
Work Orders & Invoices 

Presented by: Division of Rural Services 



Overview  
 Work Orders 
• Definition 
• When a work order is required 
• When a work order is not required 
• Work order form 
• How to properly fill out a work order 
• How to submit a work order 

 
 Invoices 
• When to expect an invoice 
• Responsibilities associated with invoices (commissioner & 

contractor) 
• Invoices associated with work orders 
• Invoice Approval Form 
• How to properly fill out an Invoice Approval Form 
• Timelines for Invoice Approval 

Presenter
Presentation Notes
This presentation is going to primarily focus on work orders and briefly touch on invoices near the endWhat is a work order?When a work order is requiredWhen a work order is not requiredWhat the work order form looks like and what can be considered a “work order”How to properly fill out the work orderThe next section of the presentation will be on Invoices. We will go over the following:When commissioners should expect an invoice (And where does it go?)Responsibilities associated with work ordersApproving invoices when a work order is involvedThe invoice approval formHow to properly fill out an invoice approval formWhat the contractual obligations are for approving and receiving invoices



DEFINITION-work order 

A work order is written documentation 
of a request to perform work that is 
provided to your contractor before the 
work has been done. 
A work order can be a formal request on 
the template provided by Rural Services, 
email communication or other forms of 
written communication. 

Presenter
Presentation Notes
A work order is simply a written request to perform work. There are a couple different way in which a work order can originate, however the primary function of a work order is that it is provided in writing. Think of it as back up or proof as to what you are requesting of the contractor.



When a Work Order is REQUIRED 

• A completed Work Order is required for any work 

that is Non-Routine Maintenance Work 

• The contractor cannot perform any of this work 

without the completed work order 

• The contractor must attach a copy of the work order 

with his payment invoice request 

• The Borough will not pay for work performed 

without a completed Work Order, if one is required 

Presenter
Presentation Notes
A completed Work Order is required for any work that is Non-Routine Maintenance Work. (800 items listed in Specifications hand book or bid tab)Think of things such as public construction work (e.g. adding material, installation of culverts, reconditioning road)In situations such as these where prices are not listed on the bid tab, the work order also provides an estimate of costs of the requested work. These workorders are a “Not to Exceed” estimate, so they also provide important financial planning information.The Work Order is important in that it provides written documentation of the work requested by the commission and the price provided by the contractor.Keep in mind the contractor cannot (should not) perform any of the requested non routine maintenance items without a signed work order!!In order for the contractor to be paid for non-routine work, the contractor is required to attach a copy of the work order with his payment invoice.The Borough will not pay work performed without a completed Work Order.



• Work Orders with a cost greater than $10,000 
require written approval of Rural Services 
prior to performance of the work 

 

This requirement will help ensure 

1) the Service Area has the required funds to 
perform the work, and 

2) large expenditures of funds are spent on 
appropriate and effective roadwork 

WORK ORDER REQUIREMENTS 

Presenter
Presentation Notes
Work Orders with a cost greater than $10,000 require written approval of Rural Services prior to performance of the work.This requirement will help ensure the Service Area has the required funds to perform the work, and large expenditures of funds are spent on appropriate and effective roadwork.This means that the commissioner will send the work order request to the contractor, who will then provide a quote to perform said work. If the quote comes back at $10,000 or higher, the commissioner then provides the request to Michael, who will sign off on the request. The work order will the go back to the contractor and then the work can begin. There is a slide that outlines these steps coming up.



WHEN IS A WORK ORDER NOT 
REQUIRED? 

WHEN DOING 
ROUTINE MAINTENANCE WORK 
Standard Specifications defines Routine 
Maintenance Work, which consists of the 
Section 800 series of work items such as: 

(Found in Appendix E – Standard Specification for Local Road Maintenance (2012), pages 36-47) 

Presenter
Presentation Notes
A work order is not required when requesting routine work.Items such as snow plowing, sanding, annual blading of the road and brushing are considered routine and do not require a work order. However, some commissioners do decide keep track of these requests and that is OK. Just know that they are not required to be turned into our office if so.



WORK ORDER FORM 

Presenter
Presentation Notes
Rural Services provides work order forms that we encourage commissioners to use. They can be found here in our office or online under “Commissioner Resources” on the Service Area Webpage.While sometimes e-mail communication can be substituted for a work order, we do encourage commissioner to utilize the formal work order form that is provided by our division. This form has all the appropriate and required information and signature spots.



HARD COPY 1 

Page 1 of 2: 
Service Area NAME 

Contractor NAME 
DATE 

 
• Description of Work 
• Location of Work 
• Quote Total 

 
THEN GET SIGNATURES 
- CONTRACTOR 
- SERVICE AREA COMMISSIONER 
- RURAL SERVICES 

ENGINEER/MANAGER 

Presenter
Presentation Notes
The form simplifies the steps from work to payment!  Filling out page (1) of the form with Service Area name, Contractor name, and DATE……Description and location of the work including the quoted total.  Make sure signatures are in place.  The Rural Services Manager will review the document and costs to monitor budget compliance and availability of funds then sign this work order. ( if over $10,000)



HARD COPY 2 

Page 2 of 2: 
Contractor’s 

Estimation 
Worksheet 

 Spec Item# 
Description 

Unit Price & Total 
Cost Breakdown of Work 
Comments & Quote Total 

Presenter
Presentation Notes
Page 2 of the work order is again simple and easy to fill out.  It represents the Contractor’s estimation of the work to be completed.  You can see it itemizes/calculates/breaks down the work itself, and allows for contractor commentary & quote.



How to Submit a Work Order 

WORK ORDER SUBMITTALS 
A FIVE-STEP PROCESS: 

Presenter
Presentation Notes
Expedite the work order process by email!!  REMEMBER:  whether you choose the hardcopy or the electronic submittal method it only takes (5) steps to complete the work order to payment process for both the Service Area and the Contractor while creating the paper trail Rural Services requires.



REFERENCE INFORMATION 

WORK ORDER INFORMATION 

Presenter
Presentation Notes
THE MAIN TOOL BOX where your tools can be readily found is the Service Area Commissioners Handbook.  The work order information is found on page 8.



 
 

INVOICES 



When to Expect an Invoice 

• No later than 30 days after the work is 

completed 

• Commissioners & Rural Services receives a copy 

• Contractors can send via USPS or Email 

 

Presenter
Presentation Notes
I am sure all of you are familiar with just what an invoice is, but when should the commission expect one?Per contract, contractors are supposed to invoice no later than 30 days after the work is completed. Does this always happen? No. Both the Chair and our office receives a copy of the invoice. Because the commissioner is the one who requested the work, they receive the original invoice. Our office receives a copy to simply notify our office that a service area has an invoice pending approval for payment. This helps to reduce delinquent payments. We understand commissioners have lives and sometimes invoices can get over looked. This is when we will send our a reminder that the service area has an unpaid invoice.Contractors can provide original invoices either the traditional USPS route, or by email depending on commissioner communication preference. Almost all of our invoices are sent via email, which does help speed up the payment process.



RESPONSIBILITIES 

CONTRACTOR 
RESPONSIBILITY 

1) To send one (original) 
INVOICE to the Road Service 
Area Chair 

2) To send one (original) 
INVOICE to the Rural Service 
office for payment 

3) To submit a copy of the WORK 
ORDER FORM with their 
INVOICE (if applicable) 

COMMISSIONERS 
RESPONSIBILITY 

1) To inspect the work 

2) If the work was performed 
as ordered 

3) Fill out and submit an 
INVOICE APPROVAL FORM 
to the Rural Service office 
for payment 

4) Pay invoice within 30 days 
of date of invoice 

Presenter
Presentation Notes
When it comes to invoices, who is responsible for what?The contractor, per contract, must provide a copy to the commission and to our office as stated in the previous slideIf there was a work order associated with the work being invoiced, the contractor MUST provide a copy of the signed work order with the invoice in order for the invoice to be processed for payment. If our office determines that non routine work is being invoiced and a work order is not accompanying the invoice, we will withhold payment until a work order is received. As for the commissioners:The commissioner is responsible for ensuring that the work that was performed was as ordered. Our office does not know what commissioners ordered and therefore cannot verify work performed simply from an invoice. This is why an invoice approval form is required from the commissioner before any invoices will be paid.Once the work has been inspected and verified, an invoice approval form is required to be submitted to our office. Please keep in mind that per contract, invoices are to be paid no later than 30 days from the date of invoice – unless there is a reasonable excuse to withhold payment.



WORK REQUEST 

 

IF THE CONTRACTOR DID NOT COMPLETE THE WORK 

PER YOUR REQUEST 

PLEASE CONTACT THE CONTRACTOR 

SO THE WORK CAN BE CORRECTED 

PRIOR TO YOUR APPROVAL 

 

No payment will be made until work is completed and 

approved by the Commissioner 

Presenter
Presentation Notes
If, in the event, the contractor has not performed an item on the invoice, or the work is not up to specification, it is up to the commission to contact the contractor to rectify the situation. No payment should be approved without an accurate invoice!If contacting the contractor does not rectify the situation, please call Michael to help with your concern.



INVOICE form 

Service Area NAME 
Contractor/Vendor NAME 

 
• Invoice # 
• Invoice DATE 
• Invoice Amount 
• Description 

 
THEN SIGN 
AND 
SUBMIT THE FORM 
(IN 1 OF 4 WAYS) 
Deliver/Mail/Fax/Email 

Presenter
Presentation Notes
The Invoice Approval Form hardcopy is very straight forward and simple to complete.  Type or write in the Service Area name, Contractor/Vendor name, Invoice #, Invoice Date, Invoice Amount to be paid, a brief description and sign at the bottom.  Once received by RS, the rural service staff will move forward with payment.



REFERENCE INFORMATION 

INVOICE INFORMATION 

Presenter
Presentation Notes
The Service Area Commissioners Handbook is your resource toolbox.  Please get acquainted with the information as soon as you can to expedite your projects.



Questions 

Presenter
Presentation Notes
This is the Questions and Answers period.  Please raise your hand and we’ll move around the room with comments. FAQ:6)What if I don’t agree with the invoice supplied by my contractor?If you feel the invoice you’ve received is unreasonable or does not follow your bid, discuss it with yourcontractor. They are often willing to adjust the bill or give you a more detailed explanation of thecharges. If you are unable to resolve the problem, contact Rural Services for assistance.7) What if I want an item or service that is not listed on my bid?Fill out a work order for your contractor specifying what work is required. Your contractor will need toprovide you a price for this service. If the commission agrees with the price the work order is signedand accompanies the invoice for that work.If the work is over $10,000, the work order must be submitted to Rural Services for review beforework can begin.



Thank you for being here!   
THANK YOU FOR 

YOUR DEDICATION 
TO THE SERVICE AREA! 

Presenter
Presentation Notes
See you at the next Training!!
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