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US DEPARTMENT OF EDUCATION'S 

BILLING INSTRUCTIONS

PROPER INVOICING REQUIREMENT—Cost Type Contracts

The Department of Education (ED) is required to reconcile Invoices/Vouchers against the applicable receipts/supporting documentation for all Cost-Type (Cost Reimbursement, T & M, etc) Contracts awarded. FAR 31.2 requires Contracting Officers review vouchers/invoices and ensure that billed costs are allowable, allocable and reasonable.   
All invoices/vouchers must be accompanied by all applicable receipts/supporting documentation for each reimbursable cost listed (i.e. - travel, ground transportation, FedEx, postage, consultant charges/payments - name of consultant, date work completed, and payment amount).  Additionally, all invoices/vouchers must contain detailed labor hours (labor hours per individual or per labor category) per task, exact travel location and number of days traveled for both the Prime and Subcontractor.  
FAR 31.201-2 (d) Determining Allowability—Contractors are responsible for accounting for costs appropriately and for maintaining records, including supporting documentation, adequate to demonstrate that costs claimed, are allocable to the contract, and comply with applicable cost principles in this subpart and agency supplements. The contracting officer may disallow all or part of a claimed cost that is inadequately supported.
31.205-46 Travel Cost—Travel Cost are comprised of cost for transportation, lodging, meals, and incidental expenses.  Cost incurred for lodging, meals, and incidental expenses shall be considered reasonable and allowable only to the extent that they do not exceed on a daily basis the maximum per diem rates in effect at the time of travel as set forth in the Federal Travel Regulations, prescribed by the General Services Administration (see hyperlink below), for travel in the contiguous United States and the Joint Travel Regulation, Volume 2, DoD Civilian Personnel, Appendix A, prescribed by the Department of Defense, for travel in Alaska, Hawaii, and outlying areas of the United States. 

http://www.gsa.gov/Portal/gsa/ep/contentView.do?contentId=17943&programPage=%2Fep%2Fprogram%2FgsaBasic.jsp&channelId=-15943&ooid=16365&pageTypeId=8203&P=MTT&programId=9704&contentType=GSA_BASIC
In special or unusual situations, actual costs in excess of the above-referenced maximum per diem rates are allowable provided that such amounts do not exceed the higher amounts authorized for Federal civilian employees.  For such higher amounts to be allowable, all of the following conditions must be met: 

· One of the conditions warranting approval of the actual expense method, as set forth in the regulations referenced in FAR 31.205-46, must exist. 

· A written justification for use of the higher amounts must be approved by an officer of the contractor’s organization or designee to ensure that the authority is properly administered and controlled to prevent abuse. 

· If it becomes necessary to exercise the authority to use the higher actual expense method repetitively or on a continuing basis in a particular area, the contractor must obtain advance approval from the contracting officer. 

· Documentation to support actual costs incurred shall be in accordance with the contractor’s established practices provided the contractor’s established practices require a receipt for each expenditure of $75.00 or more.  Approved justification must be retained. 

NOTE: If neither the city nor the county is listed on the GSA Per Diem Site, the location is considered a standard CONUS destination with a rate of $70.00 for lodging and $39.00 for meals and incidental expenses (M&IE).  Additionally, the M&IE for the first and last days of travel are only 75% of the M&IE for the actual meeting/conference days.  
Travel Costs shall be allowable only if the following information is documented:

· Date and place (city, town, or other similar designation) of the expenses; 

· Purpose of the trip; and 

· Name of person on trip and that person’s title or relationship to the contractor. 

NOTE:  Airfare/Trainfare costs in excess of the lowest customary standard, coach, or equivalent airfare offered during normal business hours are unallowable except when such accommodations require circuitous routing, require travel during unreasonable hours, excessively prolong travel, result in increased cost that would offset transportation savings, are not reasonably adequate for the physical or medical needs of the traveler, or are not reasonably available to meet mission requirements. However, in order for airfare costs in excess of the above standard airfare to be allowable, the applicable condition(s) set forth above must be documented and justified. 

Any Invoice/Voucher submitted without copies of all applicable receipts attached will be rejected or suspended without payment. Once rejected or suspended, an invoice may be re-submitted, but will be accepted only if accompanied by all required receipts/supporting documentation. 

32.905  Payment Documentation and Process-- Payment will be based on receipt of a proper invoice and satisfactory contract performance. 

Content of a proper invoices: 

· Name and address of the contractor. 

· Invoice date and invoice number. (Contractors should date invoices as close as possible to the date of mailing or transmission.) 

· Contract number (10 digits) or other authorization for supplies delivered or services performed (including order number and contract line item number). 

· Description, quantity, unit of measure, unit price, and extended price of supplies delivered or services performed. 

· Shipping and payment terms (e.g., shipment number and date of shipment, discount for prompt payment terms). Bill of lading number and weight of shipment will be shown for shipments on Government bills of lading. 

· Name and address of contractor official to whom payment is to be sent (must be the same as that in the contract or in a proper notice of assignment). 

· Name (where practicable), title, phone number, and mailing address of person to notify in the event of a defective invoice. 

· Taxpayer Identification Number (TIN). (Unless mutually agreed that this information is required in the contract only). 

· Electronic funds transfer (EFT) banking information. (Unless mutually agreed that this information is required in the contract only).

NOTE:   If the invoice does not comply with all of the requirements listed above, the invoice must be returned to the contractor within 7 calendar days after receipt with the reasons why it is not a proper invoice.  

Direct any questions concerning ED’s Proper Invoicing Requirement—Cost Type Contract to your Contract Specialist or your Contracting Officer.                              
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