
Attention Procurement Supplier:
In late 2008, you should have received communications from the Department of General Services about the Commonwealth’s Finance Transformation Project that outlined invoice submission requirements for purchase order (PO) invoices.  As a supplement to these communications, the purpose of this letter is to inform you that starting on May 1, 2009 the Commonwealth has the following new mailing location for all invoices associated with a purchase order.
Commonwealth of Pennsylvania – PO Invoice

PO Box 69180

Harrisburg, PA 17106
PO Invoice Submission Requirements
As a reminder, the following information must be included on all your PO invoices.  Starting on May 1, 2009, failure to include these elements will result in the return of the invoice and a request for a new invoice.  NOTE: These mandatory requirements do not change standard information you currently provide and, for your reference, will be printed on new POs created by the Commonwealth in the future.
	Mandatory Elements

Preferred placement is top third of invoice
	Preferred Elements

These elements will assist in prompt processing of your invoice, but are not required for payment

	· PO Number

· Invoice Date

· Invoice Number

· Gross/Total Amount
	· Supplier Name and SAP Vendor Number (if available)

· Supplier Remit To Address and Fax Number

· Email Address of Supplier Contact Person
· PO Line Item Information (i.e., Description, Material Number, Quantity, Unit Price and Amount Due)
· Delivery Date


Other Important Information

· Exceptions to the new invoice mailing location exist for vendor invoices associated with construction projects for the Department of General Services and the Liquor Control Board.  If your invoices are issued as part of these activities, please continue to use your current submission process, unless otherwise notified. 
· Given the tax-exempt status of the Commonwealth, please exclude all state, local and sales taxes when calculating your PO invoices.  Invoices containing these tax charges will be returned for removal and resubmission.  For invoices containing hotel charges, State Occupancy Tax is acceptable to include.
· Please do not submit any confidential data with your invoice to the new mailing address. Confidential data required to process the invoice should continue to be sent to the agency for which goods or services were provided.  NOTE: Providers of legal, expert witness or court reporting services will receive a separate communication outlining specific invoice submission requirements.
· If sending a credit memo, please reference the original Invoice Number, Amount and note “Credit Memo” on the document.  Also, given that all invoices will be subject to scanning, we request highly legible invoices, as adherence to this request will speed processing time.
· If you provide goods or services not associated with a purchase order, you will receive separate communications outlining the specific invoice submission requirements.

Should you have any questions about the information contained in this letter, please visit the Frequently Asked Questions (FAQs) section on our website (www.financetransformation.state.pa.us) or email us at RA-FTVendorRelations@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.
