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                                                                  SECTION 1 

DEFINITIONS 
 
THE FOLLOWING WORDS AND PHRASES HAVE THE FOLLOWING MEANINGS FOR 
PURPOSES OF THIS MANUAL. 

 
1. “Blanket Purchase Order”: A contract with negotiated pricing and a defined term in which 

there is no obligation to purchase any specified quantity. 
 

2. “Standard Purchase Order”: A contract in which all details such as cost, quantity, terms and 
funding are known (standard purchase order is for a specific project). 

 
3. “Amendment”: A modification to a blanket P.O. or standard purchase order to increase the 

contract value, change in scope of services, or the addition of vendors and/or sub consultants 
that were not originally part of  the Agreement. 

 
4. “Supplement”: An increase in funding to the release for continuation of services to a project 

notice. 
 

5. “Release” or “City of Chicago Blanket Release” or “Sub-Order”: An actual order, 
specifying quantities and delivery requirements, issued against a Blanket Purchase Order. 

 
6. “Voucher Form for Professional Services”: A five (5) part carbonless form, provided by the 

Chicago Department of Transportation (CDOT), filled-out by the Consultant and used in 
conjunction with additional documents provided by the Consultant for request of payment for 
services rendered. 

 
7. “Vendor Code”: The specific generated number that uniquely identifies a supplier within 

(FMPS) Financial Management and Purchasing System. 
 

8. “Back-up”: Receipts, expense reports, time sheets, mileage reports, and/or documentation 
authorizing travel or purchase of equipment by CDOT. 

 
9. “Contract Number” (aka PO number): The specific number issued by the Department of 

Procurement Services for identification of a Consultant’s agreement. 
 

10. “C.D.O.T. Project Number”: The assigned alphanumeric numbers issued by the Chicago 
Department of Transportation’s Project Managers in relation to a specific task. 

 
11. “Project Notice” or “Task Order”: The Specific individual task with respect to the Blanket 

Agreement, assigned to the Consultant by CDOT’s Project Mangers. 
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INTRODUCTION 

 
 It is the experience of the Chicago Department of Transportation (CDOT) that the cause of 

delays in paying invoices submitted by consultants or vendors is mainly due to lack of (or insufficient) 

documentation, incorrect calculations, assigning incorrect Purchase Order number, CDOT project or 

fund numbers, etc. Most of these problems can be eliminated or at least minimized, in order to expedite 

payments, if all individuals involved in the process are made aware of the correct procedure in which a 

voucher for professional services is expected to be assembled for processing and ultimate payment by 

the City Comptroller.  Professional vouchers that are correctly assembled, not only expedite bill 

payment, they also minimize chances of overpayment or underpayment. Overpayment or underpayment 

is usually detected as a result of the City/IDOT review that is normally conducted sometime after the 

project completion. 

 These instructions have been put together to clarify the procedure for preparing a professional 

voucher for processing.  The suggestions given here are a guide toward efficient preparation of 

payment vouchers and are subject to change.  It should be understood that if any of these suggestions 

appear to be in conflict with contract documents or any other Department or City Chief Procurement 

Officer’s requirements, the latter provisions should take precedence. 

 It is our belief that if all our consultants routinely follow all of these requirements in preparing 

their professional services vouchers, their invoices will be paid more efficiently by eliminating or 

minimizing the auditing problems.  We further advise that when in doubt concerning these procedures, 

consultants are advised to contact the Department for clarification. 
 

IMPORTANT 
 
Consultant must submit monthly invoices to CDOT, 30 N. LaSalle, Suite 600, Record & Estimate 

Section for labor and other direct and indirect costs as billed. 

• Cumulative monthly invoices will be rejected 

• If consultant has more than one agreement with CDOT, consultant must prepare and submit 

separate invoices for each agreement. 

• Consultant must not submit invoices for less than $500 unless a particular invoice is for the last 

payment prior to closeout of the contract. 
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SECTION 3 

REQUIRED FORMS / DOCUMENTS FOR SUBMITTAL 

 

Please be advised that all required forms and supporting documentation should be 

submitted in the order listed below. 

 
1. CDOT Voucher Form (See Section 4 and Appendix I) 

 
2. Copy of the City of Chicago Blanket Release (See Appendix IV) 

 
3. Subcontractor Payment Instructions/Certification-Compliance copy Form (See 

Appendix V, VI & VII) 
 

4. Invoice Summary (See Section 5 and Appendix II) 
 

5. Detailed Billing Information (See Section 6 and Appendix III) 
 

6. Supporting Detailed Documentation (See Section 6 and Appendix VIII & Appendix 
IX) 

 
7. Sub-Consultants Invoice (if applicable) 

 
Once each month, Consultant must submit to the City an invoice for Services 
performed during the preceding month. Consultant must support each invoice with 
reasonable detail including Sub-Consultant’s costs In accordance with the terms of 
the Contract; Consultant must maintain complete documentation of all costs 
incurred for Audit. 
 
If certain items contained in Consultants invoices are disputed by the City, the 
amount in question must be resolved in accordance with the Disputes Provision of 
Contract. 

 
• Please Note: Sub-Consultant Invoices should follow the same 

procedures/format as the Prime. 
• Prime should include Sub-Consultant Invoices to their invoice for payment 

proposes. 
• We are unable to accept Vouchers directly from the Sub-Consultants. 
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SECTION 4 

FILLING-OUT THE VOUCHER FORM 
 

1. Obtain the Voucher for Professional Services Form from the Chicago Department of 
Transportation, Division Administration; Records and Estimates Section (see Appendix 
1.1). 

 
 The form is filled-out as follows: 
 

A. CONSULTANT:  Name of Consulting firm. 
B. VENDOR CODE:  This code is assigned by the Department of Procurement 

Services.  This alphanumeric assignment correlates to “pay to address”. 
C. INVOICE NO.:  This is for the Consultant’s use. 
D. PAYMENT NO.:  This number is sequential against the Agreement Number 
E. CONTRACT NO.  
F. SERVICES PERFORMED:  The period the Consultant provided the services, 

e.g., (labor charges). 
G. PROJECT NUMBER:  Provided by CDOT’s Divisional Project Manager. 
H. CDOT PROJECT MANAGER:  Name of CDOT personnel managing the project. 
I. WORK ORDER NO:  Provided by CDOT’s Divisional Project Manager. 
J. PROJECT DESCRIPTION 
K. RELEASE # (also known as SUB-ORDER):  Provided by the contract section. 
L. AMOUNT OF BASIC CONTRACT SERVICES:  Is the “Maximum 

Compensation Limit” for the entire agreement. 
M. CONTRACT CEILING INCLUDING MOD:  Fill-Out same amount as item “L” 

above. 
N. AMOUNT OF CURRENT INVOICE:  All charges including Prime’s and Sub’s. 
O. AMOUNT INVOICED TO DATE INCLUDING CURRENT INVOICE:  This is 

the cumulative totals that have been invoiced. 
P. INVOICE DATE: “ Please leave this blank” 
Q. NAME OF CONSULTANT:  Same as item “A” above. 
R. OFFICIAL SIGNATURE & TITLE Date:  Authorized official of the firm. 
 

2. PLEASE RETURN ALL FIVE (5) PARTS OF THE CDOT VOUCHER FORM 
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SECTION 5 
ITEMS TO INCLUDE IN INVOICE SUMMARY  

 
The Invoice summary (See Appendix II) must be on the Company’s Letter Head with a name 
of a Contact Person, Direct Phone Number or Cell Number, and E-mail address, in order to 
answer to any questions about the submittal of the invoice.  This page must also consist of the 
following: 
 
• Three columns:  “Current ,”  “Prior ,” and “Cumulative.” 

 
• Purchase Order Number, Consultant’s invoice and job number, project name, invoice period, 

agreement or task order dollar amount, remaining un-invoiced dollar amount remaining on 
the agreement or task order. 

 
1. DIRECT SALARIES 

Labor costs will consist of the actual costs of all allowable and allocable salaries and 
wages (exclusive of overtime premiums and payroll related taxes, insurance and fringe 
benefits) paid to Consultant’s and Sub-Consultants’ employees for the time spent in the 
performance of services under this Contract. 

 
2. PAYROLL MULTIPLIER (Overhead and Burden) 

Overhead and burden will consist of actual indirect costs of the home and branch offices 
of Consultant and Sub-Consultants are allowable and allocable to the Services 
(collectively, “Overhead”). 

 
3. MAXIMUM FIXED FEE (Profit): This can either be a maximum percentage rate of 10% 

multiplied by labor and the payroll multiplier, or a fixed fee dollar amount times the 
percentage of work completed. 
 
The City will pay Consultant a fixed fee/Profit amount as an allowance for profit to be 
earned in the performance of services under this agreement by Consultant. 

 
If Applicable 

 
4. PREMIUM OVERTIME 

To the extent that Consultant pays its employees a premium in excess of its hourly rates 
for overtime spent on the project, the cost of the premium will be treated as a direct cost 
which will not be included in Labor Cost and which will not be subject to application of 
any Overhead rate. 

 
5. IN-HOUSE DIRECT COSTS: Such as Company Vehicle, Copies, and CADD Hours. 

Direct costs are allowable and allocable to the project, are not included in Overhead, and 
are routinely and uniformly charged to specific projects under Consultants accounting 
system. 
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6. OUTSIDE DIRECT COST: Such as FedEx, UPS, Copy Service, Personal Car Mileage & 
Parking 

 
7. SUB-CONSULTANTS: 

The City will reimburse consultant for the costs of Sub-Consultants as those costs are 
incurred under or in connection with Subcontracts awarded by Consultant in accordance 
with the terms and conditions of this Contract, subject to the city’s prior approval. 

            
8. TOTAL AMOUNT EARNED TO DATE. 

 
9. LESS PREVIOUSLY INVOICED (optional) 

 
10. PAYMENT DUE THIS INVOICE. 

 
11. Name of DBE/MBE/WBE firms from Contract or Task Order:  Indicate type of, (i.e., 

DBE/MBE/WBE), agreed amount, amount paid to date (separate page at consultant’s 
discretion).  

 
12. CERTIFICATION STATEMENT: Should be Signed & dated. 
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         SECTION 6 
ITEMS TO INCLUDE IN DETAILED BILLING 

 
All the items described in Section 5 should have supporting documentation consistent with the 
professional consultant contract.  These items should include but are not limited to: 
 

1. Direct Salaries:  This information should show the personnel who worked on the project 
during the pay period, their classification, hourly raw rate of pay and the total charge for 
each employee. Consultant must adhere to the classifications and rates stated in their 
Contract. (Exhibit 2-Attachmnet A, Maximum hourly labor rates ) 

 
2. Labor Distribution:  Sheet(s) should contain the month with the days of the week, dates 

and hours employee worked on the project.  In cases of where there are multiple projects on 
the same time sheet but with different City or other Client projects, then each project must 
be clearly identified by highlighting the particular project that coincides with the labor 
charge. (See Appendix VIII) 

 
A. If the Consultant is under the Supervision, i.e. (a person performs in the field or at a 

CDOT office), the consultant must obtain blank time sheets from the Division 
which the consultant is assigned to, and labor hours logged in must be approved by 
a CDOT Project Manager or Supervisor. These time sheets or labor distributions 
sheets must be attached in order for consultants to be eligible for labor 
reimbursement.  Personnel hours not properly documented, will not be eligible for 
payment. (See Appendix IX) 

 
3. Direct Costs:  All direct expenses on the project must be identified and itemized.  All 

corresponding receipts must be attached.  If the receipt attached represents several projects, 
then the items and the amounts on the receipt chargeable to the particular invoice must be 
highlighted.  The following are some examples of direct costs: 

 
A. Cell Phones:  Cellular phones are reimbursable for City business calls only.  

Personal calls are not allowed.  CDOT will only pay for the phone service and not 
the purchase of or lease of new or used equipment, e.g., (phones, batteries, charges, 
adapters, etc.). 

 
1. Invoicing:  Consultant will provide copies of the back-up and indicate on the 

Detail Billing or separate page; the number of phones being invoiced with 
employee’s names, and cell numbers. 

 
2. CDOT reserves the right to discontinue the use of cell phones. 

 
B. Auto Mileage:  Mileage reimbursement is for work purposes only.  Invoicing 

mileage for personal use is strictly prohibited.  CDOT does not reimburse 
consultants for commuting to and from their home(s), then to the office or work 
site. 
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