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PREPAREDNESS AND RESPONSE

{@ Introduction to Invoices ASPR

1. What is an invoice?

— An invoice represents the work attributed to a specific
time period or task, as applicable to the terms of the
contract, and the costs that are associated with that work.

2. When do | send an invoice?

— Some contracts bill monthly for ongoing work, ranging
from janitorial services to complex R&D. Other contracts
may require certain Tasks/ Milestones to be
completed/reached prior to invoice generation. Those
time periods or tasks should be clearly outlined in the
contract document.
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{@ What to include in an Invoice ASPR

* Detailed in contract document.
* Must be supported. If charge isn’t supported, it won’t be allowable.

* Likely to contain both the Current and Cumulative totals for the
following:

— Direct Costs

— Indirect Costs

— Travel

— Profit or Fee

— Sub-Contractor costs (include copy of Sub-Contractor invoice)
— Other Direct Costs (ODC)

— Cost of Money
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{é Tips for Invoices ASPR

PREPAREDNESS AND RESPONSE

1.Be Clear!

— Make sure it's understandable by anyone who needs to view it. New
CO’s and CS’s may be assigned to the contract or the file may need to
be reviewed/audited for accuracy; a clear and concise invoice is key
and can also help expedite the process.

2.Be Detailed!

— You may have a very complicated contract with many sub —categories
on your invoice. A good practice is to have a high level breakout on the
front page and provide more detailed breakouts in the supporting
documents. Not supported = not paid.

3.Be Flexible!

— You may have one way to do things and we may have another.
Remaining flexible to changes/revisions in invoice style or presentation
is a valuable asset to any CO or CS.
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{@ The Invoice Process ASPR

e Step 1 — Contractor provides goods and/or Services.

e Step 2 — In accordance with the contract document, the
contractor creates and issues an invoice for said goods
and/or service.

* Step 3 — Government receives invoice.

* Step 4 — Government (CO, CS and COR) review invoice
for accuracy and acceptability.

* Step 4a — In the event the invoice is not accepted, it will
be suspended and returned for correction.

e Step 5 — The Government approves the invoice and sends
it off to payment office.

* Step 6 — Invoice gets paid.
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The Internal AMCG Invoice Review
: {@ Process ASPR

PREPAREDNESS AND RESPONSE

Per AMCG Invoice Standard Operating Procedure

* Copies of invoice go to CS and COR — both review invoice
for accuracy and COR signs “Invoice Receiving” Form.

* Invoice and Form with COR signature then “Received” in
our funds certification system; the receiving form is signed
by the receiving official.

* Invoice and Form with COR signature and Receiving
certification and signature goes to CO for final review and
signature.

* Invoice and Form with all final signatures is send to
Payment Office for payment.
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The assignment of claims under the Assignment of Claims Act of 1940, as amended, 31 LS C 3727 41 LS 2 15, is prohibited for this contract .

[(End of clause)

52.232-25 Prompt Payment.
A= prescribed in =], insert the following clause:

PROMPT PAYRMENT (2D CT 2008]

Motweithstanding any other payment clause in this contract, the Government will make invoice payments under the terms and conditions specified in this clause. The Government considers payment as
being made on the day a check is dated or the date of an electronic funds transter (EFT). Defintions of perinent terms are set forth in sections , S=2.001, and 32902 of the Federal Acquisition
Fegulation. Al days referred to in this clause are calendar days, unless otherwise specified. (Howewver, see paragraph (a)(4) of this clause concerning payments due on Ssturdays, Sundays, and legal
hioliday=.)

(=) Inwoice payments—

(171 Due date.
(i1 Except as indicated in paragraphs (a)(2) and (c) of this clause, the due date for making invoice payments by the designated payment office is the later of the following twwo events:

(4] The 30th day after the designated killing office receives a proper invoice from the Contractor (except as provided in paragraph (20012000 of this clause).

(B} The 30th davy after Government acceptance of supplies delivered or services performed. For a final invoice, when the payment amount is subject to cortract settlement actions, acceptance is
deemed to occur on the effective dete of the contract settlement.

(i If the designated billing office fails to annotate the invoice with the actual date of receipt at the time of receipt, the invoice payment due date is the 30th day after the date of the Contractor's
inwvoice, provided the designated biling office receives a proper invoice and there is no disagreement over quantity |, quality, or Cortractor compliance with contract requirements.
(21 Certain food products and other payments.
(i) Due dates on Contractor invoices for meat, meat food products, or fish; perishable agricutural commodities; and dairy products | edible fats or oils, and food products prepared from edible fats or
oilz are—

(&) For meat or meat food products | as defined in section 2(a)(3) of the Packers and Stockyard &ct of 1921 (7 LLS.C. 152037, and as further defined in Pub. L. 95-181 | including any edible fresh
ar frozen poultry meat, any perishakble poultry meat food product, fresh eggs, and any perishakle egg product, as close as possible to, but not Ister than, the Tth day after product delivery.

(B} For fresh or frozen fizh, as defined in section 204(3) of the Fish and Seafood Promotion &ct of 1956 (16 LSO 40035057, as close as possible to, but not later than, the 7th day after product
delivery.

[C) For perishakble agricuttural commodities, as defined in section 104) of the Perizhable Agricuttural Commodities Act of 1930 (7 LLS O 4993047, as close as possible to, but not Iater than, the
10th day after product delivery, unless another date is specified in the contract.

[0 For dairy products, as defined in section 111 (e) of the Dairy Production Stakilization &Act of 19583 (7 ULS.C. 45020727, edible fats or gils, and food products prepared from edible fats or oils, as
close as possible to, but not later than, the 1 0th day after the date on which a proper invoice has been received. Liguid milk, cheese, cedain processed cheese products | butter, vogurt | ice cream,
mayonnaise, salad dressings, and other similar products, fall within this classification. Mothing in the Act limits this classification to refrigerated products . YWhen guestions arise regarding the proper
classification of & specific product, prevailing industry practices will be followed in specifying & contract payment due date. The burden of proof that & classification of a specific product is, in fact, prevailing
industry practice is upon the Contractor making the representation.

(i If the comtract does not reguire submission of an invoice for payment (g, periodic lease payments), the due date will be a3 specified inthe contract.

3] Conptractor's invoice. The Contractor shall prepare and submit invoices to the designated biling office specified in the contract. A proper invoice must include the tems listed in paragraphs (2003200

through (23200 of this clause. If the invoice does not comply with these reguirements, the designated billing office will return it within ¥ days after receipt (3 days for meat, meat food products, ar fish;
5 days for perishable agricutural commodities | dairy products, edible fats or oils, and food products prepared from edible fats or oils), with the reasons why it is not a proper invoice. The Government will
take into accourt untimely notification when computing any interest penatty owed the Contractor.

(i) Mame and address of the Contractor.

(il Invoice date and inwoice number. (The Contractor should date invoices as close as possible to the date of the mailing or transmission.)

(i) Contract number or ather authorization for supplies delivered or services performed (including order number and contract line tem number).

(iv) Description, gquantity, unit of measure, unit price, and extended price of supplies delivered or services performed.

(%) Shipping and payment terms (s, shipment number and date of shipment, discourt for prompt payment terms). Bill of lading number and swweight of shipment svill be showwn for shipments on
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{@ Translation ASPR

* Ensures that Agencies pay invoices in a timely manner

* Allows for interest payments on late invoices, to be
calculated by the government.

* Establishes time frames to be followed by agency (in
Calendar days)
— Seven (7) Days to suspend for improper or incomplete
invoice
— Thirty (30) days after receipt of proper invoice (or as
otherwise spelled out in contract terms) to pay invoice.

* New rule for Small Businesses: Three (3) day turn-around
for invoice review
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ASSISTANT SECRETARY FOR
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Questions?
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