CIF File Name Directions

As received by Consultant from the City

e R
Template Excel file
Template revision extension
Name number for template
( 1 [ A )
CRCIF_Rev00.xltx
Seperator
\_ Y,
As submitted to the City by Consultant - Example
N
Contract Number Date Invoice Number Ex)i(e;ils?clai
( 10 10 A )
XXXXXXX_yymmdd_Invoice#.xlsx
Seperator Seperator
J

Contract number as it
appears on the agreement.

Date must be in this format and must
represent the day it is sent by Consultant
to City via email. (City will save the file,
when it arrives in the email, with a file
name that reflects the day it arrives — this
is the “date stamp”.)

This is Consultant’s invoice
number. This number will
change with each new invoice.

When saving from the
template, use “Save As”
feature and select “Excel File”.



