
 
 

    PAPER TURN AROUND INVOICES  
 
We require you to submit the Vendor Invoice with your payment support each month.  If the Vendor 
Invoice is not attached, your original support will be returned to you and your payment will be significantly 
delayed.  
 
It is not acceptable to alter a previous invoice or submit a generic invoice.  You must submit the bar-
coded invoice we send to you with the appropriate supporting documents.  The Vendor Invoice will be 
sent to you before the last day of each month.  You must wait to receive the invoice before 
submitting your billing. 
  
If you do not receive your Vendor Invoice by the 1st day of the following month, you should contact your 
Fiscal Assistant.  Any deviations from this procedure will result in the return of your paperwork and a 
delay in your payment. 
 
The Vendor Invoice must be filled in completely and accurately so the total on the Vendor Invoice reflects 
the totals on your payment support.  Each Vendor Invoice must be signed and placed in numerical order 
and attached on top of the support.  The month and dates on your support must reflect the same month 
of Vendor Invoice.  You may not create your own invoice; one will be sent to you.  For Example: If April 
2010 is billed, an April, 2010 Vendor Invoice must be submitted with your support.  
 

 


