2
Page 2 of 4

ACQUISITION MANAGEMENT

HARPERS FERRY CENTER

ADMINISTRATIVE GUIDELINE NUMBER 18
PROCESSING INVOICES
DECEMBER 2009
I.
BACKGROUND
This guideline is being established due to an identified need to have uniform standards for the processing of invoices.  Contract documents include payments for contracts, purchase and task orders negotiated by Harpers Ferry Center, Office of Acquisition Management.

II.
PURPOSE
The purpose of this Administrative Guideline is to provide specific procedures for processing invoices at Harpers Ferry Center.
III.
POLICY

All invoices must be processed within five business days of receipt.  The Procurement Technician assigned to mail duty will time-stamp each invoice received on the bottom right hand side and record it in the invoice log in the mail area.  The invoice will be assigned to the appropriate Procurement Technician or Accounting Technician.  This can generally be found on the invoice.  If assignment is not apparent on the invoice, the owner can be found in Procurement Desktop (PD).  

Once assigned, the responsible party will process each invoice as follows:

A. Contracts, Task and Delivery Orders – Processed by Procurement Technicians
Procurement Technicians are delegated the authority to process contract and task order payments (excluding A&E and Construction) up to and including $25,000.  The Contracting Officer must sign payments over $25,000 and all A&E and Construction payments.

The Procurement Technician will:

1. Pull the contract file.
2. Verify the payment against the contract.  
3. Flag the payment schedule in the file for Contract Specialist or Contracting Officer.  
4. Search PD for receiver.  If found, skip Step 5.
5. Prepare receiver request via e-mail to the Contracting Officer’s Representative (COR) with a copy to administrative staff.  The administrative staff can be found on the original Purchase Request.  
Example:

I received an invoice for the following:

Contractor:
Color-Ad Signs and Exhibits

Contract No:
C1106080042

Order No:

T1940090349

Project:

Statue of Liberty Ellis Island, New York, NY

Payment:
Item D. Upon Completion and acceptance of all Schematic II Documents and Materials Required in 3C(2)(b) -3C(2)(d) $8,694
If all work is complete and acceptable, please prepare the receiver.

6. Once the receiver is prepared and received, the Procurement Technician will do the following:

a. Review the document to ensure accuracy.  Verify that the received date reflects the latter date between the acceptance and invoice received.  
b. Add the date that the invoice was received to the comments block.
c. Release the receiver in Procurement Desktop.
d. Stamp the invoice IDEAS/PD INVOICE. 

e. Add the receiver number to the invoice.
f. The person releasing the document in Procurement Desktop will sign and date the original invoice to match the received date.

g. Make a copy of the invoice for the file and put the original invoice in the Programs and Budget inbox.
h. Print a copy of the receiver for the contract file.  When printing, check both summary and detail. Final payments will be printed on green paper.
7. If the payment is a final payment, initiate close-out procedures. In the case of a task order, also enter the completed date on the task order log sheet found on the M Drive and initiate close-out procedures.

8. If the Contract Specialist/Contracting Officer is out for a week or less, an invoice approval should wait until they return.  If they are out for more than a week, they must make arrangements for the Acting Contracting Officer to sign.

B. Purchase Orders – Processed by Accounting Technician

The Accounting Technician, Office of Programs and Budget, will: 
1. Locate file in PD.

2. Locate Contracting Officer (COR).

3. Contact COR and administrative staff for receiver.

4. Review the document to ensure accuracy.  Verify that the received date reflects the latter date between the acceptance and invoice received.  
5. Add the date that the invoice was received to the comments block.
6. Release the receiver in Procurement Desktop.
7. Stamp the invoice IDEAS/PD INVOICE.
8. Add the receiver number to the invoice.
9. The person releasing the document in Procurement Desktop will sign and date the original invoice to match the received date.
10. Log into invoice log.

11. Federal Express to Account Operations (AOC).

12. AOC pays the invoice 30 days from the latter of the date stamp or the accepted date.

13. Route receiver back to the owner in PD.

The owner (normally the Purchasing Agent or Procurement Technician), Office of Acquisition Management, will print a copy of the receiver for the contract file.  When printing, check both summary and detail. Final payments will be printed on green paper.
If there is a problem with the processing of the invoice or the invoice is not accepted by the COR, the responsible office will prepare the standard return invoice letter.  The originator will keep a green copy of the letter and a copy of the invoice for the contract file.  For the Office of Acquisition Management, use of the current return invoice standard letter is required. This can be found on the M Drive under AM Standards.























































