Hearing Officer Billing

· Per your contracts, invoices must be sent in monthly for payment.  May be turned in by mail, fax (720-913-3373) or email (gail.springer@ci.denver.co.us)

· You have two forms to complete 1) Hearing Officer Invoice and 2) Hearing Officer Time Management Sheet

· Total amount of time spent should match from time management sheet to the invoice total.  If an error is found, you will be paid by the amounts listed on the time management sheet.

· Per City and County of Denver Fiscal Rules, time is calculated by quarter increments (every 15 minutes)

Hearing Officer Time Management Sheet
Enter your name and contract number

For Number of Billable Hours

· List the date work was completed

· Give the amount of time spent completing specific tasks

· The amount will automatically calculate based on the hourly wage paid

· List explanation of work completed 

For Reimbursement Expenses

· List the date the expense occurred

· Give an explanation for the expense

· List the receipt amount for the expense

· The overall total will automatically calculate

The spreadsheet will automatically calculate the total amount due.

Hearing Officer Invoice

· Transfer information from Time Management sheet into the invoice.

· Ensure all totals match on the invoice that is calculated from the time management sheet.
· Sign and Date invoice (may be signed electronically)

· Sent both sheets to Gail Springer at Civil Service Commission

Each of you have personalized Hearing Officer Invoices and Time Management Sheets.  Copies may also be found on our website at www.denvergov.org/civilservice 

DO NOT

· Wait until the end of the year to turn in all invoices

· Wait until the end of a case to turn in all invoices
