


This is not an Internet data entry form.  You will have to copy the form and insert your data.  Email the form to Shirlynn.Carter@state.tn.us in the Design Division consultant contracts group. (No longer to TDOT project monitors and not TDOT assistant directors). She will check for all engineering/technical approvals. Once she determines that an invoice(s) has received its final approval, she will email this form to TDOT’s Finance Division to determine if they have processed it and submitted the invoice(s) to the Department of Finance & Administration for payment. She will then report her findings to the contact person above.
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Invoice PAYMENT status inquiries





FIRM NAME











Revised 9/11/08 SB      *AGM NO = Agreement Number   WO NO = Work Order Number   PB NO = Progress Billing Number   All of these items are located on our standard invoice format which every consulting firm should be using.





DATE OF INQUIRY





APPLICABLE ONLY FOR INVOICES PROCESSED BY THE DESIGN DIVISION – YOUR TDOT PROJECT MONITOR WILL KNOW WHICH DIVISION PROCESSES YOUR INVOICES





TDOT NOTES:    If you have unpaid invoices, complete this form and email it to Ms. Shirlynn Carter at � HYPERLINK "mailto:Shirlynn.Carter@state.tn.us" ��Shirlynn.Carter@state.tn.us�.   Be sure to complete all applicable white columns below.   Remember to copy and save this form onto your computer.  Press the “control” key and hit “home” before closing this spreadsheet.





Please be aware the State’s fiscal year shutdown occurs in July; therefore, June invoices should be submitted as early as possible to avoid delays in payments.

















CONTACT PERSON





PHONE











PLEASE FEEL FREE TO SUBMIT THIS FORM IF YOUR INVOICE IS 45 DAYS OLD AND STILL OUTSTANDING.
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