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I have an Invoice 
…What do I do?
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Original Invoice (no 
faxed copies)
Date Stamp –
received by BPSS 
Accounting or LP
Priority 

5 Day Turnaround Time 
(includes FDEP Manager & CC 
Administrator)

Verify the Work
Deliverable received?
All Template items 
completed as scoped
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Verify Tasked Work Was CompletedVerify Tasked Work Was Completed

Calculate 
Energy 
Adjustment

Depth & 
# of MWs
& SBs

Analytical Adj. 
per Sampling 
Table

Sub. Adj. per 
unit rates in 
quote.



Required for:
All unit and cost 
increases
Change of 
subcontractor
Deliverable 
extension

If Final Deliverable 
check Period of 
Service

Approved and 
Completely Signed
Legible
Event Indicated
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VCOsVCOs



Subcontractor/Vendor 
Invoices

Subcontractor/Vendor 
Invoices

Subcontractor Invoices are NOT 
required for Fixed Price Schedule items 
(i.e. Lab & Drilling).

All Change Order Invoices must be 
accompanied by complete backup of 
the actual costs incurred if the unit 
costs applicable to the change in scope 
are not included in the original quote 
and/or Fixed Cost Template.
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Verify Key Fields to Work 
Order

Verify Key Fields to Work 
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INVOICE

WORK ORDER



INVOICE
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Original 
Template 
Event 1

Original 
Template 
Event 2

INVOICE



Change 
Template 
Event 1

Change 
Template 
Event 2

Change 
Template 
Event 3

INVOICE



Approval for ChangesApproval for Changes
INVOICE



INVOICE

Checklist



Making Changes to an InvoiceMaking Changes to an Invoice

Single line through change (NO White-out)
Initial each change
Carry changes throughout invoice 
Attach clean copy of invoice from template 
for legibility
Note contractor approval on invoice

Who; When; How (phone, email, etc.)
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Stopping the ClockStopping the Clock

Draw “X” over date stamp (not directly on date)

Write “Stop Clock” and date on stop clock
Short reason why 
Prepare “Stop Clock Memo” and send to 
Judy Powell in accounting with copy of 
invoice page
Once invoice is complete or correct…

New date stamp and write restart clock
Complete invoice processing and approve

Draw “X” over date stamp (not directly on date)
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Returning Invoice to 
Contractor

Returning Invoice to 
Contractor

Prepare “Return Invoice” letter
Mark “VOID” across invoice page and 
contractor affidavit form prior to 
mailing
Send “certified mail, return receipt 
requested”
cc:  Judy Powell (attach copy of invoice 
page only)

cc:  File (scanning)
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Contractor Invoice Sworn Affidavit & 
VCO / Subcontractor / Vendor / Summary Form
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Reference MaterialReference Material

SOP Guidance
Section 6.7.    Invoices

6.7.1. General Information
6.7.2. Required Invoice Components
6.7.3. Guidance on Subcontractor and Vendor Invoices
6.7.4. Invoice Processing
6.7.5. Invoice Verification and Approval
6.7.6. Common Invoice Mistakes
6.7.7. Stopping the Clock
6.7.8. Returning Invoices
6.7.9. Routing

SOP Appendix B.3.2
FDEP/BPSS Preapproval Invoice Checklist Multi-Event 
Template Format
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