Attachment #4

Change Order #2
VENDOR CONTRACT #0000000712

11/01/03 THROUGH 10/31/04
Boyce Commercial Services

720 Thomas Avenue SW

Renton, WA  98055

Phone: 425-204-0703

Fax: 425-204-7923


INVOICING INSTRUCTIONS

At the initial meeting between the Vendor and the City of Seattle, Project Manager or City Representative, the following items shall be addressed and confirmed.

· Correct City of Seattle invoicing address

· Designated City of Seattle Project Manager or City Representative responsible for approval of invoices

· Vendor must provide a written quote prior to job being started to the City of Seattle, designated person.

· If invoices do not match written project estimates, written backup information must be provided to the City of Seattle, Project Manager or City Representative describing the additional work or change of scope.  Scope of changes must be approved by the City of Seattle, Project Manager or City Representative in writing prior to work being completed.

· Any additional work not included on the original written quote must be submitted in writing to the designated City of Seattle Project Manager or City Representative for approval.  The city contact person must sign off on the additional work being requested by the vendor.

To request payment, a typed invoice and a copy of the Daily Job Log will be submitted to the City of Seattle, Project Manager (PM) or the City Representative to process payment for completed work.  INVOICES SHALL ALSO BE MAILED IN DUPLICATE TO THE CITY DEPARTMENT, ACCOUNTS PAYABLE SECTION OF THE ORDERING DEPARTMENT. 
The invoice shall include the contact name, floor, building location of the move, and clearly identify the move project and the moving date.

The invoice shall also identify the specific services provided (i.e. one man & van, assemble system furniture, 1.5 cube boxes, etc) a rate per hour or unit cost, hours worked or quantity and a total price.

All requests for payment that do not provide the requested information in a format specified by the City of Seattle will be returned to the vendor without action for correction.

All invoices shall be sent in the mail. Faxed invoices are not acceptable. Mailed invoices will be accepted  Monday through Friday, from 8:00am-5:00pm only.  Monday through Friday will be counted as business days only.  Weekends & holidays will not be counted as business days in the discount payment terms.

The City of Seattle will apply discount payment terms upon receipt of invoice.


