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Contractor’s Invoice Processing Procedure 
 

The following procedure aims to show guidelines for Contractor’s invoice processing.  

Contractors provides two different types of services: 

1) Work Order Services 
2) Turnover Unit Services 

Since vendors do not have the same type of accounting system we have, we cannot expect them 
to itemize job performed in their invoices the same way we do internally, that’s why it will be 
managers responsibility to use their best judgement and refer to scope of work spreadsheet to 
enter invoice correctly to Invoice register and separate GL Codes accordingly. 
 

Work Order Services 
 
Work order invoices pertain to multiple jobs at the property. They will no longer be itemizing these 
types of invoices. It is managers’ responsibility to separate items correctly. 

Example: 

 

In this invoice we can see services performed at the property such as Property Cleaning and 
work orders done at occupied units. Here’s how this invoice should be itemized: 
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Turnover Unit Services 
 

Invoices for turnover units will continue as is, managers need to be attentive to use only Turnover 
Codes, and to separate items with the same GL code correctly, and only using CAP codes for items 
that should be capitalized. DO NOT use Interior-Renovation GL Code for Turnover Units. 
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Scope of Work Worksheet 
 

The following spreadsheet is to be used as guidance to determine how long a service should take 
to be performed. 

 

Scope of Work Average time needed 

Appliance repairs – Stove, Dishwasher, Microwave, Washer/Dryer, 
Refrigerator 1 hr 
New appliance install - Stove, Dishwasher, Microwave, 
Washer/Dryer, Refrigerator 1 hr 
Water leaks 1 hr 
Install new toilet 1.5 hr 
Toilet repair .5 hr 
Install new angle stops .25 hr each 
Install new plumbing fixture – kitchen faucet, bath faucet, shower 
stem, shower knobs, shower diverter .5 hr 
Bath exhaust fan repair or replacement .5 hr 
Change door lock or rekey lock .5 hr 
Install new interior door 1 hr 
Painting 2 hr per room 
 Drywall repair 1.5 hr 
Fence repair 1.5 hr 
Deck repair 1 hr per sqy 
Wood repair   
Roof repair 2 hr  
Clogged plumbing – sink, bathtub, toilet 1.5 hr 
Water heater repair – draining, new part install, replacement 1 hr 
Rain gutter cleaning 1.5 hr 
Garage door repair 1 hr 
Garbage disposal repair .5 hr 
Garbage disposal replacement .5 hr 
Replace light fixture and/or bulbs .25 per bulb 
Pest control 1 hr 
Screen repair – windows, doors 1 hr 
Screen replacement – window, doors .5 hr 
Install closet doors 1 hr 
Closet door repair 1 hr 
Replace electrical outlets and switches .25 per outlet 
Replace cover plates for outlets and switches .25 per outlet 
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Remove and replace door knobs – interior 0.25 
Dumpster enclosure repairs – doors, hardware, enclosure walls 1.5 hr 
Driveway repair, painting 1.5 hr 
Repair air conditioner 1.5 hr 
Replace air conditioner 1 hr 
Heater repair 1.5 hr 
Door jamb repair/replacement .25 per item 
Install new baseboards/molding 1 hr per room 
Install new window/door blinds 1 hr 
Install new mirror 1 hr 
Mirror repair .5 hr 
Flooring repair 1 hr 
Carpet repair 1 hr 
Change towel bar, tp holder, towel rings .5 hr 
Caulk around bath fixtures .5 to 1 hr 
Caulk floor baseboards 1 hr per room 
Cleaning – hauling debris, landscaping cleanup, etc. .5 hr 
Check and install door stops .25 per item 
Inspect all plumbing fixtures for leaks .75 hr 
Smoke detector install, inspect .75 hr per item 
Door repair .75 hr 
Install shower doors .75 hr 
Door lock/knob repair .25 hr each 
Drawer repair .5 hr 
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