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Sandia Delegated Representative (SDR) Tips for Reviewing and 

Approving Time and Material or Labor Hour (T&M/LH) Contract Invoices

(As of November 2007)
As a Sandia Delegated Representative (SDR), or the person assigned by the SDR to administer the T&M/LH contract, you play a very significant part in insuring that your contract is appropriately paid.  The following “tips” for reviewing invoices are aimed at giving you some insight into the practical aspects of overseeing costs on a contract.  

A “No” answer to the following questions indicates a payment issue:

1. Labor Costs (being billed):

a. Are the labor categories and rates in accordance with the contract?

b. Does the contractor-employee labor calculation (approved hours worked times the appropriate hourly labor rate) equal the amount on the invoice?  Are the number of hours charged reasonable?
c. Does the contractor’s employee charge only one labor category?

d. Is the contractor’s employee appropriately qualified to charge in a labor category?

e. Are overtime charges authorized in the contract?

2. Travel (Sandia employees are authorized to charge DOE actual travel expenditures; yet, Sandia contractors must charge travel using per diems unless specifically authorized in the contract.):

a. Is travel authorized in the contract and approved by the SCR or SDR?

b. Did the contractor get written DOE approval from the SCR prior to taking a foreign trip?

c. Does the contractor charge for lodging, meals, and miscellaneous expenses according to the contract and the Federal Travel Regulations?  

d. Are the airfare charges based on the most economical seating?

e. Are rental car charges for mid-size or smaller vehicles?

3. Materials and Equipment:

a. Are materials and equipment authorized by the contract?

b. Do the materials and equipment seem reasonable and necessary based on the contract scope of work?

c. On high-dollar material or capital equipment items, did the contractor follow the procedures outlined in the contract?  (Unless the contract states otherwise, capital equipment items are Sandia property and must be reported to Property Management.   When the contract is complete, the item(s) are returned to Sandia.)

d. Did the contractor charge the actual cost of the material or equipment items?  (Unless specifically authorized in the contract, mark-ups (profit) are unallowable.)
4. Subcontractors:

a. Are subcontractors allowable per the contract terms and conditions?

b. Did the contractor charge Sandia the actual costs as billed by the subcontractor?  (Mark-up/profit on subcontractors’ costs are unallowable)

c. When the subcontractor traveled, did the subcontractor adhere to the Federal Travel Regulation limits on lodging and per diems?

5.
Other Direct Costs (ODCs)
a. Are other direct costs (ODCs), such as computer charges, printing, shipping charges, etc., authorized by the contract?

b. Does the product or service charged seem reasonable and necessary to perform the contract scope of work?

c. Does the price seem reasonable?

If you have questions or need further clarification about T&M/LH payment issues, please contact the SCR listed in your contract or the Contract Audit Department at snlaudit@sandia.gov
Sandia is a multiprogram laboratory operated by Sandia Corporation, a Lockheed Martin Company, for the United States

Department of Energy’s National Nuclear Security Administration under contract DE-AC04-94AL85000.
