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Purpose

This document will guide you to create Contract Payment Vouchers (CPV) and Release Retentions in SAP
PPM so contractors can be paid.

Scope

This document does not cover the management of Contracts or Contract Items which are covered in
another guide. It also does not cover: AIP (Automated Invoice Processing system), financial processes, or
control processes outside of SAP PPM.

Prerequisites

An open Contract with Contract Items. Each Contract Item is linked to a WBS number.
Responsible Role

While anyone can create a CPV, the person responsible is:

e Engineer to the Contract
e Engineer Representatives

Related Documents

@ Automated Invoice Processing (AIP) User Guide
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1. CREATE A CONTRACT PAYMENT VOUCHER (CPV)

a. Find and Open your Contract

Screen: SAP Index
7, TQE/325 Index 7 o »

= * Search or enter application name or transaction code

5 Portfolio and Project Management

¥
updat

Overview

OU Can access co

Overview Work Center management objects here,

creating and maintaining
confracts and contract
payments.

Reporting >
Project Management >
g | Contract Payments (CPV)

Contract Management

Portfolio Management > Contract Maintenance

PPM Administration >

Screen: Contract Payments (Selection and Detailed Information)

Contract Payments
> Contract Selection
Contract Number |C0mracl Title ?A Description Description Office Contract Manager Physical Works Supplier  Contract Status
397PN-SF Maintenance Phvsical Works and Profess _ Wellinaton SELWYNE 20949 CHNPC
NO 10-656 SortAscending wain Filter O % | mnacTivE 20211 CNAC
Sort Descending
NO 14-010 (Custom Sorting) M&L GERHARDY CMNAC
ustom Sorting s
NO 14-022 M&C " ~ GERHARDY CNAC
is empf
NO 15-083 (Ally F M&C is not GERHARDY CNAC
| (ustom Fitter) ] is not empty
+ Detailed Informa AuckiandJointTransport Operations Centre tarts with
Central Otago Resurfacing13/14 ——
| Print DraftCopy H Update Tran j,int Replacement and Concrete Repairs 201314 Del s between
Paymt Mo Rey. T Lab Test Agg Durability Accelerated Weather Test imTd ol is greater than ag... Payable Chan
E‘ Mo data available Get Welly Moving® Technology Workstreams s less than

02-005 R4 BOPW PBC-01 (In3Roads)
0800 4 HIGHWAYS Insourcing Project Design and Planning
201 Defective Repairs

is greater than or equal
Contract Title ~ «

contains *vic* or *church*

Cancel
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b. Create a CPV for your Contract

Screen: Contract Payments (Contract Selection and Detailed Information)

SAP PPM User Guide - How to Create Contract Payment Vouchers (CPV) and Release Retentions

Contract Number Contract Title T Description s Description Office Contract Manager Physical Works Supplier = Contract Status
MA3T722-919 aces mprovements Physical Works ... Bridge Strengthen/Widen/S...  Auckland CAROLM 25495 CNAC
MAZ854-382 t Sign Supply mprovements Physical Works ... Traffic Management Systems  Auckland GRAHAMO 22539 CNAC
ion Earthworks General/Specialty Risk, Value Management Hamilton ADRIANKH CNAC
ontract No. 123456 Testla Roadster select (All) Improvements Physical Works . Intersection Auckland SUZIEF 28051 CNAC
TEST RETENTIONS Testing change in retentions Improvements Physical Works ... Dunedin SUZIEF 25983 CNAC
~ Detailed Information e:le:[_:ﬁdﬂrl}IErITr
Update Transaction | Create CP’V’" Release Retention | | Reverse Transaction | Delete Transaction @
Paym't Mo Rev. Trx Final Print Diate Work Comp to Trx Type Claim Total Retentions Held Retentions Released Subtotal GST Lig. Damag... Payable Charged
Page 4 of 18
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Screen: Contract Payment Voucher
Contract Payment Voucher

| % cancel | ||  Eai | Create PDF CPV || Back |—-

SAP PPM User Guide - How to Create Contract Payment Vouchers (CPV) and Release Retentions

(& ][4

ontract Mumber: Chuggington Tunnel

Office: Auckland

Contract Manager: SUZIEF

Engineer to the Contract:

Criginal Contract Price: 410,400.00 Wariation Increase/Decrease:

Physical Works Supplier: 2805 BiffCo Ltd Address: 1 MacGuyver Road, Auckland

Contract Payment Voucher

Current Contract Pr

GSTN

Date of Work Completed to:

m] Date of Senvice: *

CF -8

Invoice Mumber: 002 Invoice Date:
IDue Date: *
Total of Prev Certificates: 1,000.00 Total for this Certificate:

Previous Retentions: 0.00 Less Ret
Liquidated Damages
Total liquidated damages this Cert: 0.00

-, Contract WBS

Total of previous certs + this cert:

2,000.00

0.00

Contract ltem 1D Description Project WBSE Contract ltem Value
. 43350001 Initial work 50046008

43000002 Park development 60004456

43000004 River work 60004454

~ Liquidated Damages

Contract ltem Id Description WBS Element Contract ltem Value
. 43000001 Initial work 50046008 15,460.00

43000002 Park development 60004456 60.000.00

~  Payment Certificate

Variation Value Payment Amount
0.00 1.000.00
0.00 0.00
0.00 0.00

Days This Claim Lig. Damages /Day GST NA: Rate 1

1] v

Payment Certificate

Certified this Claim: 1,000.00
Less Retentions: 0.00
Subtotal: 1,000.00
Plus GST: 150.00
Gross Payable: 1,150.00
Less Liguidated Damages: 0.00
Payable to Contractor: 1,150.00
Charged this Claim: 1,150.00

Waka Kotahi NZ TRANSPORT AGENCY - If printed, this may not be the latest version.
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Screen: Contract Payments (Detailed Information)

Contract Payments

. Contract Mo. 123456 Testla Roadster Improvements Physi... Intersection Auckland

~  Detailed Information

File Download

Do you want to open or save this file?

[ For | Name: TESTING VENDORS-D02.pdf
N Type: Adobe Acrobat Document
From: sapecc-gas.wan.net.nz

date Transaction

Create CPV || Release Retention Reverse Transaction Delete Transaction || Change History

TT... Claim ... Retentions Held Retentions Rele... Subtotal

Paymt Mo

See Page 7 of this guide for an example of a CPV printout

Waka Kotahi NZ TRANSPORT AGENCY - If printed, this may not be the latest version.

CPV 1,000.00 0.00 0.00 1,000.00

| Open || Save | | Cancel

|| |

1

GST Lig. Da... Payable

150.00 0.00 1,150.00

Charged

1,150.00
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c. Example of a CPV PDF

QE NZ TRANSPORT AGENCY
WAKA KOTAHI

Contract Payment Voucher and Tax Invoice

BiffCo Ltd
PO Box 90210
Christchurch

Example Only
NOT For Use

Certificate of Work Completed
Payment No: 002

Date of Claim Work Completed To: 31/01/2020

= Total Value of Claim: $2,000.00
Less Total Previous Claims: $1,000.00

Total Certified this Claim: $1,000.00

Global Bond or Retentions Held

Liquidated Damages - GST Not Applicable

NZTA
Private Bag 106602
Auckland 1143

GST No:

89-364-086 Ph. 099699800
Our NZBN: 9429041910085 Fax.
Original Contract Price: $410,400.00
Current Contract Price: $410,400.00
Variations: $0.00
Contract Number: 12345678
Contract Title: Route 66 Chuggington
Current Completion Date: d/mm/yyyy

Project Manager

NZTA Manager:
Consultancy Co.

Professional Services Supplier:

88276408

Supplier GST Number:

Invoice No:
43350/002/28051

Vendor No:
28051

Created / Checked
Consultant:.  Sam
Date: 24/02/2020

Certification
| certify that to the best of my
and correct in every particul
been complied with.

Consultant  Sam
Date: 24/02/2020

Payment Certificate

Date of Service
31/01/2020

Payment Due Date
20/02/2020

Certified this Claim: $1,000.00

Less Retentions: $0.00

: Sub-Total: $1,000.00

E*amp’e Orﬂy Plus GST: $150.00

- Payable: $1,150.00

NO i FD!‘ U.—Sﬂ Less Liquidated Damages: $0.00

Payable to Contractor: $1,150.00

Charged this Claim: $1,150.00

Description Ref GST Excl Description Ref GST Excl

Initial Response 43350001 $1,000.00 Park development 43350002 $x
River work 43350003 $x
er Contract ltem 43 0x $x
November 2013 7

B 03 2020 11-12-00  BUYer Created Tax Invoice - IRD Approved NewZealand Government

Waka Kotahi NZ TRANSPORT AGENCY - If printed, this may not be the latest version.
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d. Certify Contract Payment Voucher

0 Certifying a CPV is done by an Engineer to the Contract, or Engineer’s Representative

Screen: Contract Payments

Contract Payments

|

. Contract No. 123456  Testla Roadster Improvements Physi... Intersection Auckland SUZIEF 28051 CMAC

~  Detailed Information

| Print Draft/Copy |IUpdate Transaction

Create CPV || Release Retention || Reverse Transaction || Delete Transaction || Change History @

Retentions Held Retentions Rele... Subtotal GST Lig. Da.. Payable Charged

Paymt Mo Rev. ...

31.01.2020 CPY 1,000.00 0.00 0.00 1,000.00 150.00 0.00 1,150.00 115000

Waka Kotahi NZ TRANSPORT AGENCY - If printed, this may not be the latest version. Page 8 of 18
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Screen: Contract Payment Voucher

Contract Payment Voucher
ESave

Create POF CPV

| ¥ Cancel |  Edit

Summa

harged this Glaim:
CPV Created by

Created By: Sam Fung on 24.02.2020 11:05:28

Certificatio
+
Certified By: You on 24 .02 2020 16:15:59

ertify that to the best of my knowledge the foregoing account is true and correct in every particular and MZTA instructions have been complied with

File Download >

Do you want to open or save this file?

[ FIF | Name: TESTING VENDORS-002.pdf

i Type: Adobe Acrobat Document
From: sapecc-gas.wan.net.nz
| Open | Save Cancel -|

®11. Email the CPV with all supporting documents as one PDF to apinvoices@nzta.govt.nz for AIP payment. CC the Waka Kotahi Contract
Manager or Project Manager.

See Page 7 of this guide for an example of a CPV printout

For reference: @ Automated Invoice Processing (AIP) User Guide

Waka Kotahi NZ TRANSPORT AGENCY - If printed, this may not be the latest version. Page 9 of 18
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a. Complete Retention Rel

ease Details

Screen: Contract Payments (Contract Selection)

Contract Payments

~  Contract Selecti to section 1), and select

it by clicking on its

Find your contract (refer 0

SAP PPM User Guide - How to Create Contract Payment Vouchers (CPV) and Release Retentions

lefthand column J

Contract Title Description Description Dffice Contract Manager  Physical Works Supplier Contract Status

Putaruru SEDS Improvements Physical Warks Cons... Stock Effluent Disposal Facility Hamiltan QSCAR 20957 CMAC
1234567890 Route 66 Chuggington Tunnel Improvements Physical Works Cons_.. Realignment Tauranga KERMITF 21383 CMAC
TMNZE1931 SH7 Seal Widening, Ran Improvements Physical Works Cons... Carriageway Widening Christchurch PIGGY 21296 CNPC
NZTAE2202 SH 9 Seal Widening-S Improvements Physical Works Cons... Carriageway Widening Christchurch BERTERNIE 24099 CMNPC

Click Release
~ Detailed Information Retention
Print Draft/Copy || Update Transaction || Create CPV | Release Reention Change History

Paymt No Rewv. Trx Final Print Date Work Compto TrxType Claim Total Retentions Held Retentions Released Subtotal Lig. Damages .. | Payable Charged
050 v 30.11.2014 CPV 572149838 0.00 0.00 5,721,498.38 858,224 76 0.00 6,579,723.14 6,579,723.14
051 v 31122014 CPV 5933 406.07 0.00 0.00 5,933,406.07 890,010.91 0.00 6,823416.98 6,823 416.98
052 ad 31.01.2015 CPV 7,397,677.19 0.00 0.00 7,397, 677.19 1,109,651.58 0.00 8507 32857 8507 32877
053 v 28.02.2015 CPV 7,753,522 0.00 0.00 7,753,522.51 1,163,028.38 0.00 8,916,550.89 8,916,550.89
054 v 31.03.2015 CPV 807875713 0.00 0.00 8,078,757.13 1,211,813.57 0.00 9,290,570.70 9,290,570.70
055 v 30.04.2015 CPV 8,870,088.86 0.00 0.00 8,870,088.86 1,330,513.33 0.00 10,200602.19 10,200,602.19
056 v 31.05.2015 CPV 6,184,895.06 0.00 0.00 6,184,895.06 92773426 0.00 7,112,629.22 7,112,629.32
057 v 01.07.2015 CPV 1,546,457 .49 0.00 0.00 1,546,457 .49 231,968.62 0.00 1,778,426.11 177842611
057R v v 01.07.2015 CPVR 1,546,457 49- 0.00 0.00 1,546 457 49- 231,968.62- 0.00  1,778426.11- 1,778,426.11-
059 v 30.06.2015 CPV 1,546,457 .49 0.00 0.00 1,546,457 .49 231,968.62 0.00 1,778,426.11 1,778426.11

Waka Kotahi NZ TRANSPORT AGENCY - If printed, this

may not be the latest version.
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Screen: Release Retentions

Release Retentions

| E] Save

Contra

|| ¥ cancel |,/ Edit Create PDF Retention || Back

Contra M CA3TEE Chuggington Tunnel

Office] Auckland

Contract Manager: KERMIT

Engineer to the Contract: BOB

Current Contract Price: 1,052 797.39

Physical Works Supplier; 21028 BiffCo Constructicon Ltd GST Mumber. 68391334

Release Retention

Invaice Mumber: 013 Invaice Date: Date of Work Completed to: *
Retention Amount Held: 40,307 .23 [Due Date: * | 20th of following mth Date of Service: *

Payment Amount: 40307.23 I

Balance of Retentions: 0.00

GST: 0.00

Amount Payable: 0.00

Motes:

Release Retention Created by

Created By: You on 27.02.2020 13:53:04

Waka Kotahi NZ TRANSPORT AGENCY - If printed, this may not be the latest version. Page 11 of 18



Screen: Contract Payments (Detailed Information)

~  Detailed Information

SAP PPM User Guide - How to Create Contract Payment Vouchers (CPV) and Release Retentions

Print Draft'Copy R
L

Pay

al Print Date Work Com...
0os vd 20.07.2013

006 20.08.2013
oo7 20.09.2013
30.11.2013
3122013

14.04.2014

SIS SIS IS

20.06.2014

30.08.2013

Trx Type
CPV
CPV
CPV
RET
CPV
CPV
CPV

pdate Transaction | Create CPV || Release Retention | Reverse Transaction

Claim Total
111,340,958
107,426.55
202,880.69

0.00
110,627.13
12430273
34789171

0.00

Retentions Held

5,567.05
5371.33
974342

0.00
1,935.97
2175.30
6,088.10

0.00

Waka Kotahi NZ TRANSPORT AGENCY - If printed, this may not be the latest version.

Delete Transaction

Retentions Released

30,107.86
0.00
0.00
0.00

40,307.23

Subtotal

105,773.9
102,055.22
193,137.27

0.00
108,691.16
122,127.43
341,803.61

0.00

File Download X p—_—
De you want to open or save this file? B
| FOF | Name: TESTING VENDORS-002.pdf Charged

> Type: Adobe Acrobat Document 127,207.07
From: sapecc-gas.wan.net.nz
12273483
(ol oo | oo |
L 23185128
451618 0.00 34.624.04 0.00

16,303.67 0.00 12499483  126,930.80
18,319.11 0.00 140 44654 142 621.84
51,270.54 0.00 39307415 39916225
6,046.08 0.00 46 353 .31 0.00
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b. Certify Retention Release

O Certifying a Retention Release is done by an Engineer to the Contract, or Engineer’s Representative

Screen: Contract Payments
Contract Payments
ch’nd your contract (refer

v Contract Selecti o section 1), and select it
by clicking on its IeﬂhandJ

column
Contract Title Description Description Office Contract Manager Physical Works Supplier Contract Status
Putaruru SEDS Improvements Physical Works Cons_.. Stock Efluent Disposal Facility Hamilton OSCAR 20957 CNAC
1234567890 Route 66 Chuggington Tunnel Improvements Physical Works Cons__. Realignment Tauranga KERMITF 21383 CNAC
THZE1931 SHT Seal Widening, Ran Improvements Physical Works Cons_.. Carriageway Widening Christchurch PIGGY 21296 CNPC

MNZTABZ2202 SH 9 Seal Widening - S Improvements Physical Works Cons_.. Carriageway Widening Christchurch BERTERMIE 24099 CNPC

Click Update
Transaction

~  Detailed Information 3

Print Draft'Copy | | Update Transactio Create CPV || Release Retention Change History

Paymt Mo Rev. Trx Final Print Diate Work Com... Trx Type Claim Total Retentions Held Retentions Released Subtotal GST Lig. Dam...  Payable Charged
oo5 ad 20.07.2013 CPV 111,340.98 5,567.05 0.00 105,773.93 15,866.09 0.00 121,64002  127207.07
oo6 ad 20.08.2013 CPV 107, 426.55 5371.33 0.00 102,085.22 15,308.28 0.00 117,363.50 122734.83
o7 N 20.09.2013 CPV 202 880.69 974342 0.00 19313727 2897059 0.00 22210786 23185128
oos N 30.11.2013 RET 0.00 0.00 30,107.86 0.00 451618 0.00 34,624.04 0.00
] Select the RET |/ 31122013 CPV 110,627 .13 1,83597 0.00 108,691.16 16,303.67 0.00 12499483 12693080

{Retention) by

clicking on N 14.04 2014 CPV 124 30273 2175.30 0.00 12212743 18,319.11 0.00 14044654 142 621.84
lefthand column } , 20.06.2014 CPV 347 891 71 6,088.10 0.00 34180361 5127054 0.00 39307415 39916225
30082013 0.00 0.00 40 307.23 0.00 6,046.08 0.00 46, 353.31 0.00

Waka Kotahi NZ TRANSPORT AGENCY - If printed, this may not be the latest version. Page 13 of 18
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Screen: Release Retentions

Release Retentions

H save ¥ cancel

| " Edit

Create PDF Retelnﬁon “ Back-

Release Retention Created by
File Download =
Created By:

- ) Do you want to open or save this file?
Certifica

[ FOF | Name: TESTING VENDORS-002. pdf
Type: Adobe Acrobat Document

From: sapecc-qas.wan.net.nz

o [ ] Coeel

| certify that to the best of my knowledge the faregoing accou
and MLTA instructions have been complied with

e and carrect in every particular

®11. Email the Retention Release document with all supporting documents as one PDF to apinvoices@nzta.govt.nz for AIP payment. CC the
Waka Kotahi Contract Manager or Project Manager.

For reference: @ Automated Invoice Processing (AIP) User Guide
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4. REVERSE A CPV

If an incorrect or erroneous CPV was certified with a ‘Final PDF’ produced, you’'ll need to reverse the full amount of the CPV. You can’t create partial
reversals. Only the last CPV (or Retention Release) can be reversed.

Screen: Contract Payments
Contract Payments

¥ ContractTitle Description Description Office

CA3786 Kermit's Boulevarde Improvements Design ... Realignment Tunnel, Bridge, Carriageway Auckland

action ‘Delete Transaction ][ Change HtsloryJ

PaymtNo Rev. Tr== | Final Print  Date WorkCom...  TrxType Claim Total Retentions Held Retentions Released Subtotal

v 20.03.2013 191,333.27 19,133.33 0.00 172,199.94
006 v 20.08.2013 cPv 107,426.55 5371.33 0.00 102,055.22 Confirm Reversal IR
007 v 20.09.2013 CPV 202,880.69 9743.42 0.00 193,137.27 Continuing will create a
reversing transaction for
008 v 30.11.2013 RET 0.00 0.00 30,107.86 0.00 e saleclad réaord.
v Select Yes to continue or
009 311 110,627.13 1,935.97 0.00 108,691.16 N 1o reikicn Wi pievions
010 v 14, 124,302.73 2,175.30 0.00 122,127.4 screen.
Confirm Reversal
011 v 6,000.00 105.00 0.00 5,895.00 J
| No
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Screen: Reverse CPV

Reverse CPV
(=] Savepuid ' Back
t Summary
Contract Number: PW 58213 Lumsden Region Pavement Rehabilitations 201213
Office; Dunedin
Contract Manager: PETERRO
Engineer to the Contract: PETERRO
Original Contract Price: §99,900.00 Variation Increase/Decrease: 0.00 Current Contract Price: 899,900.00
Physical Works Supplier; 23059 The Roading Company Address: 42 Dalry Street/ Wallacetown GST Number: 85765094
Contract Payment Voucher
Invoice Mumber; 025R Invoice Date: 04.07.2014 Date of Work Completed to: 04.07.2014
Due Date: 04.07.2014  Date of Senvice: 04.07.2014
Total of Prev Certificates: 1,333,494 69 Total for this Certificate: 5.000.00- Total of previous certs + this cert: 1,328,494 69
Previous Retentions: 65,827.80 Less Retentions: 87.50- Total Amount Retained: 65,740.30
Liquidated Damages
Total liquidated damages this Cert: 0.00
*  Contract WBS
» Liquidated Damages
~ Payment Certificate t |
y Confirm Reversal P X =
Payment Certificate
) ) - Areversal transaction has
Ceriified this Claim: 5,000.00- been created as displayed.
Less Retentions: 87.50- Please review the
Plus GST: 736.88- for the selected record.
Gross Payable: 5,549.38- Select Yes to Confirm and
Less Liquidated Damages: 0.00 Certify - This cannot be
Payable to Contractor 5,649.38- undone.
Charged this Claim: 5,736.88- Select No to return fo the
previous screen
CPV Created by
Created By Bruce Patchett on 04.07.2014 13:21:06 p No

Certification

Continue to the next page
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Screen: Contract Payments
Contract Payments

v~ Contract Selection

Contract Number ¥ Contract Title Description Description Office
CA3786 Macpherson Offramp Improvements Design ... Realignment Tunnel, Bridge, Carriageway Auckland

Print DraftCopy Update Transaction ] Create CF;V] Release Retention i_Revetse Transaction | M[i)elete i’ransadl;] [_Change History i

PaymtNo Rev. Tr=— | Final Print  Date WorkCom...  TrxType Claim Total Retentions Held Retentions Released Subtotal
-I L _

v 20.03.2013 191,333.27 19,133.33 0.00 172,199.94

006 v 20.08.2013 CPV 107,426.55 5371.33 0.00 102,055.22

007 v 20.09.2013 CPV 202,880.69 974342 0.00 193,137.27

008 v 30.11.2013 RET 0.00 0.00 30,107.86 0.00

009 v 31.12.2013 CPV 110,627.13 1,935.97 0.00 108,691.16

01 v 14.04.2014 CPV 124,302.73 2,175.30 0.00 122,127.43

011 v 30.04.2014 CPV 6,000.00 105.00 0.00 5,895.00

011R 30.04.2014 CPVR -6.000.00 -105.00 0.00 -5,895.00

Screen: Contract Payment Voucher Details
Contract Payment Voucher

[ESEW& | ¥ cancel |  Edit

v tract Summary

File Download *

Do you want to open or save this file?

B;L MName: TESTING VENDORS-002.pdf

Rl Type: Adobe Acrobat Document

From: sapecc-gas.wan.net.nz
Open | Save || Cancel -|

Continue to the next page to complete Step @16
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Have you already emailed the incorrect/erroneous original CPV to apinvoices@nzta.govt.nz (AlP)?

NO - the incorrect or erroneous CPV was never emailed to AIP.

[0 Email your Waka Kotahi Contract Manager or Project Manager to inform them of this reversal.

YES - the incorrect or erroneous CPV has been emailed to AIP.

0 Email apinvoices@nzta.govt.nz (AIP) your CPV Reversal PDF file.

OO0 Email your Waka Kotahi Contract Manager or Project Manager to inform them of this reversal.

O Email finance@nzta.govt.nz (Financial Processing Team) about this issue if it is complicated. They will advise you of other requirements you may
need to complete.
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