
Remit Electronically to:
AccountsPayable@freese.com

The following items MUST be shown on all invoices.  Failure to provide this information will result in the invoice not being processed.

1.       FNI Project code information 
2.       Project name and description of services
3.       Total amount authorized
4.       Percent of work completed
5.       Total amount invoiced to date
6.       Prior billings
7.       Total fee earned to date
8.       Current amount due
9.       Services from and through dates
10.   Subconsultant's address and contact information
11.   Unique invoice number
12.   Invoice date
13.   Sales tax, if applicable
14.   **Labor and expense detail must include: Employee names, rates, hour or quantity and total cost for each line of detail
15.   Reimbursable expenses must be itemized and supporting documentation provided

**Not required for lump sum/fixed fee 

Taxable and non-taxable services should be reflected separately.

SUBCONSULTANT INVOICING GUIDELINES

SALES TAX IMPLICATONS

Though Freese and Nichols' client may be a tax-exempt entity, FNI is not and therefore, all applicable sales and/or use taxes must be paid to the 
appropriate taxing jurisdiction.  
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