[image: ]
Invoice Submission Checklist 


To ensure timely processing, please confirm the following items are included on your invoice:



· Payment ID – The Payment ID can be located on the contract between your company and Elevated Design & Construction. If you are unable to locate it, your project manager can provide it to you. Depending on the scope, you may have more than 1 payment ID. Please code invoices accordingly.

· Invoice Number – Please ensure your invoice numbers are updated in ascending order. Receiving invoices with the same invoice number can create issues with accounting, record keeping, and auditing.

· Date – Your invoice should be dated as the date of its submittal, not the date of work completed. You should include the work completed date in the description of goods and services

· Descriptions of Goods and Services – Please provide information that clearly identifies what work was completed. 

· Contact Information – Please provide contact information to ensure we are able to reach you regarding the status of payment. If you prefer to receive your payments by mail, please provide a complete and valid mailing address. 
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