Summary

The invoicing process describes how ISF/EDS and its subcontractors will bill the government for the services they deliver, and how the government will review and approve the invoice, to ensure that the contractors are receiving the proper payments in a timely manner.  
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Steps / Description of Activity

(Note: USMC-specific invoicing processes are being finalized and are not included in this version)

1. 1st Tier Small Subcontractors submit invoices, by location (UIC), to ISF.

2. ISF validates subcontractor invoices

3. ISF calculates the invoice in eMarketplace against the original task order. 

4. CTR’s monitor delivery information via NOIS on a daily basis. Discrepancies are reported to ISF Site Manager prior to invoicing.

5. In eMarketplace, the CTR reviews the invoice and recommends approval or rejection to the COR.

6. The COR reviews the invoice, maintains a copy for reference, and certifies or rejects the invoice from eMarketplace. If the invoice is rejected, ISF recalculates the invoice properly.

7. If the invoice is certified, the eMarketplace system will allocate amounts from the invoice across the prime contractor (EDS) and the subcontractors. EDS loads the invoice into their Accounts Receivable, and assigns an invoice number.

8. Subcontractors update their invoice to EDS with the EDS invoice number and the allocated amount.

9. The EDS system then creates a user-defined file (UDF) listing sub-invoices for each payee. This UDF is transmitted to DFAS for payment.

10. DFAS receives the UDF of the sub-invoices. DFAS verifies the payees listed against the subcontractor list they received from ISF. If the invoice is successfully verified, it is loaded into STARS.

11. After ISF submits the UDF to DFAS, a report is generated for the COR that links the prior COR approval to all of the sub-invoices generated in the UDF. This batch file is emailed to the COR for signature.

12. The COR reviews the batch file and signs the invoice. A signed copy is then faxed to DFAS Charleston to release payment, and to ensure DFAS has a signature on file.

13. DFAS receives the signature fax, and verifies that all sub-invoices in the UDF are linked to a COR signature.

14. DFAS generates an electronic funds transfer (EFT) to each payee. 

15. Once the EFT is received by the subcontractor, they close their invoice.

16. Once the EFT is received by EDS, they close their invoice.

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 COR 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 COR 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

· eMarketplace

· NOIS

· STARS One Bill Pay

Job Aids / Templates

· None

Actors

· CTR

· COR

· ISF / EDS

· 1st Tier Small Subcontractors

· DFAS

Additional Information (References)

· The NMCI Contract. Sections XXX reference …

· eMarketplace user’s guide
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