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DIRECT PURCHASE ORDER INVOICE
COVERSHEET
This form must be used as a coversheet for Direct Purchase Order invoices. Increase invoice tracking log for larger projects as needed.
Date: _________________
Invoice #: _____________
Project Name:			______________________________________________
Vendor’s Name:			______________________________________________
Purchase Order #:			_______________________
Trade Contractor:			______________________________________________
Contractor Name:			______________________________________________
Description of Material:

          Invoice Tracking Log:	Original PO Amount: $ _______________________ 
	Vendor Invoice No.
	Date of Invoice
	Amount of Invoice

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Total invoices this request
	
	

	Total invoice to date 
	
	

	Amount remaining
	
	


Authorizing Signatures:
Trade Contractor:		____________________________		Date: _________________
Contractor:		____________________________		Date: _________________
Architect:			____________________________		Date: _________________
Owner’s Representative: 	____________________________		Date: _________________

Note, it is mandatory to attach copies of the vendor’s invoices listed.
