  Per the Instructions, two complete packages mean two copies of each in the order specified in the instructions.

9. How detailed do we need to be when filling out the expense log?  Can we combine reproduction into one line for the month? 
a. This varies per item and project.  Check with the IDOT project manager. 

10. Will we still need to submit the Payroll Summary Sheets? (BDE Form 432 – Rev. 1/05)
a. No, The first worksheet in the invoice form replaces BDE 432.

