
OFFICE OF COMPTROLLER 

Dear Vendor: 

In an effort to assist in ensuring that payments for goods and/or services provided to 
the Orange County Board of County Commissioners and the Orange County 
Comptroller’s Office are made on a timely basis, we would like to provide you with what 
we consider to be minimum requirements for an invoice to be deemed a proper invoice 
for payment. 

1. The invoice shall contain the following minimum information:

• Name of vendor
• Address of vendor (i.e., where payment is to be mailed)
• Date
• Orange County Purchase Order No
• Orange County Release Order No. (for purchases under Term

Contracts)
• Orange County Term Contract No. (where applicable)
• Orange County Contract No. (where applicable)
• For non-purchase order procurements (i.e., emergencies) – name of

County employee who requested purchase

• For invoices involving the purchase of goods:
 Item description
 Quantity purchased
 Unit price
 Total price (for each item)
 Total amount of invoice (all items)

• For invoices involving the purchase of services:
 Itemized description of services performed
 Date services were performed
 Billing method for services performed (approved hourly rates,

percentage of completion, cost plus fixed fee, direct (actual) costs,
etc.)

 Itemization of other direct reimbursable costs (description, amount)
 Copies of invoices for other direct reimbursable costs (other than

incidental costs, such as telephone expenses, copying costs, etc.)

ORANGE 
  COUNTY 
    FLORIDA 

Phil Diamond, CPA 
County Comptroller 
Department of Finance and 
Accounting 
201 S. Rosalind Avenue       
PO Box 38 
Orlando FL  32802



• For Partial Payment Requests on construction contracts:
 Partial Payment Request (invoice) on a form approved by the

County
 Itemized Schedule of Values
 Copies of supporting invoices for all stored materials for which

payment is being sought
 For Final Payment Requests
 All of the above
 Release of lien
 Consent of surety
 Power of Attorney
 Notarized Asbestos Free Letter
 Insurance Certification

• Any other information required by written agreement or contract with
the Board of County Commissioners or County Comptroller

2. The invoice shall be submitted as follows:

• Invoices submitted in connection with the issuance of a Purchase
Order - Orange County Department to which goods were purchased
and/or services were performed

• Invoices submitted in connection with construction contracts – Orange
County Department to which construction contract specified invoice is
to be submitted

• Invoices not falling within the above two categories – Orange County
department for which goods were purchased and/or services were
performed

3. The goods and/or services shall actually have been received and/or
performed in accordance with contractual specifications to the sole
reasonable satisfaction of the County.

It is our hope that the above information will be helpful in ensuring timely 
payment.  Please contact the Orange County Finance Department at (407) 836-
5715 should you have any questions. 
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TAX STATUS QUESTIONNAIRE

2.     Which one of the following are you?

(a)  Incorporated

(b)  Partnership

(c)  Individual / Sole Proprietorship

(d)  Non-Profit Association or Organization

(e)  Other (Please indicate)

3.    What is your Federal Tax Identification Number

(Or) your Social Security Number

PLEASE NOTE: If you are using your Social Security # for your Business Identification Number, please
attach a copy of your Social Security Card, and a copy of your green Card (Work Permit) if you have
one for working in the United States.

4.   Please complete the following:  (As per IRS penalty regulations, the Name or Company name listed
below must correspond (according to their files) with the TIN or SS# listed on line 3 (above).

NAME OR COMPANY NAME (PRINT) YOUR NAME & TITLE  (Please Print)

5.    Web address:

6.     E-mail address:

7.     Please return this form along with the W-9 Form.

Taxstatus-PUR

1.    What type of business, product, or service are you providing (or wish to provide) to the Orange County
Government?  Or, why are you receiving payments from the Orange County Finance Department?

ADDRESS (PRINT) SIGNATURE DATE

TELEPHONE NUMBER

FAX NUMBER

cmctkw1
Text Box
VRS
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