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Invoice Review Process2

• Details on what will be required as of July 8th 2022.

• You must have an invoice that is separate from the supporting documentation, the 
invoice should include:

• a)   The NTESS subcontract document number as it appears exactly in the subcontract;
• b)   The Subcontractor's name exactly as it appears in the subcontract; 
• c)   A unique invoice number and date; 
• d)   The line item number, description/part number and quantities, if any, exactly as they 

appear in the subcontract; (this would include the labor category and labor rate as it 
appears in the subcontract)

• e)   The quantity of items remaining to be shipped, if this subcontract allows for partial 
shipment; and

• f)    Any applicable freight charges (including freight forwarder charges paid by 
Subcontractor).
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Labor5

• Here is an example of a labor clause in a Time and Material or Labor Hour 
subcontract:



Labor - Required Supporting Documentation6

• Timesheets for hours invoiced, the timesheet should include:
• The name of the employee
• The hours worked by day
• Indication of Sandia work (i.e. the Sandia Purchase Order number)



Materials & Other Direct Costs7



Materials & Other Direct Costs8

For materials and other direct costs, the supporting documentation required is: invoices or 
itemized receipts which also shows quantity and price.



Materials Invoice Example9



Section II

The Subcontract Section II, also referred to as the boiler plate can be found here:

https://www.sandia.gov/working-with-sandia/current-suppliers/subcontract-
information/

First identify what type of subcontract you have, you can find the applicable section II 
on the first page of the section I of the subcontract, see here:

10

https://www.sandia.gov/working-with-sandia/current-suppliers/subcontract-information/


Equipment11
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Subcontractor Costs13

• Here is an a Labor clause that is applicable to the lower-tier subcontractor labor in a 
Time and Material or Labor Hour subcontract:



Subcontractor - Required Supporting Documentation14

• If Subcontractors are allowed to be billed at the labor rates, the support needed is 
the same as needed for labor:

• Timesheets for hours invoiced, the timesheet should include:
• The name of the employee
• The hours worked by day
• Indication of Sandia work (i.e. the Sandia Purchase Order number)



Subcontractor Costs15

• Here is an example of a subcontractor clause in a Time and Material or Labor Hour 
subcontract:



Subcontractor - Required Supporting Documentation16

• If Subcontractors are allowed and being invoiced at cost then the support needed is 
the same as needed for materials or ODC:

• For subcontractor services, you must provide invoices or itemized receipts which 
also shows quantity and price.



Travel17

• Here is are 2 examples of a Travel clauses in a Time and Material or Labor Hour 
subcontract:



Travel - Required Supporting Documentation18

• When Travel expenses are invoiced, as stated in the Travel clause, the invoice should 
clearly itemize the travel expenses as well as listing the destination and describing all 
costs associated with travel.  The supporting documentation required is:

• Written authorization from the SDR for the travel
• Invoice/receipt for the flight, ensure the destination, date of travel and class of seat is noted
• Hotel invoice/receipts
• Car rental receipts 
• Invoices for ground transportation
• Invoices for any expenses over $75



Questions?19

Email us at: invoicereview@sandia.gov
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