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1.0. [bookmark: _Toc142299842][bookmark: _Toc142300330][bookmark: _Toc142300383][bookmark: _Toc142303224][bookmark: _Toc142487444][bookmark: _Toc142487523]
1.1. [bookmark: _Toc142487524]MONTHLY PROGRESS REPORT NARRATIVE
[bookmark: OLE_LINK12][bookmark: OLE_LINK13]The Prime and Subconsultants are to fill out the narrative in its entirety for their respective work (See Sections 1.1.7 through 1.1.12).  The Prime can submit one narrative as long as the subconsultant work is clearly noted. 
1.1.1. CM or DSE
[bookmark: OLE_LINK3][bookmark: OLE_LINK4]Enter the Prime or Team’s company name.  
1.1.2. [bookmark: _Toc146600504][bookmark: _Toc364076355]CONTRACT NO.
Enter the same contract number that corresponds to the Consultant agreement with the Tollway. 
1.1.3. [bookmark: _Toc146600505][bookmark: _Toc364076356]TOLLWAY PROJECT MANAGER
Enter the name of the Tollway Project Manager.
1.1.4. [bookmark: _Toc146600506][bookmark: _Toc364076357]DESCRIPTION
Enter the official name of the Tollway project.  This title can be found in the Consultant agreement with the Tollway.  Example:  Plaza 9 (Elgin) Improvements – Northwest Tollway M.P. 25.0 (Plaza 9) to M.P. 26.6 (Randall Road). 
1.1.5. [bookmark: _Toc364076358]WORK DEFINITION
Use the definition for Construction Manager or Design Section Engineer. 
1.1.6. [bookmark: _Toc146600507][bookmark: _Toc364076359][bookmark: OLE_LINK21][bookmark: OLE_LINK22]PROGRESS REPORT NO.
Enter the Prime or Team’s Progress Report number.  The progress report numbers must be sequential.  Example:  The first Progress Report number would be “1” and the second Progress Report number would be “2”.
1.1.7. [bookmark: _Toc146600508][bookmark: _Toc364076360]PERIOD
Enter the date that this progress report starts.  (This will also be the same date that the Prime’s invoice starts).
1.1.8. [bookmark: _Toc146600509][bookmark: _Toc364076361]THRU
Enter the date that this progress report ends.  (This will also be the same date that the Prime’s invoice ends).  There cannot be any gaps between period dates.  Example:  If Invoice No. 1 period is 01/15/23 thru 02/15/23 then the next invoice period must start on 02/16/23.  If an invoice is submitted with gaps between period dates, the invoice will be returned to the Prime consultant for correction.  The progress report periods must correspond to the invoice periods.
1.1.9. [bookmark: _Toc146600510][bookmark: _Ref147718511][bookmark: _Toc364076362] DATE SUBMITTED
Enter the date the Prime consultant submitted the Monthly Progress Report to the Tollway. 
1.1.10. SUBMISSION FREQUENCY/TIMING: 
The first contract Invoice and Progress Report should be submitted no later than 45 days after the first month of work has been completed.  All subsequent Invoices and Progress Reports thereafter should also be submitted no later than 45 days after the previous month’s work has been completed.
Task Order/Upon Request contracts should also follow the same 45-day policy, but only when work is ongoing. 
1.1.11. [bookmark: _Toc146600511][bookmark: _Ref147718512][bookmark: _Toc364076363]WORK ACCOMPLISHED THIS PERIOD
The Prime and Subconsultants must give a detailed explanation of the work that was completed during this period.
1.1.1.1. If it is a CUR/DUR contract, subdivide by Task Order.  
1.1.12. [bookmark: _Toc146600512][bookmark: _Toc364076364]WORK TO BE ACCOMPLISHED NEXT PERIOD
The Prime and Subconsultants must give a detailed explanation of the work that is scheduled to be completed the following month.  
1.1.1.2. If it is a CUR/DUR contract, subdivide by Task Order.  
1.1.13. [bookmark: _Toc146600519][bookmark: _Toc364076365]PENDING ISSUES
The Prime and Subconsultants are to use this section to notify the Tollway Project Manager of important issues that have occurred on the project.  This includes, but is not limited to, out of scope work or funding complications.  If any consultant anticipates that their Upper Limit of Compensation (ULC) will be exceeded, please note this here, give a very detailed explanation as to why the Prime or Subconsultant requires additional funds, and contact the Tollway Project Manager immediately.  
1.1.1.3. If it is a CUR/DUR contract, subdivide by Task Order.  
1.1.14. [bookmark: _Toc146600520][bookmark: _Toc364076366]COMMENTS AND EXPLANATIONS
Include any comments or explanations concerning the Prime or Subconsultant in this section.  This section can be used to clarify if the Prime or Subconsultant’s expended man-hours to-date exceeds the total scheduled man-hours on the Manpower Report by Task form.
1.1.15. [bookmark: _Toc146600513][bookmark: _Toc364076367][bookmark: _Toc146600521]DBE/MBE/WBE PERCENTAGE
This section must be filled out by the Prime.  A Subconsultant is also required to fill out this section if they have a DBE/MBE/WBE subconsultant of their own (e.g., 2nd tier subcontractor).
1.1.15.1. [bookmark: _Toc146600514][bookmark: _Toc364076368]In Contract
Enter the DBE/MBE/WBE percentage COMMITMENT that is in the Consultant’s contract.	
1.1.15.2. [bookmark: _Toc146600515][bookmark: _Toc364076369]Actual To Date
[bookmark: _Toc146600516]Enter the DBE/MBE/WBE Actual percentage to date.  (Total Labor and Expenses to Date of DBE/MBE/WBE only  Total Labor and Expenses to Date (Prime and Subs)).
1.1.16. [bookmark: _Toc364076370]AVERAGE HOURLY RATE (PRIME AND SUBCONSULTANT)
1.1.16.1. [bookmark: _Toc146600517][bookmark: _Toc364076371]In Contract
Enter the average hourly rate that is in the contract.
1.1.16.2. [bookmark: _Toc364076372]This Period
Enter the average hourly rate for this period.
1.1.16.3. [bookmark: _Toc146600518][bookmark: _Toc364076373]Actual To Date
Enter the actual average hourly rate to-date for the Prime.
1.1.17. [bookmark: _Toc364076374]PRIME PM SIGNATURE
The Prime’s Project Manager is to sign and date the narrative.

1.2. [bookmark: _Toc140666223][bookmark: _Toc140666261][bookmark: _Toc140666609][bookmark: _Toc140666901][bookmark: _Toc140666982][bookmark: _Toc140667067][bookmark: _Toc140667503][bookmark: _Toc140667583][bookmark: _Toc140667663][bookmark: _Toc140669690][bookmark: _Toc141102673][bookmark: _Toc141102729][bookmark: _Toc141103041][bookmark: _Toc141103154][bookmark: _Toc141103377][bookmark: _Toc141103461][bookmark: _Toc141103509][bookmark: _Toc141250941][bookmark: _Toc141271752][bookmark: _Toc141273281][bookmark: _Toc141273789][bookmark: _Toc141274034][bookmark: _Toc141274120][bookmark: _Toc141274561][bookmark: _Toc141274793][bookmark: _Toc141274880][bookmark: _Toc141274967][bookmark: _Toc141275058][bookmark: _Toc142299845][bookmark: _Toc142300333][bookmark: _Toc142300386][bookmark: _Toc142303227][bookmark: _Toc142487446][bookmark: _Toc142487525][bookmark: _Toc142299846][bookmark: _Toc142300334][bookmark: _Toc142300387][bookmark: _Toc142303228][bookmark: _Toc142487447][bookmark: _Toc142487526][bookmark: _Toc146600522][bookmark: _Toc147625717][bookmark: _Ref147730619][bookmark: _Toc141271754][bookmark: _Toc142487527]MANPOWER REPORT BY COMPANY
Use of either this form or the Manpower Report by Task form will be at the discretion of the Tollway Project Manager. This form is used to show how many hours the Prime and Subconsultants have expended during this period.  Report only the current hours that match the invoicing period.  If a Subconsultant is behind in sending the Prime their invoice, the Prime must still retrieve the hours the Subconsultant expended during the current period.  Please include a note that explains when the current invoice for that particular Subconsultant will be submitted.  Subconsultants should bill at the same time and for the same invoice period as the Prime.  Billing periods for the Prime and Subconsultant may vary a day or two in-advance, or behind.  Generally, this difference will not exceed three days on either end of the current month.
1.2. [bookmark: _Toc146600523][bookmark: _Ref147627439]
1.2.1. [bookmark: OLE_LINK8]VENDOR, CONTRACT NO., PROGRESS REPORT NO., PERIOD, THRU
All this information must match the Narrative.
1.2.2. [bookmark: _Ref147627447][bookmark: _Toc146600524]COMPANY NAME
Enter the Prime and Subconsultant company names.  Example:  Prime = Prime Consulting, Inc.
1.2.3. [bookmark: _Ref147627473]TOTAL MH SCHEDULED-COL. 1
Enter the total hours the Prime and Subconsultants have scheduled for the entire duration of the contract (see Ex. A from the contract).  Example:  Prime = Prime Consulting, Inc. = 2000 total scheduled hours.  
1.2.4. [bookmark: _Ref147628597]TOTAL MH SCHEDULED TO DATE-COL. 2
Enter the total hours the Prime and Subconsultants have scheduled through the current period (see Ex. A from the contract).  Example:  Prime = Prime Consulting, Inc. = 1500 scheduled hours through this current period.
1.2.5. [bookmark: _Ref147628605]TOTAL MH EXPENDED THIS PERIOD-COL. 3
Enter the total hours the Prime and Subconsultants have expended this period.
1.2.6. [bookmark: _Ref147628621]TOTAL MH EXPENDED TO DATE-COL. 4
The Prime and Subconsultants add their previous man-hours Expended to Date (taken from their previous progress report) to the number of hours expended this period.  Example:  Prime= Prime Consulting, Inc. worked a total of 1000 hours through the last progress report and worked an additional 500 hours this period.  The total man-hours expended to date would equal 1500 hours.  
1.2.7. [bookmark: _Ref147628702]% OF TOTAL SCHEDULED MH TO DATE (COL 4 / COL 2)-COL. 5
This column is auto populated with the formula Col 4 divided by Col 2.  This percentage can be over 100%.  Please do not alter the formula.  
1.2.8. [bookmark: _Toc147625718]ESTIMATE % OF CONSTRUCTION WORK COMPLETED TO DATE-COL. 6
The Vendor Project Manager and Subconsultants must estimate the percent of work they have completed to date.  This percentage cannot be over 100%.  The Vendor Project Manager must also estimate the total over-all percentage complete in the Total row.  Again, this percentage cannot be over 100%.
1.2.9. [bookmark: _Toc147625719]ESTIMATE OF ADDITIONAL MH REQUIRED TO COMPLETE PROJECT-COL. 7
The Vendor Project Manager and Subconsultants must estimate the number of man-hours still required to complete their work on the project.  
1.2.10. [bookmark: _Toc147625720][bookmark: _Ref147730672]GRAND TOTAL OF MH REQUIRED TO COMPLETE PROJECT-COL. 8
This column is auto populated with the formula Col. 4 + Col. 7.  Please do not alter formulas.  If the total in Col. 8 exceeds the total in Col. 1, please attach a detailed explanation that explains that the Prime/Subconsultants are over hours, but not over dollars or that the Prime/Subconsultants are going to go over their ULC(s).  Again, if the Prime or Subconsultants know they are going to run out of funds, they are to contact the Tollway Project Manager immediately.  See Section 5 for more information on Supplements.
1.2.11. [bookmark: _Toc147625721]TOTALS
This row is automatically summed to give the total hours for each column (except for Col. 6-see above).  Please do not alter the formula.
1.2.12. [bookmark: _Toc147625722]PAGE 1 OF ______
Enter the total number of pages in the Progress Report Package.
1.3. [bookmark: _Ref147823069][bookmark: _Toc364076376][bookmark: _Toc364238805][bookmark: _Toc141271755][bookmark: _Toc142487528]MANPOWER REPORT BY TASK
Use of either this form or the Manpower Report by Company form will be at the discretion of the Tollway Project Manager.  This form is used to show how many hours the Prime and Subconsultants have expended during this period.  Report only the current hours that match the invoicing period.  If a Subconsultant is behind in sending the Prime their invoice, the Prime must still retrieve the hours the Subconsultant expended during the current period.  Subconsultants should bill at the same time and for the same invoice period as the Prime.  Billing periods for the Prime and Subconsultants may vary a day or two in advance or behind.  Generally, this difference will not exceed three days on either end of the current month.
1.3.1. [bookmark: _Ref147718513][bookmark: _Toc364076377]VENDOR, CONTRACT NO., PROGRESS REPORT NO., PERIOD, THRU
All this information must match the Narrative.
1.3.2. [bookmark: _Toc364076378]TASKS
List the same tasks that are listed on the Exhibit A’s that the Prime and Subconsultants included in the Contract.  List the Prime tasks separately from the Subconsultant tasks.  Indicate the Subconsultant company name next to their tasks.  Example:  Master Plan Design – ACME Subconsulting, Inc.
1.3.3. [bookmark: _Toc146600525][bookmark: _Toc364076379]TOTAL MH SCHEDULED-COL. 1
Enter the total hours the Prime and Subconsultants have scheduled (see Ex. A from the contract) for each task for the entire duration of the contract.  Example:  Master Plan Design-ACME Subconsulting, Inc. = 2000 total scheduled hours.  
1.3.4. [bookmark: _Toc146600526][bookmark: _Toc364076380]TOTAL MH SCHEDULED TO DATE-COL. 2
Enter the total hours the Prime and Subconsultants have scheduled (see Ex. A from the contract) for each task through the current period.  Example:  Master Plan Design-ACME Subconsulting, Inc. = 1500 scheduled hours through this current period.
1.3.5. [bookmark: _Toc146600527][bookmark: _Toc364076381]MH EXPENDED THIS PERIOD
1.3.5.1. [bookmark: _Toc146600528][bookmark: _Toc364076382]Prime-Col. 3
The Prime enters the hours they have expended for each of their tasks for the current period.
1.3.5.2. [bookmark: _Toc146600529][bookmark: _Toc364076383]All Subs-Col. 4
The subconsultants enter the hours they have expended for each of their tasks for the current period.
1.3.5.3. [bookmark: _Toc146600530][bookmark: _Toc364076384]Total-Col. 5
Prime hours plus the Sub hours:  This column is auto populated with the sum formula.  Please do not alter the formulas.
1.3.6. [bookmark: _Toc146600531][bookmark: _Toc364076385]SUM OF ALL MH EXPENDED TO DATE
1.3.6.1. [bookmark: _Toc146600532][bookmark: _Toc364076386]Prime-Col. 6
The Prime adds their previous man-hours Expended to Date to the number of hours expended this period.  Example:  Design Bridge-ACME Prime Consulting, Inc. worked a total of 1000 hours through the last progress report and worked an additional 500 hours this period.  The total MH Expended to Date would equal 1500 hours. 
1.3.6.2. [bookmark: _Toc146600533][bookmark: _Toc364076387]All Subs-Col. 7
The Subconsultant adds their previous man-hours Expended to Date to the number of hours expended this period.  See Prime-Col 6 above for an example.
1.3.6.3. [bookmark: _Toc146600534][bookmark: _Ref147718547][bookmark: _Toc364076388]Total-Col. 8
Prime Total Man-hours to Date plus the Sub Total Man-hours to Date.  This column is auto populated with the sum formula.  Please do not alter the formulas.
1.3.7. [bookmark: _Toc146600535][bookmark: _Ref147718560][bookmark: _Toc364076389]% OF TOTAL SCHEDULED MH TO DATE (COL 8 / COL 2)-COL. 9
This column is auto populated with the formula Col 8 divided by Col 2.  This percentage can be over 100%.  Please do not alter the formula.  
1.3.8. [bookmark: _Toc146600536][bookmark: _Toc364076390]ESTIMATE % OF WORK COMPLETED TO DATE-COL. 10
The Prime and Subconsultants must estimate the real percent of work they have completed to date.  This percentage cannot be over 100%.  The Prime must also estimate the total over all real percentage complete in the Total row.  Again, this percentage cannot be over 100%.
1.3.9. [bookmark: _Toc146600537][bookmark: _Toc364076391]ESTIMATE OF ADDITIONAL MH REQUIRED TO COMPLETE ITEM-COL. 11
The Prime and Subconsultants must estimate the number of man-hours still required to complete their specific tasks.  
1.3.10. [bookmark: _Toc146600538][bookmark: _Toc364076392]GRAND TOTAL OF MH REQUIRED TO COMPLETE ITEM-COL. 12
This column is auto populated with the formula Col. 8 + Col. 11.  Please do not alter formulas.  If the total in Col. 12 exceeds the total in Col. 1, please attach a detailed explanation that explains that the Prime/Subconsultants are over hours, but not over dollars or that the Prime/Subconsultants are going to go over their ULC(s).  Again, if the Prime or Subconsultants know they are going to run out of funds, they are to contact the Tollway Project Manager Immediately.  See Section 5 for more information on Supplements.
1.3.11. [bookmark: _Toc146600539][bookmark: _Toc364076393]TOTALS
This row is auto populated with the sum formula to give the total hours for each column (except for Col. 10-see above).  Please do not alter the formula.
1.4. [bookmark: _Toc141271756][bookmark: _Toc142487529]MANPOWER REPORT BY TASK – CUR/DUR
Manpower Reports by Task are completed as detailed in Section 1.4.  A Manpower Report by Task should be completed for each Task Order.  “Tasks” in this context should be taken as the subtasks associated with the particular Task Order.
[bookmark: _Toc141103159][bookmark: _Toc141103382][bookmark: _Toc141103466][bookmark: _Toc141103514][bookmark: _Toc141250946][bookmark: _Toc141273286][bookmark: _Toc141273794][bookmark: _Toc141274039][bookmark: _Toc141274125][bookmark: _Toc141274566][bookmark: _Toc141274798][bookmark: _Toc141274885][bookmark: _Toc141274972][bookmark: _Toc141275063][bookmark: _Toc141103160][bookmark: _Toc141103383][bookmark: _Toc141103467][bookmark: _Toc141103515][bookmark: _Toc141250947][bookmark: _Toc141273287][bookmark: _Toc141273795][bookmark: _Toc141274040][bookmark: _Toc141274126][bookmark: _Toc141274567][bookmark: _Toc141274799][bookmark: _Toc141274886][bookmark: _Toc141274973][bookmark: _Toc141275064][bookmark: _Toc140666906][bookmark: _Toc140666987][bookmark: _Toc140667072][bookmark: _Toc140667508][bookmark: _Toc140667588][bookmark: _Toc140667668][bookmark: _Toc141103161][bookmark: _Toc141103384][bookmark: _Toc141103468][bookmark: _Toc141103516][bookmark: _Toc141250948][bookmark: _Toc141273288][bookmark: _Toc141273796][bookmark: _Toc141274041][bookmark: _Toc141274127][bookmark: _Toc141274568][bookmark: _Toc141274800][bookmark: _Toc141274887][bookmark: _Toc141274974][bookmark: _Toc141275065][bookmark: _Toc141103162][bookmark: _Toc141103385][bookmark: _Toc141103469][bookmark: _Toc141103517][bookmark: _Toc141250949][bookmark: _Toc146600246][bookmark: _Toc146600541][bookmark: _Toc364076395][bookmark: _Toc146600247][bookmark: _Toc141271757][bookmark: _Toc142487530]2.0 INVOICE PACKAGE
[bookmark: _Toc140236263][bookmark: _Toc140236629][bookmark: _Toc140236715][bookmark: _Toc140657521][bookmark: _Toc140658517][bookmark: _Toc140658559][bookmark: _Toc140658607][bookmark: _Toc140658703][bookmark: _Toc140658861][bookmark: _Toc140665870][bookmark: _Toc140665967][bookmark: _Toc140666004][bookmark: _Toc140666135][bookmark: _Toc140666229][bookmark: _Toc140666267][bookmark: _Toc140666615][bookmark: _Toc140666908][bookmark: _Toc140666989][bookmark: _Toc140667074][bookmark: _Toc140667510][bookmark: _Toc140667590][bookmark: _Toc140667670][bookmark: _Toc140669695][bookmark: _Toc141102678][bookmark: _Toc141102735][bookmark: _Toc141103047][bookmark: _Toc141103164][bookmark: _Toc141103387][bookmark: _Toc141103471][bookmark: _Toc141103519][bookmark: _Toc141250951][bookmark: _Toc141271758][bookmark: _Toc141273290][bookmark: _Toc141273798][bookmark: _Toc141274043][bookmark: _Toc141274129][bookmark: _Toc141274570][bookmark: _Toc141274802][bookmark: _Toc141274889][bookmark: _Toc141274976][bookmark: _Toc141275067][bookmark: _Toc364076397][bookmark: _Toc141271759][bookmark: OLE_LINK6][bookmark: OLE_LINK7][bookmark: OLE_LINK9][bookmark: _Hlk142052964]Invoice packages must be submitted to the Tollway via a CINV process in eBuilder in a manner consistent with the terms of the Agreement. It is the responsibility of the consultant to ensure invoices do not exceed the upper limit of compensation and have appropriate committed funds for any subconsultants. (See Reallocation)
2.1. [bookmark: _Toc142487531]INVOICE SUMMARY SHEET – single PRIME or TEAM
[bookmark: _Toc146600545]This form is to be used for the Prime or Team Lead Vendor only.  See Section 2.4 for the Subconsultant Invoice Summary Sheet instructions. 
2.1.1. [bookmark: _Toc364076398]CONTRACT NUMBER
Enter the same contract number that is written in the Prime or Team’s Tollway contract.
2.1.2. [bookmark: _Toc146600546][bookmark: _Toc364076399] CONSULTANT
The Prime or Team Lead enters their company name.
2.1.3. [bookmark: _Toc146600547][bookmark: _Toc364076400]INVOICE NO.
The Prime or Team Lead enters their internal invoice number.
2.1.4. [bookmark: _Toc146600548][bookmark: _Toc364076401]INVOICE PERIOD
[bookmark: _Hlk142394422]Enter the dates that this invoice covers (Ex. 01/01/23 – 01/31/23).  This must match the period on the Monthly Progress Report and Narrative.  
[bookmark: _Hlk142394442]Note 1: Although invoicing typically covers one month, a consultant may elect to delay submitting invoices of $1,000.00 or less (including Direct Labor multiplier and Direct Cost) by combining it with another subsequent invoice in the future.  This type of invoice will need to be accompanied by a letter of explanation (See Section 2.9.2).
Example 1: An invoice for January 2023 can be delayed and combined with February 2023 IF the January invoice period totals $1,000.00 or less.  The combined invoice would result in a billing period that spans two months (01/01/23 – 02/28/23).  
Note 2: Multi-billing periods can also span up to two calendar years (i.e., 2022-2023) as long as the first calendar year’s invoice expenses are $0 each month.  If there are expenses for both calendar years, however, they must be submitted separately. This type of invoice will need to be accompanied by a letter of explanation (See Section 2.9.3).
Example 2: If a consultant didn’t have any work from September 2022 through February 2023, then resumed work in March 2023, the invoices could be combined and submitted with a billing period of 9/1/22 – 3/31/23.  All expenses submitted would be for March 2023.
[bookmark: OLE_LINK16][bookmark: OLE_LINK17]  
2.1.5. [bookmark: _Toc146600549][bookmark: _Toc364076402]DIRECT SALARIES
2.1.5.1. TOTAL DIRECT SALARIES PREVIOUS PERIOD
As a general rule, this amount is pulled from the Prime’s previous invoice summary sheet – line 5 – Total Direct Salaries To-Date.  If the Prime received an Invoice Adjustment from the Tollway, this number should be adjusted accordingly.
2.1.5.2. SALARIES THIS PERIOD (FROM DIRECT LABOR SUMMARY)
This is the total amount of the Prime’s salaries expended in dollars for this invoicing period.  This cell is linked to the Direct Labor Summary page.  Please do not alter the formula/link.  Directions for filling out the Direct Labor Summary are in Section 2.2.  
2.1.5.3. PROJECT MULTIPLIER
Please consult the contract to obtain the multiplier (typically 2.5 or 2.8).
2.1.5.4. DIRECT SALARIES THIS PERIOD (LINE 2 X LINE 3)
This is the Prime’s Total Direct Salaries This Period, including the multiplier.  This cell is auto populated with the formula (Line 2 x Line 3).  Please do not alter the formula.
2.1.5.5. TOTAL DIRECT SALARIES TO-DATE (LINE 1 + LINE 4)
This line is a sum of the Prime’s previous Total Direct Salaries Previous Period (Line 1) to the Prime’s Total Direct Salaries This Period (Line 4).  This cell is auto populated with the formula (Line 1 + Line 4).  Please do not alter the formula.
2.1.5.6. TOTAL DIRECT LABOR (FROM CONTRACT)
The Prime enters the Total Upper Limit of Compensation that the Prime has been authorized to use for Direct Labor (including the multiplier) from their original contract.  If the Prime has received any reallocations and/or Supplemental contracts, this number should be adjusted accordingly.
2.1.6. [bookmark: _Toc146600550][bookmark: _Toc364076403][bookmark: _Toc141271760]REIMBURSABLE DIRECT COSTS
2.1.6.1. [bookmark: _Toc141271761]DIRECT COSTS PREVIOUS PERIOD
[bookmark: OLE_LINK14][bookmark: OLE_LINK15]As a general rule, this number is from the Prime’s previous invoice summary sheet – line 9 – Total Direct Costs To-Date.  If the Prime has received an Invoice Adjustment from the Tollway, this number should be adjusted accordingly.
2.1.6.2. Direct Costs This Period (from Direct Costs Summary)
This is the total amount of costs expended during this invoicing period.  This cell is linked to the Direct Costs Summary Page.  Please do not alter the formula/link.  Directions for filling out the Direct Costs Summary are in Section 2.2.  
2.1.6.3. Total Direct Costs To-Date (Line 7 + Line 8)
This adds the Prime’s previous Total Direct Previous Period (Line 7) to the Prime’s Total Direct Costs This Period (Line 8).  This cell is auto populated with the formula (Line 7 + Line 8).  Please do not alter the formula.
2.1.6.4. Total Direct Costs (From Contract)
The Prime enters the Total Upper Limit of Compensation that the Prime has been authorized to use for Direct Costs (not including the costs of subconsultants) from their original contract.  If the Prime has received any reallocations and/or Supplemental contracts, this number should be adjusted accordingly.
2.1.7. [bookmark: _Toc146600551][bookmark: _Toc364076404][bookmark: _Toc141271762]SERVICES BY OTHERS
This section is to report Subconsultant costs only.
2.1.7.1. Services by Others Previous Period
As a general rule, this number is from the Prime’s previous invoice summary sheet – line 13 – Total Services by Others To-Date.  If the Prime has received an Invoice Adjustment from the Tollway, this number should be adjusted accordingly.
2.1.7.2. Services by Others This Period (from Services by Others Summary)
This is the total dollar amount of Subconsultant invoices the Prime is billing during this invoicing period.  This cell is linked to the Services by Others Summary Page.  Please do not alter the formula/link. Directions for filling out the Services by Others Summary are in Section 2.4.  
2.1.7.3. Total Services by Others To-Date (Line 11 + Line 12)
This adds Services by Others Previous Period (Line 11) to Services by Others This Period (Line 12).  This cell is auto populated with the formula (Line 11 + Line 12).  Please do not alter the formula.
2.1.7.4. Total Services by Others (From Contract)
[bookmark: OLE_LINK18][bookmark: OLE_LINK19]The Prime enters the Total Upper Limit of Compensation that they have been authorized to use for Services by Others from their Tollway contract.  If the Prime has received any reallocations and/or Supplemental contracts, this number should be adjusted accordingly.
2.1.8. [bookmark: _Toc146600552][bookmark: _Toc364076405][bookmark: _Toc141271763]SUMMARY
2.1.8.1. [bookmark: _Toc146600553][bookmark: _Ref147719068][bookmark: _Toc364076406]Total Invoice Amount (Line 4 + Line 8 + Line 12)
This is the total amount the Prime is invoicing the Tollway for this period.  This number is the sum of Total Direct Salaries This Period (Line 4) + Direct Costs This Period (Line 8) + Services by Others This Period (Line 12).  This cell is auto populated with the formula (Line 4 + Line 8 + Line 12).  Please do not alter the formula.
2.1.8.2. [bookmark: _Toc146600554][bookmark: _Toc364076407]Upper Limit of Compensation (ULC)
This is the Total ULC the Prime is allowed to charge to the Tollway per their Tollway contract, reallocations/and or Supplemental contracts.  This number includes any contingency funds/additional services they may have reserved in their contract but are not authorized to use.
2.1.8.3. [bookmark: _Toc146600555][bookmark: _Toc364076408]Earned Through This Invoice (Lines 5 + 9 + 13)
This is the sum of Total Direct Salaries To-Date (Line 5) + Total Direct Costs To-Date (Line 9) + Total Services by Others To-Date.  This cell is auto populated with the formula (Lines 5 + 9 + 13).  Please do not alter the formula.  
2.1.8.4. [bookmark: _Toc146600556][bookmark: _Toc364076409] Remaining Contract Amount
This is the total amount of funds the Prime still has available under their contract to spend.  This cell is auto populated with the formula (Upper Limit of Compensation – Earned Through This Invoice).  Please do not alter formulas.  If this number is a negative number, the Prime should contact their Tollway Project Manager immediately.  
2.1.9. [bookmark: _Toc146600557][bookmark: _Toc364076410]SELLER’S CERTIFICATION & WARRANTY
2.1.9.1.1. [bookmark: _Toc146600558][bookmark: _Toc364076411]First line
The Prime enters their company’s Federal Taxpayer Identification Number.
2.1.9.1.2. [bookmark: _Toc146600559][bookmark: _Toc364076412]Second line
The Prime enters their company’s name.
2.1.9.1.3. [bookmark: _Toc146600562][bookmark: _Toc364076415]By
This must be signed by the Prime’s Principal or other Authorized Agent.
2.2. [bookmark: _Toc364076418][bookmark: _Toc141271764][bookmark: _Toc142487532]DIRECT LABOR – SUMMARY
2.2.1. [bookmark: _Toc146600566][bookmark: _Toc364076419]CONTRACT NUMBER, CONSULTANT, INVOICE NO., AND INVOICE PERIOD
This information must match the Invoice Summary Sheet.  
2.2.2. [bookmark: _Toc146600567][bookmark: _Toc364076420]EMPLOYEE NAME
Enter the employee names that worked on the project this period only.  The employees’ full names are to be listed in alphabetical order by last name (last name, first name, middle initial should be included). 
2.2.3. [bookmark: _Toc146600568][bookmark: _Toc364076421]CLASSIFICATION
Enter the classification for each employee.  This classification is listed on the consultant’s last approved Consultant Rate Form (CRF).  Example classifications may include:  Project Assistant, Project Manager, Senior Engineer, etc. 
2.2.4. [bookmark: _Toc146600569][bookmark: _Toc364076422]RATE
Enter the hourly rate the employee earns for every hour worked on the Tollway project.  This rate must match the Prime’s most recently approved Consultant Rate Form.  If a new employee is added or an employee rate has changed, a Consultant Rate Form must be submitted ten (10) days prior to submission of the invoice.  Delays in processing payment may occur if the Consultant Rate Form is not submitted in advance.  
2.2.5. [bookmark: _Toc146600570][bookmark: _Toc364076423]      HOURS
[bookmark: OLE_LINK10][bookmark: OLE_LINK11]Enter the total number of hours (including overtime) each employee worked on the Tollway project for this period.  Example:  John Smith worked a total of 45 hours on this project and 5 of those hours are premium overtime, total hours worked is 45 hours.
2.2.6. [bookmark: _Toc146600571][bookmark: _Toc364076424]TOTAL FOR PERIOD
This number is the total salary costs for a particular employee for the current invoicing period without the multiplier.  This column is auto populated with the formula (Rate x Hours).  Please do not alter the formula.
2.2.7. [bookmark: _Toc146600572][bookmark: _Toc364076425]CURRENT PERIOD DIRECT LABOR (COPIED TO INVOICE SUMMARY LINE 2)
2.2.7.1. [bookmark: _Toc146600573][bookmark: _Toc364076426]Hours
This cell adds up the total hours worked for this period.  This number must match your Manpower Report by Task – Total MH Expended this Period (Col. 3).  This cell is auto populated with the sum formula.  Please do not alter the formula.
2.2.7.2. [bookmark: _Toc146600574][bookmark: _Toc364076427]Amount
This cell adds up the total dollars this period.  This number is auto populated with the sum formula.  Please do not alter the formula.  This number is then automatically copied over to your Invoice Summary Sheet – Line 2 (Direct Salaries This Period).
2.2.8. MISCELLANEOUS
2.2.8.1. [bookmark: _Toc364076429]If the Direct Salaries Summary is more than one page, please have a sub total on each page and then the grand total on the last page.
2.2.8.2. [bookmark: _Toc364076430]Please place one set of signed timesheets or electronic signed timesheets after the Direct Labor Summary page.  
Note: Consultants must have written approval from the Tollway before the submission of electronic timesheets will be accepted. The Electronic Timesheet Approval Request Form can be found on the Tollway website (under Consultant Invoicing Forms).  The transmittal letter accompanying the form should be addressed to the Chief Engineering Officer and can be submitted to the contract’s Invoice Expediter.  
2.2.8.3. [bookmark: _Toc364076431]If the Prime Consultant is not billing any Direct Salaries in the current invoice, this form is still required to be submitted showing a zero-amount due for Direct Salaries.  This rule applies to the Prime only. 

2.3. [bookmark: _Toc364076432][bookmark: _Toc141271765][bookmark: _Toc142487533]DIRECT COSTS – SUMMARY
This form is used to show the Prime’s Direct Costs by line item.  This does not include the Prime’s Subconsultants.  If the Prime Consultant is not billing any Direct Costs in the current invoice, this form is still required to be submitted showing a zero-amount due for Direct Costs.  This rule applies to the Prime only.  Please see the most recent Allowable Direct Costs List posted on the Tollway’s website.  All charges must be incurred during the current Invoice Period.  If the charges are from a previous period, a letter of explanation is required.  Any charges that are ahead of the Prime’s invoice period will be pulled from the invoice.  
Example upcoming period:  The Prime’s billing period is 01/01/23-01/31/23 and the Prime included a FedEx charge dated 02/01/23, this FedEx charge will be removed from this invoice because it is a future charge. 
Example-previous period:  The Prime’s billing period is 01/01/23-01/31/23 and the Prime included a FedEx charge dated 12/31/22 but also included an explanation letter, this FedEx charge will be paid with this invoice.  If an explanation letter is not included, the charge will be removed from the invoice.
2.3.1. [bookmark: _Toc146600577][bookmark: _Toc364076433]CONTRACT NUMBER, CONSULTANT, INVOICE NO., AND INVOICE PERIOD
This information must match the Invoice Summary Sheet.  
2.3.2. [bookmark: _Toc146600578][bookmark: _Toc364076434]VEHICLE DAYS
2.3.2.1. [bookmark: _Toc146600579][bookmark: _Toc364076435]No. of Days
Enter the number of days the Consultant’s employees used a company vehicle to perform work on this project during this invoice period.  
2.3.2.2. [bookmark: _Toc146600580][bookmark: _Toc364076436]Rate
Enter the vehicle rate that the Consultant was authorized to use from the contract.
2.3.2.3. Vehicle Days Cost
The cell to the right is auto populated with the formula (No. of Days x Rate).  Please do not alter the formula.
2.3.3. [bookmark: _Toc146600582][bookmark: _Toc364076438]MILEAGE
2.3.3.1. [bookmark: _Toc146600583][bookmark: _Toc364076439]No. of Miles
Enter the number of miles traveled during this invoicing period.
2.3.3.2. [bookmark: _Toc146600584][bookmark: _Toc364076440]Rate
[bookmark: OLE_LINK1][bookmark: OLE_LINK2]Enter the mileage rate from the Contract or the current allowable State of Illinois mileage rate.  To get the current State of Illinois rate for mileage, please see the following website: https://cms.illinois.gov/employees/travel/travelreimbursement.html
2.3.4. [bookmark: _Toc146600585][bookmark: _Toc364076441]OTHER DIRECT COSTS (RECEIPTS MUST BE ATTACHED)
2.3.4.1. [bookmark: _Toc146600586][bookmark: _Toc364076442]Description
The Prime enters the direct cost items they have incurred during this invoicing period.  These costs do not include vehicle days, mileage, Premium OT or Subconsultant costs.  The Tollway will only hold the consultant to their ULC for Direct Costs from the contract.  The Tollway will no longer hold the consultant to the total dollar amount per direct cost line item that was submitted with their contract.
2.3.4.2. [bookmark: _Toc146600587][bookmark: _Toc364076443]Amount
Enter the dollar amount for each direct cost item.  
2.3.5. [bookmark: _Toc146600588][bookmark: _Toc364076444]      PREMIUM OVERTIME
Premium Overtime must be approved and included in the contract.  An employee must work a minimum of 40 hours on the same Tollway project before he or she can be paid premium overtime.  The 40-hour rule does not apply to Union employees.  If a consultant employs Union employees, it is the consultant’s reasonability to ensure up-to-date lists.
2.3.5.1. [bookmark: _Toc146600589][bookmark: _Toc364076445]Name and Classification
Enter the employee’s name and classification for each employee that has incurred Premium Overtime.
2.3.5.2. [bookmark: _Toc146600590][bookmark: _Toc364076446]Hours
Enter the total amount of Premium Overtime hours only.  Example:  John Smith worked a total of 45 hours on this project and 5 of those hours are premium overtime, the Prime would enter a total of 5 hours.
2.3.5.3. [bookmark: _Toc146600591][bookmark: _Toc364076447]Rate
Enter the employees’ Premium Overtime Rate.  The premium overtime rate is half the regular rate.  Example:  If the regular rate is $10.00 per hour, the premium overtime rate is $5.00 per hour.  The multiplier cannot be charged to the premium overtime rate.  The employee received the regular rate for all of his or her time on the Direct Salaries Summary page.
2.3.5.4. [bookmark: _Toc146600592][bookmark: _Toc364076448]Amount
This cell is auto populated with the formula to calculate the dollar amount for the premium overtime (Hours X Rate).  Please do not alter the formula.  
2.3.6. [bookmark: _Toc146600593][bookmark: _Toc364076449]CURRENT DIRECT COSTS (COPY TO INVOICE SUMMARY LINE 8)
This cell calculates the total dollar amount for all of your Direct Costs.  The formula (sum) is auto populated and automatically copied over to your Invoice Summary-Line 8.  Please do not alter these formulas.
2.3.7. [bookmark: _Toc146600595][bookmark: _Toc364076451]BACKUP
The Prime must include their Direct Costs backup behind the Direct Cost Summary form.  This backup can include Vehicle Log (if charged vehicle days), mileage backup (show where an employee traveled to, how many miles he/she traveled and the date the travel occurred) and all receipts for other costs.  Example:  If the Prime is charging a shipping charge, please include the courier receipt to back-up the expense.  If backup is missing for a Direct Cost Item, the invoice can be placed on hold while the Tollway waits for the backup to be sent in or the expense will be cut from the invoice.  Both scenarios result in a delay of payment.
2.3.7.1. [bookmark: _Toc146600596][bookmark: _Toc364076452]Vehicle Log
2.3.7.1.1.1. [bookmark: _Toc146600597][bookmark: _Toc364076453]Consultant, Invoice No., Invoice Period, And Contract Number
This information must match the Invoice Summary Sheet.  
2.3.7.1.1.2. [bookmark: _Toc146600598][bookmark: _Toc364076454]Name of Employee
Enter the name of the employee who used a company vehicle on this Tollway project.  These cells are linked to the second half of the page.  Please do not alter the formula.
2.3.7.1.1.3. [bookmark: _Toc146600599][bookmark: _Toc364076455]Date
Enter the dates that match the current invoicing period.  Example:  If the invoicing period begins on 07/28/23, enter 07/28 under Day 1.
2.3.7.1.1.4. [bookmark: _Toc146600600][bookmark: _Toc364076456]Recording Vehicle Days
As written on the form, “Please place a "1" in the box corresponding to the date that an employee used the vehicle.” 
2.3.7.1.1.5. [bookmark: _Toc146600601][bookmark: _Toc364076457]Total
This column will sum up the total vehicle days per employee.  Please do not alter the formula.
2.3.7.1.1.6. [bookmark: _Toc146600602][bookmark: _Toc364076458]Total Vehicle Days
This number must match the amount of vehicle days on the Direct Costs Summary.  This cell is auto populated with the formula (sum).  Please do not alter the formula.  
2.3.7.1.1.7. [bookmark: _Toc146600603][bookmark: _Toc364076459]Note
This form will be compared to the employee timesheets (already submitted as backup for labor) to ensure the employee did in fact work on this Tollway project the same day a vehicle is being charged.  Please do not submit a second set/copy of timesheets. 
2.4. [bookmark: _Toc141273298][bookmark: _Toc141273802][bookmark: _Toc141274047][bookmark: _Toc141274133][bookmark: _Toc141274574][bookmark: _Toc141274806][bookmark: _Toc141274893][bookmark: _Toc141274980][bookmark: _Toc141275071][bookmark: _Toc141273299][bookmark: _Toc141273803][bookmark: _Toc141274048][bookmark: _Toc141274134][bookmark: _Toc141274575][bookmark: _Toc141274807][bookmark: _Toc141274894][bookmark: _Toc141274981][bookmark: _Toc141275072][bookmark: _Toc364076461][bookmark: _Toc141271766][bookmark: _Toc142487534]SERVICES BY OTHERS – SUMMARY
This form is used to report Subconsultant invoices.  If the Prime Consultant is not billing any Subconsultant invoices in the current invoice, this form is still required to be submitted showing a zero-amount due for Services by Others.  This rule applies to the Prime only.
2.4.1. [bookmark: _Toc146600606][bookmark: _Toc364076462]       CONTRACT NUMBER, CONSULTANT, INVOICE NO., AND INVOICE PERIOD
This information must match the Invoice Summary Sheet.  
2.4.2. [bookmark: _Toc146600607][bookmark: _Toc364076463]       DBE/MBE/WBE SUBCONSULTANTS
2.4.2.1. [bookmark: _Toc146600608][bookmark: _Toc364076464]Name of Company
Enter only the DBE/MBE/WBE Subconsultant Company names.
2.4.2.2. [bookmark: _Toc146600609][bookmark: _Toc364076465]Amount
Enter the total dollar amount of the DBE/MBE/WBE Subconsultant invoices.
2.4.3. [bookmark: _Toc146600610][bookmark: _Toc364076466]OTHER SUBCONSULTANTS
2.4.3.1. [bookmark: _Toc146600611][bookmark: _Toc364076467]Name of Company
Enter only the NON-DBE/MBE/WBE Subconsultant Company names.
2.4.3.2. [bookmark: _Toc146600612][bookmark: _Toc364076468]Amount
Enter the total dollar amount of the NON-DBE/MBE/WBE Subconsultant invoices.
2.4.4. [bookmark: _Toc146600613][bookmark: _Toc364076469]CURRENT SERVICES BY OTHERS (COPY TO INVOICE SUMMARY LINE 12)
This number is the total dollar amount of all the Subconsultant invoices that are included with this invoice.  The cell is auto populated with the formula (sum) and is automatically copied to the Invoice Summary Sheet Line 12.  Please do not alter the formulas.
2.5. [bookmark: _Toc140657526][bookmark: _Toc140658522][bookmark: _Toc140658564][bookmark: _Toc140658612][bookmark: _Toc140658708][bookmark: _Toc140658866][bookmark: _Toc140665875][bookmark: _Toc140665972][bookmark: _Toc140666009][bookmark: _Toc140666140][bookmark: _Toc140666234][bookmark: _Toc140666272][bookmark: _Toc140666620][bookmark: _Toc140666913][bookmark: _Toc140666994][bookmark: _Toc140667079][bookmark: _Toc140667515][bookmark: _Toc140667595][bookmark: _Toc140667675][bookmark: _Toc140669700][bookmark: _Toc141102683][bookmark: _Toc141102740][bookmark: _Toc141103052][bookmark: _Toc141103169][bookmark: _Toc141103392][bookmark: _Toc141103478][bookmark: _Toc141103527][bookmark: _Toc141250960][bookmark: _Toc141271767][bookmark: _Toc141273301][bookmark: _Toc141273805][bookmark: _Toc141274050][bookmark: _Toc141274136][bookmark: _Toc141274577][bookmark: _Toc141274809][bookmark: _Toc141274896][bookmark: _Toc141274983][bookmark: _Toc141275074][bookmark: _Toc140657527][bookmark: _Toc140658523][bookmark: _Toc140658565][bookmark: _Toc140658613][bookmark: _Toc140658709][bookmark: _Toc140658867][bookmark: _Toc140665876][bookmark: _Toc140665973][bookmark: _Toc140666010][bookmark: _Toc140666141][bookmark: _Toc140666235][bookmark: _Toc140666273][bookmark: _Toc140666621][bookmark: _Toc140666914][bookmark: _Toc140666995][bookmark: _Toc140667080][bookmark: _Toc140667516][bookmark: _Toc140667596][bookmark: _Toc140667676][bookmark: _Toc140669701][bookmark: _Toc141102684][bookmark: _Toc141102741][bookmark: _Toc141103053][bookmark: _Toc141103170][bookmark: _Toc141103393][bookmark: _Toc141103479][bookmark: _Toc141103528][bookmark: _Toc141250961][bookmark: _Toc141271768][bookmark: _Toc141273302][bookmark: _Toc141273806][bookmark: _Toc141274051][bookmark: _Toc141274137][bookmark: _Toc141274578][bookmark: _Toc141274810][bookmark: _Toc141274897][bookmark: _Toc141274984][bookmark: _Toc141275075][bookmark: _Toc364076471][bookmark: _Toc141271769][bookmark: _Toc142487535]INVOICE SUMMARY SHEET – SUBCONSULTANT
This Invoice Summary Sheet must be filled out by each Subconsultant that is included with the Prime’s invoice.  Since each contract has a different number of subconsultants, the Subconsultant Invoice Summary Sheet must be linked to the other forms by the Subconsultant when filling out the forms.  
2.5.1. [bookmark: _Toc146600616][bookmark: _Toc364076472]      CONTRACT NUMBER
Enter the same contract number that is written in the Prime’s contract.
2.5.2. [bookmark: _Toc146600617][bookmark: _Toc364076473]      CONSULTANT
Subconsultant enters their company name.
2.5.3. [bookmark: _Toc146600618][bookmark: _Toc364076474]INVOICE NO.
Subconsultant enters their internal invoice number.
2.5.4. [bookmark: _Toc146600619][bookmark: _Toc364076475]INVOICE PERIOD
Enter the dates that this invoice covers (Ex. 01/01/23 – 01/31/23).  This must be within the Prime’s Invoicing Period.  If a Subconsultant’s invoice covers any dates prior to the Prime’s period start date, a letter of explanation is required.  Billing periods for the Prime and Subconsultant may vary a day or two in-advance, or behind.  Generally, this difference will not exceed three days on either end of the current month.
An Invoice typically covers one month.  The invoice period can exceed one month if the total for a monthly period is less than $1,000.00.  Once $1,000.00 is exceeded, an invoice should be submitted.  The progress report is still required on a monthly basis, regardless of an invoice submittal. 
2.5.5. [bookmark: _Toc146600620][bookmark: _Toc364076476] DIRECT SALARIES
2.5.5.1. Total Direct Salaries Previous Period
As a general rule, this number is from the Subconsultant’s previous invoice summary sheet – line 5 – Total Direct Salaries to Date.  If the Subconsultant has received an Invoice Adjustment from the Tollway, this number should be adjusted accordingly.
2.5.5.2. Direct Salaries This Period (from Direct Labor Summary)
This is the total amount of salaries expended in dollars for this invoicing period.  This cell is not linked to the Direct Labor Summary page.  Directions for filling out the Direct Labor Summary are in Section 2.2.
2.5.5.3. Project Multiplier
Please consult the contract to obtain the multiplier.
2.5.5.4. Total Direct Salaries This Period (Line 2 x Line 3)
This is the Subconsultant’s Total Direct Salaries This Period including the multiplier.  This cell is auto populated with the formula (Line 2 x Line 3).  Please do not alter the formula.
2.5.5.5. Total Direct Salaries To-Date (Line 1 + Line 4)
This sums the Subconsultant’s previous Total Direct Labor to Date (Line 1) to your Total Direct Salaries This Period (Line 4).  This cell is auto populated with the formula (Line 1 + Line 4).  Please do not alter the formula.
2.5.5.6. Total Direct Labor (From Contract)
The Subconsultant enters the Total Upper Limit of Compensation that they have been authorized to use for Direct Salaries (including the multiplier) from their original contract.  If the Subconsultant has had any reallocations and/or Supplemental contracts through their Prime, this number should be adjusted accordingly.
2.5.6. [bookmark: _Ref146603030][bookmark: _Toc364076477]REIMBURSABLE DIRECT COSTS
This section includes all costs except for the charges incurred from a second or third tiered Subconsultant.
2.5.6.1. Direct Costs Previous Period
As a general rule, this number is from the Subconsultant’s previous invoice summary sheet – line 9 – Total Direct Costs to Date.  If the Subconsultant has received an Invoice Adjustment from the Tollway, this number should be adjusted accordingly.
2.5.6.2. Direct Costs This Period (from Direct Costs Summary)
This is the total amount of costs expended during this invoicing period.  This cell is not linked to the Direct Costs Summary Page.  Directions for filling out the Direct Costs Summary are in Section 2.7.
2.5.6.3. Total Direct Costs To-Date (Line 7 + Line 8)
This adds the Subconsultant’s previous Total Direct Costs to Date (Line 7) to the Subconsultant’s Total Direct Costs This Period (Line 8).  This cell is auto populated with the formula (Line 7 + Line 8).  Please do not alter the formula.
2.5.6.4. Total Direct Costs (From Contract)
The Subconsultant enters the Total Upper Limit of Compensation that the Subconsultant has been authorized to use for Direct Costs (not including the costs of second or third tiered subconsultants) from their original contract.  If the Subconsultant has received any reallocations and/or Supplemental contracts through their Prime, this number should be adjusted accordingly.  
2.5.7. [bookmark: _Ref146603108][bookmark: _Toc364076478] SERVICES BY OTHERS
A Subconsultant will fill this section out only if they have their own Subconsultant (a sub of a sub).  If the Subconsultant does not have a sub, please leave this area blank.
2.5.7.1. Services by Others Previous Period
As a general rule, this number is from the Subconsultant’s previous invoice summary sheet – line 13 – Total Services by Others to Date.  If the Subconsultant has received an Invoice Adjustment from the Tollway, this number should be adjusted accordingly.
2.5.7.2. Services by Others This Period (from Services by Others Summary)
This is the total amount of Subconsultant invoices the Subconsultant is billing during this invoicing period.  This cell is not linked to the Services by Others Summary Page. Directions for filling out the Services By Others Summary are in Section 2.8.
2.5.7.3. Total Services by Others To-Date (Line 11 + Line 12)
This adds Services by Others through Previous Period (Line 11) to Services by Others This Period (Line 12).  This cell is auto populated with the formula (Line 11 + Line 12).  Please do not alter the formula.
2.5.7.4. Total Services by Others (From Contract)
The Subconsultant enters the Total Upper Limit of Compensation that they have been authorized to use for Services by Others from their Tollway contract.  If the Subconsultant has received any reallocations and/or Supplemental contracts through their Prime, this number should be adjusted accordingly.
2.5.8. [bookmark: _Ref146603176][bookmark: _Toc364076479]SUMMARY
2.5.8.1. [bookmark: _Ref147719087][bookmark: _Toc364076480]Total Invoice Amount (Line 4 + Line 8 + Line 12)
This is the total amount the Subconsultant is invoicing the Tollway for this period.  This number is the sum of Total Direct Salaries This Period (Line 4) + Direct Costs This Period (Line 8) + Services by Others This Period (Line 12).  This cell is auto populated with the formula (Line 4 + Line 8 + Line 12).  Please do not alter the formula.
2.5.8.2. [bookmark: _Ref147719113][bookmark: _Toc364076481]Upper Limit of Compensation (ULC)
This is the Total ULC the Subconsultant is allowed to charge to the Tollway per their section of the Prime’s Tollway contract, reallocations/and or Supplemental contracts.  This number includes any contingency funds/additional services they may have reserved in their contract but are not authorized to use.
2.5.8.3. [bookmark: _Ref147719127][bookmark: _Toc364076482]Earned Through This Invoice (Lines 5 + 9 + 13)
This is the sum of Total Direct Salaries To-Date (Line 5) + Total Direct Costs To-Date (Line 9) + Total Services by Others To-Date.  This cell is auto populated with the formula (Lines 5 + 9 + 13).  Please do not alter the formula.  
2.5.8.4. [bookmark: _Ref147719140][bookmark: _Toc364076483]Remaining Contract Amount
This is the total amount of funds the Subconsultant has left in their portion of the Prime’s Tollway contract to spend.  This cell is auto populated with the formula (Upper Limit of Compensation – Earned Through This Invoice).  Please do not alter formulas.  If this number is a negative number, the Subconsultant is to contact their Prime and the Prime is to contact their Tollway Project Manager immediately.  
2.5.9. [bookmark: _Ref146603253][bookmark: _Toc364076484]SELLER’S CERTIFICATION & WARRANTY
2.5.9.1. [bookmark: _Toc146600621][bookmark: _Toc364076485]First line
The Subconsultant enters their company’s Federal Taxpayer Identification Number.
2.5.9.2. [bookmark: _Toc146600622][bookmark: _Toc364076486]Second line
The Subconsultant enters their company’s name.
2.5.9.3. [bookmark: _Toc146600623][bookmark: _Toc364076487]Third line
The Subconsultant enters the same number as the Total Invoice Amount in Invoice Summary Section D (a).
2.5.9.4. [bookmark: _Toc146600624][bookmark: _Toc364076488]Vendor
The Subconsultant enters their company’s name.
2.5.9.5. [bookmark: _Toc146600625][bookmark: _Toc364076489]By
This must be signed, by the Subconsultant’s Principal or other Authorized personnel.  The Tollway will accept legible copies of Subconsultant invoices, but the Prime’s signature authorizing the invoice Direct Salaries – Summary must be an original signature.
2.5.9.6. [bookmark: _Toc146600626][bookmark: _Toc364076490]Prime Consultant Authorized Agent
[bookmark: _Toc146600627][bookmark: _Toc364076491]The Principal or Authorized Agent from the Prime Consultant’s company must sign each Subconsultant’s invoice summary page.  Invoices will be returned to the Prime Consultant if the signature is missing.    
2.6. [bookmark: _Toc140657529][bookmark: _Toc140658525][bookmark: _Toc140658567][bookmark: _Toc140658615][bookmark: _Toc140658711][bookmark: _Toc140658869][bookmark: _Toc140665878][bookmark: _Toc140665975][bookmark: _Toc140666012][bookmark: _Toc140666143][bookmark: _Toc140666237][bookmark: _Toc140666275][bookmark: _Toc140666623][bookmark: _Toc140666916][bookmark: _Toc140666997][bookmark: _Toc140667082][bookmark: _Toc140667518][bookmark: _Toc140667598][bookmark: _Toc140667678][bookmark: _Toc140669703][bookmark: _Toc141102686][bookmark: _Toc141102743][bookmark: _Toc141103055][bookmark: _Toc141103172][bookmark: _Toc141103395][bookmark: _Toc141103481][bookmark: _Toc141103530][bookmark: _Toc141250963][bookmark: _Toc141271770][bookmark: _Toc141273304][bookmark: _Toc141273808][bookmark: _Toc141274053][bookmark: _Toc141274139][bookmark: _Toc141274580][bookmark: _Toc141274812][bookmark: _Toc141274899][bookmark: _Toc141274986][bookmark: _Toc141275077][bookmark: _Toc140657530][bookmark: _Toc140658526][bookmark: _Toc140658568][bookmark: _Toc140658616][bookmark: _Toc140658712][bookmark: _Toc140658870][bookmark: _Toc140665879][bookmark: _Toc140665976][bookmark: _Toc140666013][bookmark: _Toc140666144][bookmark: _Toc140666238][bookmark: _Toc140666276][bookmark: _Toc140666624][bookmark: _Toc140666917][bookmark: _Toc140666998][bookmark: _Toc140667083][bookmark: _Toc140667519][bookmark: _Toc140667599][bookmark: _Toc140667679][bookmark: _Toc140669704][bookmark: _Toc141102687][bookmark: _Toc141102744][bookmark: _Toc141103056][bookmark: _Toc141103173][bookmark: _Toc141103396][bookmark: _Toc141103482][bookmark: _Toc141103531][bookmark: _Toc141250964][bookmark: _Toc141271771][bookmark: _Toc141273305][bookmark: _Toc141273809][bookmark: _Toc141274054][bookmark: _Toc141274140][bookmark: _Toc141274581][bookmark: _Toc141274813][bookmark: _Toc141274900][bookmark: _Toc141274987][bookmark: _Toc141275078][bookmark: _Toc364076493][bookmark: _Toc141271772][bookmark: _Toc142487536]DIRECT LABOR – SUMMARY
Each Subconsultant must fill out this form. Please see the detailed directions above in Section 2.2.  
2.7. [bookmark: _Toc364076494][bookmark: _Toc141271773][bookmark: _Toc142487537]DIRECT COSTS - SUMMARY
Each Subconsultant must fill out this form. Please see the detailed directions above in Section 2.3.  
2.8. [bookmark: _Toc364076495][bookmark: _Toc141271774][bookmark: _Toc142487538]SERVICES BY OTHERS – SUMMARY
This form is used to report Subconsultant invoices, if applicable. Please see the detailed directions above in Section 2.4. If the Subconsultant does not have their own Subconsultant (a sub of a sub), then please do not submit this form.
2.9. [bookmark: _Toc142487539]LETTERS OF EXPLANATION
Letters of explanation need to be provided with an invoice for a variety of reasons, as summarized below:
2.9.1.  first invoice letter
All consultants need to submit a letter with their first invoice that addresses:
· “The NTP was issued on MM/DD/YYYY and this is the first invoice on the Contract.” 
· “No work was done from the NTP date of MM/DD/YYYY until MM/DD/YYYY.” lease list the exact date work is being billed on this invoice).
· Include the billing period for the invoice.
2.9.2. MULTI-MONTH INVOICE IN SAME CALENDAR YEAR
When a Consultant elects to combine multiple billing periods in one invoice (see Section 2.1.4, Note 1), a letter also needs to be submitted that addresses:
· Why two or more billing periods are being combined.  
· If each month (except for the month that falls in the prime’s billing period) is under $1,000.00 (this includes the Direct Labor multiplier and all Direct Cost).
· “No work was performed from MM/DD/YYYY (the day after the previous Invoice Period) until MM/DD/YYYY (the first day anything is being billed on this invoice)”
· If this invoice intends to close a billing gap. 
2.9.3. MULTI-MONTH INVOICE SPANNING TWO CALENDAR YEARS
When a Consultant elects to combine multiple billing periods in one invoice (see Section 2.1.4, Note 2), a letter also needs to be submitted that addresses:
· Why two or more billing periods are being combined.  
· [bookmark: _Hlk142472464]“No work was performed from MM/DD/YYYY (the day after the previous Invoice Period) until MM/DD/YYYY (the first day anything is being billed on this invoice)”
· If this invoice intends to close a billing gap.

[bookmark: _Toc141271775][bookmark: _Toc142487540]3.0 UPON REQUEST (CUR/DUR) CONTRACT INVOICING
CUR/DUR Invoices are completed as detailed in Section 2.  Note the following:
The contract number should match that of the overall CUR/DUR contract, not an individual Task Order, except where permitted in writing by the Tollway.
Invoice totals (Direct Labor, Direct Costs, etc.) should be reported for the overall CUR/DUR contract, not an individual Task Order, except where permitted in writing by the Tollway.
[bookmark: _Toc140666922][bookmark: _Toc140667003][bookmark: _Toc140667088][bookmark: _Toc140667524][bookmark: _Toc140667604][bookmark: _Toc140667684][bookmark: _Toc140669709][bookmark: _Toc141103401][bookmark: _Toc141103487][bookmark: _Toc141103536][bookmark: _Toc141250969][bookmark: _Toc141271776][bookmark: _Toc141273310][bookmark: _Toc141273814][bookmark: _Toc141274059][bookmark: _Toc141274145][bookmark: _Toc141274586][bookmark: _Toc141274818][bookmark: _Toc141274905][bookmark: _Toc141274992][bookmark: _Toc141275083][bookmark: _Toc141103402][bookmark: _Toc141103488][bookmark: _Toc141103537][bookmark: _Toc141250970][bookmark: _Toc141271777][bookmark: _Toc141273311][bookmark: _Toc141273815][bookmark: _Toc141274060][bookmark: _Toc141274146][bookmark: _Toc141274587][bookmark: _Toc141274819][bookmark: _Toc141274906][bookmark: _Toc141274993][bookmark: _Toc141275084][bookmark: _Toc141271778][bookmark: _Toc141273312][bookmark: _Toc141273816][bookmark: _Toc141274061][bookmark: _Toc141274147][bookmark: _Toc141274588][bookmark: _Toc141274820][bookmark: _Toc141274907][bookmark: _Toc141274994][bookmark: _Toc141275085][bookmark: _Toc142487541][bookmark: _Toc364076506][bookmark: _Toc146600249][bookmark: _Toc141271779]4.0 REALLOCATION
Commitment Reallocation is a process used by consultants to request a reallocation of contract funds across commitment items (i.e., Direct Labor or Direct Costs), to add or remove one or more subconsultants, or a contingency release.  Reallocation requests must be submitted to the Tollway via a REALL process in eBuilder in a manner consistent with the terms of the Agreement. It is the responsibility of the consultant to ensure invoices do not exceed the upper limit of compensation and have appropriate committed funds for any subconsultants. Refer to the Consultant Reallocation (REALL) User Manual in e-Builder for detailed instructions.
[bookmark: _Toc142487542]5.0 ADJUSTMENT, REBILL, RESUBMITTAL, & BILLING CORRECTION
[bookmark: _Toc141103404][bookmark: _Toc141103490][bookmark: _Toc141103539][bookmark: _Toc141250972][bookmark: _Toc141271780][bookmark: _Toc141273314][bookmark: _Toc141273818][bookmark: _Toc141274063][bookmark: _Toc141274149][bookmark: _Toc141274590][bookmark: _Toc141274822][bookmark: _Toc141274909][bookmark: _Toc141274996][bookmark: _Toc141275087][bookmark: _Toc141273315][bookmark: _Toc141273819][bookmark: _Toc141274064][bookmark: _Toc141274150][bookmark: _Toc141274591][bookmark: _Toc141274823][bookmark: _Toc141274910][bookmark: _Toc141274997][bookmark: _Toc141275088][bookmark: _Toc364076507][bookmark: _Toc141271781]
3. [bookmark: _Toc141274824][bookmark: _Toc141274911][bookmark: _Toc141274998][bookmark: _Toc141275089][bookmark: _Toc141274825][bookmark: _Toc141274912][bookmark: _Toc141274999][bookmark: _Toc141275090][bookmark: _Toc142033267][bookmark: _Toc142297723][bookmark: _Toc142297788][bookmark: _Toc142297826][bookmark: _Toc142299862][bookmark: _Toc142300350][bookmark: _Toc142300403][bookmark: _Toc142303244][bookmark: _Toc142487467][bookmark: _Toc142487543][bookmark: _Toc364076508][bookmark: _Toc141271782][bookmark: _Toc141275000]
4. [bookmark: _Toc142300351][bookmark: _Toc142300404][bookmark: _Toc142303245][bookmark: _Toc142487468][bookmark: _Toc142487544]
5. [bookmark: _Toc142300352][bookmark: _Toc142300405][bookmark: _Toc142303246][bookmark: _Toc142487469][bookmark: _Toc142487545]
5.1. [bookmark: _Toc142487546]ADJUSTMENT INVOICE
ADJUSTMENTS – INVOICES TO RECOVER COSTS OMITTED ON ORIGINAL INVOICE
When a consultant wants to submit an adjustment, they must use the same invoice number as the one that was originally submitted for that pay period and place “ADJ” after the number.  
Example:  Invoice 12 was submitted and paid in the submitted amount.  The consultant later realized that some direct labor for the time period of invoice 12 was erroneously omitted from the invoice.  This labor can be billed on an adjustment invoice.  In order to re-invoice for the omitted labor, the invoice must be named Invoice 12-ADJ.  An Adjustment is essentially a new invoice except for the invoice number.  All forms and documents including a revised progress report are required as if submitting a regular monthly invoice.  Additionally, the prime and/or subconsultant needs to submit a letter of explanation detailing why an adjustment is being submitted.  It is possible for an Adjustment to be rejected or short paid.
5.1.1. BILLING PERIOD
Adjustment invoices must be for only one period.  Consultants should not combine adjustments for several billing periods in an attempt to submit one invoice.  This allows Accounts Payable (AP) to track the periods billed and to match the adjustment invoice with the original invoice.
1.3. [bookmark: _Toc142297726][bookmark: _Toc142297791][bookmark: _Toc142297829][bookmark: _Toc142299865][bookmark: _Toc142300354][bookmark: _Toc142300407][bookmark: _Toc142303248][bookmark: _Toc142487471][bookmark: _Toc142487547]
1.4. [bookmark: _Toc142297727][bookmark: _Toc142297792][bookmark: _Toc142297830][bookmark: _Toc142299866][bookmark: _Toc142300355][bookmark: _Toc142300408][bookmark: _Toc142303249][bookmark: _Toc142487472][bookmark: _Toc142487548]
1.5. [bookmark: _Toc142297728][bookmark: _Toc142297793][bookmark: _Toc142297831][bookmark: _Toc142299867][bookmark: _Toc142300356][bookmark: _Toc142300409][bookmark: _Toc142303250][bookmark: _Toc142487473][bookmark: _Toc142487549]
5.2. [bookmark: _Toc142487550][bookmark: _Toc141275092]REBILL INVOICE
REBILLS - INVOICES TO RECOVER COSTS CUT FROM ORIGINAL INVOICE
When a consultant wants to submit a rebill, they must use the same invoice number as the one that was originally short paid and place “Rebill” after the number.  Example:  Invoice 12 was submitted, adjusted by the Tollway, and paid at a reduced amount.  In order to re-invoice the removed charges, the invoice must be named Invoice 12-Rebill.  A Rebill is essentially a new invoice except for the invoice number.  All forms and documents except for the progress report are required as if submitting a regular monthly invoice.  Additionally, the prime and/or subconsultant needs to submit a letter of explanation detailing why a rebill is being submitted.  Rebills are to be for the amount that the consultant is owed only.  Example:  If the original invoice was $1000.00, but was cut to $500.00, the Rebill Total Invoice Amount would be $500.  Please be sure that all required backup for the rebilled charges is included.  It is possible for a Rebill to be rejected or short paid.  Make sure to include a copy of the revisions to the original invoice that were made by the Tollway with your supporting documentation for the rebill invoice.
5.2.1. BILLING PERIOD
Rebilled invoices must be for only one period.  Consultants should not combine adjustments for several billing periods in an attempt to submit one invoice.  This allows Accounts Payable (AP) to track the periods billed and to match the rebill with the original invoice.
5.2.2. [bookmark: _Toc141271784] COST ADJUSTMENTS
5.2.2.1.  IF DIRECT SALARIES EXPENSES WERE ADJUSTED
An approved Consultant Rate Form listing the individual(s) with the correct information must be included in the invoice.  A new Direct Salaries Summary along with timesheets must be submitted.  A copy of the adjustment report originally sent from the Tollway must be in the invoice package.
5.2.2.2. IF DIRECT COST EXPENSES WERE ADJUSTED
If miscellaneous Direct Cost expenses were adjusted due to missing receipts, receipts must be attached. If vehicle days were adjusted, a new vehicle log with back-up documentation must be included.  
5.2.2.3. IF ADJUSTMENTS WERE MADE BECAUSE OF CONTRACT LANGUAGE
An invoice cannot be rebilled until the Tollway PM has approved, in writing, the disallowed expense. Said approval should be included with the rebilled invoice.
5.2.2.4. IF AN INVOICE WAS ADJUSTED DUE TO EXCEEDING THE UPPER LIMIT OF COMPENSATION AND A PORTION OF THE EXPENSE WAS PAID
Before submitting a Rebill to recover the adjusted portion of a previously paid invoice, the consultant should confirm a Reallocation has been submitted and approved with sufficient budget available for the rebilled amount.  The consultant may submit copies of the original invoice along with the adjustment report from Accounts Payable. 
When Direct Labor is rebilled, the originally invoiced employees, rates, hours, and totals should be included along with a row that lists the amount paid on the original invoice (see example below).  Note: Hours entered in e-Builder should be equal to ‘0’, however, as hours cannot be partially adjusted in the original invoice.
[image: Table
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2. [bookmark: _Toc142299869][bookmark: _Toc142300358][bookmark: _Toc142300411][bookmark: _Toc142303252][bookmark: _Toc142487475][bookmark: _Toc142487551][bookmark: _Toc142299870][bookmark: _Toc142300359][bookmark: _Toc142300412][bookmark: _Toc142303253][bookmark: _Toc142487476][bookmark: _Toc142487552][bookmark: _Toc142299871][bookmark: _Toc142300360][bookmark: _Toc142300413][bookmark: _Toc142303254][bookmark: _Toc142487477][bookmark: _Toc142487553][bookmark: _Toc142299872][bookmark: _Toc142300361][bookmark: _Toc142300414][bookmark: _Toc142303255][bookmark: _Toc142487478][bookmark: _Toc142487554][bookmark: _Toc142299873][bookmark: _Toc142300362][bookmark: _Toc142300415][bookmark: _Toc142303256][bookmark: _Toc142487479][bookmark: _Toc142487555][bookmark: _Toc142299874][bookmark: _Toc142300363][bookmark: _Toc142300416][bookmark: _Toc142303257][bookmark: _Toc142487480][bookmark: _Toc142487556][bookmark: _Toc141275003][bookmark: _Toc141275094][bookmark: _Toc142033271][bookmark: _Toc142297731][bookmark: _Toc142297796][bookmark: _Toc142297834][bookmark: _Toc142299875][bookmark: _Toc142300364][bookmark: _Toc142300417][bookmark: _Toc142303258][bookmark: _Toc142487481][bookmark: _Toc142487557]
3. [bookmark: _Toc142300365][bookmark: _Toc142300418][bookmark: _Toc142303259][bookmark: _Toc142487482][bookmark: _Toc142487558]
4. [bookmark: _Toc142300366][bookmark: _Toc142300419][bookmark: _Toc142303260][bookmark: _Toc142487483][bookmark: _Toc142487559]
5. [bookmark: _Toc142300367][bookmark: _Toc142300420][bookmark: _Toc142303261][bookmark: _Toc142487484][bookmark: _Toc142487560]
5.0. [bookmark: _Toc142300368][bookmark: _Toc142300421][bookmark: _Toc142303262][bookmark: _Toc142487485][bookmark: _Toc142487561]
5.1. [bookmark: _Toc142300369][bookmark: _Toc142300422][bookmark: _Toc142303263][bookmark: _Toc142487486][bookmark: _Toc142487562]
5.2. [bookmark: _Toc142300370][bookmark: _Toc142300423][bookmark: _Toc142303264][bookmark: _Toc142487487][bookmark: _Toc142487563]
5.3. [bookmark: _Toc142487564]RESUBMITTAL INVOICE
RESUBMITTALS – RESUBMITTED INVOICES THAT WERE REJECTED
[bookmark: _Toc364076513][bookmark: _Toc146600250]When a consultant has received a rejected invoice and they want to resubmit, they must use the same invoice number as the one that was rejected.  Example:  Invoice 12 was rejected due to several errors.  The resubmitted and corrected invoice will still be named Invoice 12.

5.4. [bookmark: _Toc142487565][bookmark: _Toc141271787]BILLING CORRECTION INVOICE
If the consultant received payment for an expense previously invoiced to the Tollway in error, the consultant should submit a corrective invoice.  Refer to the Consultant Invoice (CINV) User Manual in e-Builder for detailed instructions.
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[bookmark: _Toc147625803][bookmark: _Ref147907271][bookmark: _Toc364076533][bookmark: _Toc146600251][bookmark: _Toc146600640]When required, Consultant Rate Forms (CRF), should be submitted ten (10) days prior to the submittal of an Invoice related to the effective date of the CRF.  “CRF Instructions for Consultants” can be found on the Tollway’s website Illinois Tollway>Doing Business>Construction and Engineering>Forms> Consultant Rate Form (all PSBs) Submit CRFs to: DocumentControl@getipass.com 
[bookmark: FAQs][bookmark: _Toc364076542][bookmark: _Toc141271790][bookmark: _Toc142487568]7.0 COMMON QUESTIONS
7.1 [bookmark: _Toc364076544][bookmark: _Toc142487569]Expenses out of the CURRENT billING period
Direct Costs can be invoiced up to 60 days outside the current billing period and must be accompanied by an explanation letter that includes: what the item is, the date of use, and the amount.  
Note: Future expenses CANNOT be invoiced.  
7.2 [bookmark: _Toc147625820][bookmark: _Ref147907490][bookmark: _Toc364076545][bookmark: _Toc142487570][bookmark: _Ref152569332]Subconsultant Invoice out of the Prime’s Billing Period
All Subconsultants should contact their Prime and find out what day of the month they should send their invoice to the Prime.  There should be sufficient time for the Prime to review and send back changes, if any.  It is understood that the Primes’ and subconsultants’ billing periods may vary a day or two in advance or behind.  Generally, if the difference does not exceed more than three (3) days on either end of the current month a letter of explanation is not required.  If a Subconsultant is behind in their billing, the Prime must submit a letter of explanation.  Again, Progress Reports are to be reported monthly, whether an invoice is submitted.
7.3 [bookmark: _Toc364076546][bookmark: _Toc142487571]INVOICE RATE
[bookmark: _Toc364076547]The invoice rate must match certified payroll (if requested) AND fall between the current approved Consultant Rate Form’s Current and Maximum Hourly Rate ranges for the employee.
7.4 [bookmark: _Ref152569348][bookmark: _Toc364076548][bookmark: _Toc142487572]VERIFY INVOICE PAYMENT STATUS
Go to the Illinois Comptroller’s website at https://illinoiscomptroller.gov/vendor-services/vendor-payments-new.  Enter the Vendor Name and Vendor Taxpayer Identification Number (TIN) to look up payments made on your respective contracts.
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g/ Tolhway DIRECT LABOR - SUMMARY

CONTRACT NUMBER: 1241234 CONSULTANT: ABC Consultants, nc.
Invoice No.: 12-Rebill Invoice Period: 121123 - 12131123
DIRECT LABOR COST
NAME CLASSIFICATION RATE  HOURS  TOTALFOR PERIOD
Doe, Jane Project Manager $55.00) 20800| 11,4000
Johnson, James |Office Engineer $38.00) 100.00] 5 380000
Stevens, Stephen Principal 57000 90,00/ 5 630000
s N
Paid on Invoice #12 52054000 1005 (20540.00)
s N
s N
s N
s N
s N
s N
s N
Hours Amount
'CURRENT PERIOD DIRECT LABOR (copy o Inuoioe Summary Line2) 39900) 1,000.00





