Vendor Invoice Submittal and Requirements

Invoice Submittal

Vendors providing goods and/or services to the City of Goleta should submit invoices electronically by
email to AP@CityofGoleta.org

Electronic Invoice Submittal Requirements:

e Invoice number in the subject line
e PDF format only
e PDF file name should include the vendor name and invoice number

Invoice Requirements:

e Allinvoices need to be billed to “City of Goleta”

e ATTN: City Contact Person or Authorizing Department
e Invoice Number

e Invoice Date

e Payment Due Date

e Total Amount Due

e Purchase Order Number (if applicable)

e Dates of Services / Goods Provided

e Service Address (if applicable)

e Billing Cycle / Period

e Remit Address

e “Make check payable to ” (Name must match the Purchase Order)

It is the vendor’s responsibility to submit correct invoices that meet the invoice requirements listed above.
Invoices that do not meet the invoice requirements may be considered incomplete and payment for goods
or services provided will be delayed.

Invoice Submittal by US Mail:

City of Goleta

ATTN: Accounts Payable
130 Cremona Drive, Suite B
Goleta, CA 93117

Submitting invoices via US Mail may cause delays in processing payments due to lag in receiving
invoices and payment process.

Invoice Payment Processing:

The City of Goleta’s standard payment terms are Net 30 days. Once an invoice is received by Accounts
Payable, invoice requirements are reviewed, and invoice is routed to appropriate City Contact Person or
Authorizing Department. City Contact Person or Authorizing Department will verify for accurate billing,
confirmation that goods received are as ordered and in acceptable/expected condition; or services have
been completed to the agreed to expectation. After final review of invoice by City Contact Person or
Authorizing Department, Accounts Payable will issued payment by paper check.
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