& »e,  KAREN E. RUSHING
S . .
H (i 1P %)) Clerk of the Circuit Court and County Comptroller
L %) ¢ Wy s |
fl’""?ﬁ1 Electronic Invoice Submission Guidelines

Dear Valued Vendor,

In a continued effort to ensure timely payments, vendors providing goods and services to Sarasota
County Government are kindly requested to follow the electronic invoice submission guidelines
outlined below. These procedures are designed to support efficient and accurate invoice processing.

Electronic Invoice Submission Instructions

e Submit invoice via email to: Onbaseclerk@SarasotaClerkandComptroller.com

* Note: this is an unmonitored email address, for inquiries please see instructions below.
e Email subject line must include: ""AP Invoice"
e Attachment Requirements (size limitation 15SMB):

o Only a single invoice attachment per email.

o Do not include letters, notes, or purchase orders as separate attachments.

o Attachment must include only one invoice and clearly display the following
information on the first page: a valid purchase order number in the format listed
on the Purchase Order (PO26XXXX), invoice date, invoice number and the
amount due.

o Acceptable document formats are PDF, TIF, JPG

e Please refrain from submitting the same invoice multiple times. This may delay invoice
processing. For payment and other inquiries see instructions below.

Note: Vendors submitting Capital Improvement Project (CIP) draw applications may require specific approval prior to
invoice submission. Refer to the instructions on the purchase order and contract for detailed instructions.

All Other Statements, Inquiries, Notifications, and Status Request Submission Instructions
e Submit all statements, inquiries notifications and, invoice/payment status requests to the
following monitored email address: AP@SarasotaClerkandComptroller.com
Include a subject line containing vendor name, purchase order number and reference (i.e.
statement, quote, or inquiry).

Thank you for your cooperation and commitment to these guidelines, which play a vital role in
streamlining the invoice process and ensuring timely, accurate payments.

For questions or further clarification, please email AP@SarasotaClerkandComptroller.com.
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