To Whom It May Concern:
In February 2008, the Commonwealth of Pennsylvania began a project known as the Finance Transformation Project.  As a supplier with the Commonwealth, it is important that you are aware of the status of this project and the impact of this implementation on your relationship with the Commonwealth.  Given that a primary focus of the project is on improving invoice processing, you are receiving this letter because you are currently a registered procurement supplier with the Commonwealth. 
Immediate Action Required
Effective immediately, whenever a Purchase Order is received from the Commonwealth, the following information must be included on your Purchase Order invoices to facilitate our improvement efforts and enable more efficient invoice processing. These mandatory requirements do not change standard information you currently provide.  As we move forward with the project in May, failure to include these elements will result in the return of the invoice and a request for a new invoice.  NOTE:  If this information is already included on your invoices, no further action is necessary. 
	Mandatory Invoice Element
	Preferred Position on Invoice

	
	

	Purchase Order (PO) Number (#)

10-digit number: 4312345678
NOTE: Only one PO referenced per invoice
	Top third of invoice

	Invoice Date
	Top third of invoice

	Invoice Number
	Top third of invoice

	Supplier Name 
	Top third of invoice

	Supplier Address and Remit To Information
	Remit To information must be clearly stated and positioned

	Total Invoice Amount
	

	PO Line Item Information [i.e. Description, Material Number (#), Quantity and Amount Due]
	


We recognize that many of you have established invoice/billing systems that may prevent you from designating where the above information is positioned on your invoice.  Therefore, we are not making the position mandatory.  

If sending a credit memo, please reference the original Invoice Number, PO number, PO Line Item(s), Amount, and note “Credit Memo” on the document.  
And, given that all invoices will be subject to scanning, we request highly legible invoices, as adherence to this request will speed processing time.  
Future Outreach
Over the coming months, you can expect additional correspondence from us on other project-related changes that will affect your interactions with the Commonwealth, such as a new centralized mailing address for all invoice submissions and a single phone number for invoice assistance. In the meantime, should you have any questions about the information contained in this letter, please email us at RA-FTVendorRelations@state.pa.us.  And, for more information related to the Finance Transformation Project, please visit our website at www.financetransformation.state.pa.us.  
We thank you in advance for your immediate attention to this request and look forward to better serving you in the future.
