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	Cost Accounting Working Group (CAWG)

Invoice Summary Instructions 





Purpose

To fulfil its’ mandate of bench marking, BCTS must track all expenditures to the block (UBI) or road (URI) level when practical to do so.

More detailed information on cost breakdown principles can be found at the CAWG Website: 
Cost Accounting Working Group  (Only accessible to BCTS Staff.)
Contract Invoicing

Contractor Invoicing

An invoice must identify the contract it pertains to.  At a minimum the following items should be contained in an invoice:

· full legal name and address of contractor (as shown on the contract); date of invoice;

· a description of the works/services completed;

· the rate of pay (hourly, daily, unit price, lump sum), as applicable;

· the dates/hours/units being charged;

· the contract date or number;

The Provincial Government does not pay the Goods and Services Tax.  Therefore, do not include GST in invoices.  The Ministry will remove any GST from invoices.

All contract invoices must be accompanied by a Contract Invoice Summary and a Project Area Cost Summary. Costs must be broken out by activity and to the block. Please refer to the BC Timber Sales Service Line Descriptions for 2005/06 for the list of activities to track and cost item descriptions (See Appendix 1). The contract coordinator will provide the GENUS Block Id and CAS Unique Block Identifier (UBI). BCTS CAWG has developed three Excel Workbooks to help with this. The planning spreadsheet has been discontinued as costs are now pooled. They can be accessed from the forms index:
http://www.for.gov.bc.ca/pscripts/isb/forms/forms.asp
Enter 1221 then query to bring up the forms. Click on the XLS hyperlink and save to disk.
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Spreadsheet Instructions

Open the spreadsheet. In order for the spreadsheet to function properly you must select Enable Macros.
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Click on the Project Cost Summary on the index page.
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Fill in Company Name, Address and contact information. This will be carried forward for each invoice. 

Fill out the GENUS Block ID and CAS UBI. 
Each time a new invoice is generated always ensure you go to the cost summary sheet first and add any new blocks. This way they will be carried forward to that invoice.
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Click index to return to the table of contents and then click on the applicable invoice number. This feature was built-in to enable quicker navigation around the workbook.

· The TSL #, GENUS ID and UBI fields are locked on the invoice spreadsheets to ensure block costs line up (rollup) on the summary sheet.
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· Fill-in costs against the appropriate activity. If no costs are incurred for a particular block in a subsequent invoice, enter zero or leave blank. Refer to the document BC Timber Sales Service Line Descriptions for 2005/06 for detailed cost items and descriptions in Appendix 1 attached.
· Refer to Appendix 2 for cost allocation guidance. These guidelines should be used when costs are small and there are a significant number of blocks involved e.g. recce flight of 30 blocks cost $600.

· The spreadsheet summarizes costs on the Contract Project Cost Summary sheet. Please ensure you enter the contract #, project name (if applicable) and location. You may also enter your company invoice # along with the BCTS contract # for each invoice. Just add or change on the summary sheet and use a – to separate them i.e. EN2005DPM001 – OTBFM925.
· Print out the appropriate Contract Invoice Summary and Contract Project Cost Summary sheet.

· Submit these and an electronic copy with your invoice.

· Please note the spreadsheets are password protected to prevent accidental deletion of formulae and to provide better ease of use.

BCTS Contract Clerk/Coordinator

Review the contract invoice submission and ensure all is OK.
Open the spreadsheet (enabling macros) and click on Distribution Coding button at the bottom right cell J27.
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Do not enter the receipt # in cell C4. This is carried over from each invoice. If a zero is displayed this means you have not filled it out on the invoice sheet.

Enter the encumbrance # in cell F4
Enter the applicable RC (Response Centre) and Service Line in cells B5 & C5 for the expenditure (where the funds are encumbered) and the RC and Service Line cells B7 & C7 where the holdback will be held.
If you have multiple RC’s covered by one contract have the invoices submitted by RC.
Where it says payment # enter the invoice # in cell C8.

Calculate and enter the holdback amount in cell F7.
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Always ensure the Coding Apron is set to Full View prior to changing the payment # (invoice #). To do this click the Full View button at cell G7.
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Please note there are blank lines between entries and the cost information can be quite dispersed.
To rearrange this for accounts payable click on the Print Layout button cell G8. This macro rearranges the data getting rid of all blank lines.
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Print off the Coding Distribution sheet and attach to the contractors invoice.
Please note this sheet had to be left unprotected in order for the Print Layout macro to work. Cells B5, B7, C5, C7, C8, F4 and F7 are the only cells that require input. Only enter data in the yellow highlighted cells. Do not type in any others i.e. light yellow or any other colour. Use the check line, project summary and invoice sheets to validate this sheet as a precaution.

If you click on the big caution button by mistake click on the smaller undo button to reverse the changes. This button has been put here as a reminder of the vulnerability of this sheet.

Any questions or suggestions can be sent to:

Duncan Taggart Business Officer, Seaward (tlasta)
Note to BCTS Staff: The Access Contract Cost Summary Spreadsheet is intended for internal use and cost tracking by BCTS Engineering Technicians only.

Appendix 1 – Service Line Descriptions

	Funding Envelop: Administration
	S/L #
	S/L Description

	BCTS Admin - Salaries and Benefits
	42400
	All salary & benefit costs. 

	BCTS Admin - Business Area Management 
	42406
	BA Management. TSO admin costs e.g. Travel, training, advertising, rewards and Recognition, Genus Admin contracts, supplies, etc.

	Funding Envelop: Planning
	S/L #
	S/L Description

All Planning costs should be coded to the appropriate Pooled Planning Project Code (*WWW) – even if block UBIs are known.

	BCTS Planning - Prepare Plans & Assessments
	42420
	Prepare Plans (Cat A approved volume) - includes costs associated with Strategic Plans, Land Use Plans, Landscape Plans, Total Chance Plans, Total Resource Plans, Forest Development Plans, Forest Stewardship Plans, etc.  Also include any assessments that are not block specific e.g. watershed assessments, overview terrain assessments, chart level fisheries assessments.

	BCTS Planning - Certification
	42421
	All costs involved in implementation and monitoring of EMS and conformance certification.

	BCTS Planning - General Administration
	42424
	Planning - general admin - admin costs and staff monitoring related to planning activities.


	Funding Envelop: Sales
	S/L #
	S/L Description

	BCTS Sales - Inventory Adjustment
	42455
	Sales Inventory Adjustment

	BCTS Sales - Road & Major Structure Layout and Design 
	42467
	Road Layout and design - costs for road recce, layout and design including assessments for roads and costs for major structure recce, layout and design.

	BCTS Sales - Ground/Aerial Beetle Recce
	42468
	Ground/Aerial Beetle Recce - costs eligible for funding through DFAM.

	BCTS Sales – Cruising & Block Layout
	42469
	Costs by block for layout and traversing plus costs for cruising by block, including cruise compilation and costs for Site Plans and Other Assessments (with the exception of FN’s which go to S/L 42472) - costs for all block assessments and completion of the site plan (Layout complete but block not yet ready for advertizing - i.e. not yet ready to report as partially or fully developed ADV)

	BCTS Sales - First Nations Assessments
	42472
	Block specific First Nations reviews associated with sales development and First Nations Referrals - non block specific planning activities including AOA's, CMT's and referral

	BCTS Sales – Harvest Conformance
	42474
	Activities such as Investigations, Monitoring, Inspections, Waste and Residue surveys and other activities associated with harvesting.

	BCTS Sales - General Administration
	42473
	Administrative costs and staff monitoring related to the above activities. 


	Funding Envelop:  Access
	S/L #
	S/L Description

	BCTS Access - Right Of Way Acquisition
	42501
	Costs associated with R/W and log dump acquisition including negotiation costs, purchase, ancillary agreements.

	BCTS Access - Construction
	42503
	New construction (and significant re-construction if reconstruction costs are estimated at at least 80% of new construction costs) including stripping, subgrading, surfacing, ditching, minor culverts, post construction surveys, contracts for administration and supervision.

	BCTS  Access - Bridge & Major Structure Installation
	42504
	Bridge/Major Structure Installation. Site preparation, manufacture, assembly, transportation and erection of superstructure, decking, construction surveys, contracts for supervision and administration. Bridge must be at least 3.5 m in length/culvert 1 m diameter.

	BCTS  Access - Log Dump Planning & Construction
	42520
	Log Dump Planning and Construction - include planning/design costs (both above and below water), actual construction costs of sort area (including artificial reefs) and monitoring costs.

	BCTS  Access - Road/Bridge Upgrading
	42521
	Bridge and or Major Structure Upgrading. Costs >50%<80% of new construction.

	BCTS  Access - Maintenance
	42506
	Road maintenance conducted by BCTS including; grading, brushing, water management, seasonal deactivation, inspections, contracts for supervision and administration. Bridge and other structural maintenance conducted by BCTS including; water management, seasonal deactivation, routine culvert replacement/repairs, bridge re-decking/repairs, inspections, contracts for supervision and administration. Include re-construction costs if estimated cost less than 50% of new construction costs in similar circumstances.

	BCTS  Access - Deactivation
	42507
	Costs associated with removing roads, bridges and/or other major structures from inventory. Roads, bridge and/or other major structures should not require any further attention. Include project supervision costs. Includes road rehabilitation. (Seasonal deactivation is maintenance).

	BCTS  Access - General Administration
	42522
	General administrative costs and staff monitoring related to BCTS.


	Funding Envelop:  Silviculture
	S/L #
	S/L Description

	BCTS - Silviculture - Surveys
	42550
	Surveys required to identify and plan silviculture treatments; Plantibility, regeneration, survival, free-growing, brushing.

	BCTS - Silviculture - Seedlings
	42551
	Costs of seedling production, cold storage and transportation of seedlings. Costs are JV'd to BCTS.

	BCTS - Silviculture - Seed Collection
	42552
	Cone collection, storage and shipping. Seed purchases.

	BCTS - Silviculture - Site Preparation
	42553
	To prepare planting or seeding sites by removing or reducing debris. Broadcast burning. Bunching (piling) and scarification. Chemical treatments.

	BCTS - Silviculture - Forest Health
	42554
	Insects, Disease, Wildlife - To detect, assess and prevent damage caused by insect infestations, forest diseases. Contracts for detection surveys, damage appraisals, pheromone baiting, fall and burn and other control measures and control operations such as stumping for root rot and residual falling for mistletoe. Costs associated with activities to combat deer browsing, eg. tree protectors, protector maintenance etc. Can be used for costs resulting from other wildlife activities.

	BCTS - Silviculture - Planting
	42556
	To plant seedlings on harvested openings. Planting contracts, implementation contracts, fill planting, local transportation of seedlings and reefer purchase or rentals. Provide access to planting sites for crews including road surface and minor structural repairs.

	BCTS - Silviculture - Brushing
	42558
	To control brush to meet free-growing requirements. Includes manual and chemical applications. Provide access to brushing sites for crews including road surface and minor structural repairs.

	BCTS - Silviculture - Basic Spacing
	42559
	To reduce stand density to meet free-growing requirements.

	BCTS - Silviculture - General Administration
	42579
	Administrative costs and staff monitoring related to Silviculture activities. Note Heli costs may be assigned to this deliverable/SL using direct assignment to the block where several activities are applicable.


Please Note: use of the following Service Lines has been discontinued: 
Planning; 42422 Assessments & 42423 FN referrals
Sales; 42470 Cruising & 42471 Assessments
Silviculture; all three Forest Health Service Lines have been combined into one (42555 & 42578 discontinued)
· Appendix 2
Flowchart #1 – Ltd number of Service Lines and/or Project Codes - Examples

	Allocation Method
	Definition – When to use.
	Example

	Direct Allocation
	Actual invoiced costs are coded directly to the applicable Service Line(s) and/or project Codes.
	Invoice is for $500.  $250 in costs was related to Sales – Block Layout on Block A, $100 in costs was for Sales – Block Layout on Block B, and $150 in costs was for Sales – Site Plans & Other Assessments on Block C.  Using the direct allocation method one would code $250 to Service Line - Sales – Block Layout/UBI - Block A, $100 to Service Line - Sales – Block Layout/ UBI - Block B, and $150 to Service Line – Sales – Site Plans & Assessments/ UBI Block C



	Proportional Allocation
	Invoiced costs are allocated to the applicable Service Lines or Project Codes based on the relative volumes associated with the various work activities and/or cut blocks.  To use this cost allocation method the volumes in cubic metres must be known at the time of invoice processing.


	Invoice is for $500.  The total volume of blocks involved = 100m3, block A = 20m3, block B = 50m3, block C = 30m3.  Using the proportional allocation method $100 would be coded to Block A (20m3/100m3 x $500), $250 would be coded to block B (50m3/100m3 x $500), and $150 would be coded to block C (30m3/100m3 x $500)

	Equal Allocation
	Invoiced costs are allocated across all applicable Service Lines or Project Codes.  This allocation method should be used when there is no practical way to either directly or proportionately allocate costs to applicable Service Lines and/or Project Codes.


	Invoice is for $500.  Work was for Sales – Site Plans & Assessments for three Blocks A, B, and C.  Costs would be coded to Service Line  - Sales – Site Plans & Assessments, $166 to Block A, $167 to Block B, and $167 to Block C.
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