USMC Invoice and Payment


Summary

The Invoice and Payment Process begins when EDS forwards an invoice in eMarketplace to the RCOR and CTR and ends when the invoice has been paid by DFAS.  

Inputs

· Monthly invoices

Outputs

· Letter for payment

· DFAS payment

Diagram

· USMC Invoice and Payment Process Flow Chart
Steps / Description of Activity

1.  Sends monthly invoice to RCOR and CTR via eMarketplace.  EDS enters the monthly invoice into eMarketplace by region, seat location, seat type, and other related invoice information.

2.  Verifies service received, quantity and data are correct.  The CTR reviews the invoice in eMarketplace and verifies that the invoice accurately accounts for the service that was provided and that all data related to the invoice is correct.

3.  Correct?  If the invoice is correct, the CTR follows step 4.  If the invoice is incorrect, the CTR follows step 3a.

3a.  Recommend disapproval.  If the invoice is not correct, the CTR notes the appropriate inconsistency and recommends to the RCOR that the invoice be disapproved.

3b.  Rejects and returns to EDS for correction or resolution.  If the CTR has recommended disapproval, the RCOR verifies that the invoice is incorrect, rejects the invoice and returns the invoice to EDS for correction or resolution.

3c.  Resolves.  EDS reviews the rejected invoice and corrects, modifies, resubmits as appropriate.

4.  Recommends approval thru eMarketplace.  If the CTR verifies the invoice is correct, an appropriate recommendation is made in eMarketplace for the review and approval of the RCOR.

5.  Validates invoice and recommends approval thru eMarketplace.  The RCOR reviews the CTR recommendation for the invoice in eMarketplace, validates the invoice and recommends approval in eMarketplace. 

6.  Receives notification that invoice is correct.  EDS receives the notification from the RCOR that the invoice is correct in eMarketplace.

7.  Creates letter for payment and emails to RCOR.  EDS creates a letter for payment using the appropriate region seat type, seat location and invoice details and emails this document to the RCOR.  To avoid a late payment interest charge, this payment letter must be paid by DFAS within 30 calendar days of the date of this letter.  The date of this payment letter ‘starts the clock’ for the 30-day deadline.  

8.  Receives letter and certifies thru electronic signature.   The RCOR receives the letter from EDS and certifies it for payment.  This is accomplished by providing a ‘JPG’ cover letter that contains the appropriate COR signature.  This action should be accomplished within 7 calendar days of receipt of the email to ensure that the letter can be processed by DFAS and payment can be made to EDS within the 30-day deadline.

9.  Forwards approved letter via email to DFAS for payment.  The RCOR forwards the payment letter to DFAS for payment via email.

10.  Receives approved letter and makes payment.  DFAS receives the approved letter, makes payment to EDS and forwards a copy to the PM NMCI.

Business Rules

· One invoice for each task order per month

· Bill for actual services delivered, not to exceed quantity ordered

· Invoices will be totally accepted or totally rejected, no partial acceptances

· Acceptance of services & certification of invoices will occur in eMarketplace

· First tier small business subcontractors' invoice dollar allocation will be included in invoices for those subcontractors that work directly on specific task orders. eMarketplace will take the single invoice certified by the RCOR and allocate payments onto separate sub-invoices for each payee; these sub-invoices will be transmitted to DFAS via UDF for payment.

· eMarketplace will include an internal verification that the total of sub-invoices does not exceed the RCOR certified amount on the ‘master’ invoice approved by the CTR.

· CLINs on invoices must be grouped (listed) by ACRN/Line Of Accounting, then by ‘Location’.

Supporting Systems

· NOIS
· eMarketplace

Job Aids / Templates

· None

Related Activities

· None

Actors

· DFAS

· EDS

· RCOR

· CTR

Additional Information (References)

· The NMCI Contract.  

· eMarketplace User’s Guide

Metrics

· None

Owner / POC

Ms Crystal Harmon

Phone: 703-784-0827

Email: HarmonCL@mcsc.usmc.mil
Change Control
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	Version
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	4 March 2003
	Baseline
	Baseline established for the web tool.

	
	
	

	
	
	

	
	
	


