Process of invoicing, billing and follow-up

Billing is to occur when one of the following conditions are met:

1. The project is complete

2. A single phase of a multi-phase project is complete

Invoicing

1. Confirm amounts to be invoiced in iBiz

a. Check rates and hours billed

b. Check which job events are to be billed

i. Those you do not want billed should be “checked” temporarily so that they are not included on your invoice.

ii. Make sure all 

2. Select type of invoice from invoice menu in the bar
3. When invoice is generated check

a. The name and address of client contact is correct.

b. Confirm that taxes, if any, have been added

c. Make sure any previous payments have been credited

d. If Project Notes that display are for the estimate, please delete and change on invoice

e. Double check spacing on invoice, etc.

4. Once everything is confirmed ok, print one copy

5. Place copy into “Invoices Out” folder

6. Select “send by e-mail”

a. Confirm recipient is correct

b. Send

7. Put date 1 week away for follow-up if you have not heard from them upon receipt of invoice.

8. Put date 3 months after completing project for a follow-up with client about project.
