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Invoicing reminders for subcontractors from your Expert Invoice Review
Team

Subcontractors,

Members of the Expert Invoice Review (EIR) team have been reviewing invoices
since July 2022 for compliance with the subcontract Terms and Conditions (Ts&Cs)
for specific subcontract types. Also, as of April 2022, iSupplier prompts you to
provide the appropriate documentation based on the cost elements in the
subcontract for which you are invoicing.

Since the roll out of the invoice review process, the team has identified common
invoicing errors and ways to help you avoid rejected invoices. The top errors
identified are:

e Invoicing for work performed or materials & supplies purchased outside of
the Period of Performance (POP) dates.

e Reporting incorrect labor categories/rates/hours.

e Providing supporting documentation incorrectly.

e Submitting invoices incorrectly.

 Invoicing for items not included in the budget.

An example of each is listed below:

Invoicing for work performed or materials & supplies purchased outside of
the POP dates

-A POP start date of 10/13/2023 but invoice shows work completed on 10/12/2023
or earlier.

-A POP end date of 10/13/2023 but invoice shows purchasing materials & supplies
on 10/14/2023 or after.

-Ensure the work performed or materials & supplies purchased are within the POP
start and end dates.



-If invoicing on a Task Order (TO) placed against a Contract Purchase Agreement
(CPA), ensure the work performed or materials & supplies purchased are within the
individual TO's POP start and end dates not the CPA’'s POP start and end dates.

Reporting incorrect labor categories/rates/hours

-The supporting timesheets are missing or do not match the hours billed on
the invoice.

-Invoicing at a previous labor rate after a new rate change has taken effect.
-Invoicing for labor rates that differ from contracted labor rates without
prior NTESS approval.

Invoicing for labor categories that differ from contracted labor categories
without prior NTESS approval.

-Ensure allowable charges are recorded on readily auditable and
certified correct daily timesheets. Each timesheet shall bear the name of
the individual, labor category, and number of hours worked by specific
date.

-Read your subcontract to ensure invoices are submitted using the
correct labor rate/category.

-Contact your Sandia Subcontracting Professional if you have questions
regarding labor rates/categories on your subcontract.

Providing supporting documentation incorrectly

-Invoicing for labor and not attaching timesheets.

-Invoicing for materials/supplies or equipment and not attaching third party
receipts.

-Invoicing for travel and not attaching receipts for lodging, flights, car rental,
and expenses over $75.

-Attaching supporting documentation that belongs to a different PO
number/invoice.

-Ensure accurate timesheets are attached when submitting an invoice.
-Include receipts and supporting documentation when purchasing
equipment and materials. Verify in your subcontract Ts&Cs that it is an
allowable charge.

-Include a copy of the freight bill for charges of $100 or more. For
payment of freight charges to occur, freight charges invoiced separately
by a freight carrier must include the NTESS subcontract number.



-When invoicing for travel, ensure all supporting documentation is
attached, including itemized receipts for expenditures over $75.

-When invoicing for official international travel, include written approvals
obtained from the Sandia Delegated Representative (SDR) for NTESS,
Department of Energy (DOE) and Department of State (DOS) and/or
Department of Defense (DoD) Aircraft and Personnel Automated
Clearance System. This approval must be obtained PRIOR to travelling
internationally.

Submitting invoices incorrectly

-Not attaching an invoice to a submitted timesheet/other supporting
documentation.

-Referencing a different PO number than the one listed in iSupplier.
-Not including a PO number on the invoice.

-Including an invoice number on invoice different than the one listed in
iSupplier.

-Not including all allowable charges clauses listed in the PO/subcontract.

-Ensure the PO number and invoice number on the submitted invoice
match.

-Ensure an accurate invoice is attached with the supporting
documentation.

-Ensure subcontractor's name is exactly as it appears on the subcontract.
-Ensure the invoice contains a unique invoice number and correct date.
-Ensure the line-item number, description/part number and quantities, if
any, are listed exactly as they appear in the subcontract.

-List the quantity of items remaining to be shipped if the subcontract
allows for partial shipment.

-Include third party freight receipts for any applicable freight charges
(including freight forwarder charges paid by subcontractor), as allowed
by the Ts&Cs of the subcontract.

-Ensure clauses (Travel [foreign and/or domestic), Equipment, General &
Administrative (G&A), Other Direct Costs (ODCs) are included in the
PO/subcontract before invoicing these cost elements.

We look forward to continued partnership with our subcontractors. Please submit
questions to: invoicereview@sandia.gov.
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