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REVIEW OF CONSULTANT BILLINGS

It is the Department's intention to be reasonably accommodating in the processing
of consultant's requests for payment.

Engineering personnel responsible for review and approval should not reject billings
for minor errors. In most instances, the reviewer can process the voucher for
payment as is, and instruct the consultant to make the necessary adjustments in

the next submission. These instructions should be in writing, and describe the
problem and the corrective action required. A copy of the letter to the

consultant should be attached to each copy of the voucher forwarded for payment.

In the instance of minor omissions or errors that can easily be annotated on

the voucher, the reviewer can elect to make the changes and forward the corrected
billing for payment. A copy of the amended voucher should be sent to the
consultant for use in preparing subsequent requests for payment. Corrections
that would adjust the payment over that requested by the consultant cannot be
made using this procedure and the method described in the previous paragraph
should be used.
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