Instructions To Consultants For Invoice Summary and Status Report

5-28-04

Greetings:

Several consultants have asked whether CSLC uses a standard template for submittal of Invoices.  The short answer is no.  However, required information to be included in an Invoice is described in Item 1 in Exhibit "B" of CSLC’s Standard Contract.  Any questions regarding these requirements should be referred to Ms. Annabell Abeleda, our CSLC Contracts Officer.

While CSLC does not require a standard template for Invoices, we have found that the CSLC spreadsheet template that is used by bidders to submit their Cost Proposal can also serve as a ready-made template for monthly invoicing because it already contains the required detailed task-based entries for staffing, expenses, subcontrators and optional tasks.

To speed our review of your invoices, we have now developed the attached Invoice Summary, including a Status Report which is required per Item 1 on Exhibit B of our Standard Contract.  Any questions regarding Project Status should be directed to your DEPM Project Manager.

Please attach a completed version of the attached Summary to the front of all future Invoices submitted to the attention of our CSLC Contracts Officer.  

Thank you for your continued assistance on our projects.

Stephen L. Jenkins,

Assistant Division Chief

Div. of Environmental Planning & Mgmnt

Calif. State Lands Commission

100 Howe Ave, Suite 100-South

Sacto, CA 95825-8202

phone:          (916) 574-1814   fax:  (916) 574-1885

e-mail:           jenkins@slc.ca.gov
