
Menemsha:  Invoice / Change Order Procedure for Contractors / Vendors 

To our vendors / contractors:

ALL INVOICES AND CHANGE ORDERS must be submitted for payment, via Menemsha's ONLINE INVOICING tool. If your invoices 
and change orders are not uploaded timely this can delay payments and funding.  If you have any issues/concerns/questions, 
please contact the Project Manager you are currently working with. 

In order to submit your Invoices and Change Orders to Menemsha, please follow these steps:

1) All vendors/contractors must go to: www.menemshasolutions.com

2) Click the LOGIN icon (upper right).
This will take you to the ‘Vendor/Contractors’ Portal.
Select the link: Menemsha Online Invoicing and Change Order Request



Menemsha:  Invoice / Change Order Procedure for Contractors / Vendors 

INVOICE / CHANGE ORDER GUIDELINES

* - Your Company Name
* - Your Contact Name
* - Email Address (Contact)
* - Type of Document: (Invoice, Change Order,)
* - Date
* - Project Name / Description
* - Contract No/Project No.:
* - Invoice No. / Change Order No.
* - Invoice / Change Order  Amount $
* - Attachments:  each document needs to be an acceptable file format. 

Acceptable file format (PDF, XLS, TFFF, DOC)

Hard copies of invoices DO NOT NEED to be sent to Menemsha.  You will receive a response from the Online System 
identifying that your invoice(s) have been received at Menemsha. 

Follow these instructions when posting your invoice / change order:

Once the information has been entered you are now able to submit the 
invoice / change order.   

Select Submit

http://www.menemshasolutions.com/vendors-contractors



