
 

INSTRUCTIONS FOR FILLING OUT PCA MONTHLY REPORTS 

 

Fill in the CURRENT PROJECT section with 

active approved P.O.s.  If None, report NO 

ACTIVITY. 

Copies of purchase orders are 

supplemental to your contract and may 

be attached to the Monthly Report or 

sent to PCA separately. ALL POs / Invoices 

should reference contract number. 

Include DATE of check approval.  PCA 

understands that accounting may take 

several more days to process a request 

for payment.  Add COMPLETE if project 

or P.O. has been completed. 

Pending or possible future projects or purchase orders shall be listed here.  When approved and 

signed P.O. is received, move to the Current Project section.   

If purchase order is not received or project is cancelled, remove from list. There is no reason to 

continue to report. 

Use the notes section to convey 

any important or informational 

items. 

For purchase orders that have 

mobilization (project start-up) or 

progress payments, list these payments 

on separate lines and pay the PCA fee as 

instructed in the contract.  

Add any P.O. changes, additional work 

or items that qualify to be added to the 

P.O. on additional lines.  Send copy of 

P.O. extension to PCA. 

 

All Admin Fees shall be paid upon 

receipt of vendor payment. 

The Monthly Report Form is located: http://www.pcamerica.org/forms for download 

Send CHECKS to: PCA, PO Box 604, Hico, TX 76457 Rev 2/21 

 Attach copies of POs/Invoices of current projects & put check in mail 

to PCA PO Box Address below 

http://www.pcamerica.org/forms

