BILLING REQUEST PROCEDURES
1.  
Contact Elaine Bennett or Cheryl Reynolds to obtain the correct revenue account. Do not rely on previous billings as the account number may have changed. You will need to provide the project number, funding source, amount, etc.  Note: Do NOT use the “1901” account no. shown on the CIP Funding Screen!  This account number identifies the budgetary account, not the revenue account. Revenue accounts vary with the funding source.  

2.
Prepare a BILLING REQUEST, using the online “Billing Request Form” available on the City’s intranet website (Go to CityWeb, click on Accounting (under Sites), click on Misc. Receivables (under Sites), click on Billing Request Entry.)  

a) Under Short Invoice Description, type the project title that correlates to the invoice you are requesting to be created.  Example (Federal Grant or Road Widening Project or CIP Project, etc)

b) Under Invoice Category – select “Miscellaneous (70)” from the drop down menu.

c) Under Penalty and Interest – select “No Late Charges” from the drop down menu.

d) Under Project Number – enter the appropriate City Charge/Project No.  This must be filled in for CIP project billings. The CIP Accountant needs this in order to apply the funds to the project on receipt.  It also helps our front counter personnel identify and distribute checks. 

e) Under Special Instructions, type in special instructions you want to tell Revenue & Collections.   Special instructions are internal notes only and will not print on the invoice.  Example of special instructions:   “Please send invoice to John Doe at Public Works for mailing.”   (Revenue & Collections will send the original invoice to the person named in Special Instructions for mailing.  This is normally required for grant billings for reimbursement.
f) Under Accounting Information - type in the fund and revenue account (provided by Elaine or Cheryl), e.g. 0216-3411 in the Fund & Acct boxes.  

g) Under Invoice Details – describe the funding source and project no., City Contract No. and name of project.  You can add more Invoice Detail lines by clicking “Add Line”.   Only what is typed under Invoice Details will show up on the invoice for the customer to see.

Note: the dollar total of all lines in the “Accounting Information” has to equal the dollar total of all lines in the Invoice Details.

Click Submit when you’re done.  The system will do a review and will show you an error if it finds something.  If everything passed thru the screening, click Approve.  You will then get an email telling you where it printed the hard copy that you need to have signed/approved appropriately.  

3.
Send this signed/approved hard-copy to Nancy Stockton @ CHA-Revenue & Collections as soon as possible in order to complete the invoicing process.  If you have any questions, call Nancy at ext 3154.  See attached sample of a completed Request for Billing form and the resulting invoice that will be received by the customer.

4.
Send the invoice to the funding agency with any required documents or needed backup material.   Also send a copy of the invoice only (i.e. backup not required) to Elaine Bennett or Cheryl Reynolds so they have the invoice number, etc., to track payment.

5.
This procedure applies anytime a billing is initiated.  Revenue & Collections needs to create a record before we bill so that funds can be identified and appropriately applied upon receipt.  All accounts receivable must be recorded on the City’s books (accounting principles, internal controls, audit, etc.)
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Page: 1 Request for Billing Time: 09:14
Mailing Information Classification Information
CALIFORNIA DEPT OF FISH AND GAME GRANT FUNDING
ATTN: GLORIA JAVIER Department: 1010
P.0O. BOX 47 PUBLIC WORKS
YOUNTVILLE, CA 94599 Category: 70

MISCELLANEOCUS

Project: 8403
Accounting Information Amount
0231-3421 State Revenues 97845.94
$97,845.94
Invoice Details Charges
PROGRESS BILLING ON FISH & GAME GRANT AGREEMENT NO. P0130429 97,845.94
$97,845.94

Special Instructions

PLEASE RETURN INVOICE TO DAVE MONTAGUE
IN PUBLIC WORKS FOR MAILING

JANET ROARK

Prepared By Date

Approved By Date





[image: image2.jpg]REPRINTED

City of Santa Rosa Invoice et

90 Santa Roga Ave. aLe,
Located at the N.E. corner of
Santa Rosa Ave. & lst St.

City Hall Annex, 543-3170 Invoice# 092749
CALIFORNIA DEPT. OF FISH AND GAME Invoice Date...: APRIL 12, 2005
ATTN: GLORIA JAVI Payment Due....: MAY 12. 2005

P.0. BOX 47
YOUNTVILLE, CA 94589

DESCRIPTION OF CHARGES ... ...c.o.iiiiiiiiiiiiii iy

PROGRESS BILLING ON FISH AND GAME GRANT AGREEMENT NO. P0130429
TOTAL DUE: $97.845.94

REPRINTED
13Mar2006
JLR

Invoice# 092749 $97,845.94

CALIFORNIA DEPT. OF FISH AND G
ATTN: GLORIA JAVIER
P.O. BOX 47
YOUNTVILLE, CA 94599
01209274997845944
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