

ATTACHMENT C

BILLING INSTRUCTIONS

I.
INTRODUCTION

These instructions are provided for use by the Contractor in the preparation and submission of vouchers or invoices requesting reimbursement for work performed on negotiated cost-type contracts.  Reimbursement procedures related to negotiated cost-type contracts involve the preparation and submission by the Contractor of adequately prepared claims to the Government.  The submission of vouchers as suggested herein will reduce corre​spondence and other causes for delay to a minimum and will thus assure prompt payment to the Contractor.

II.
In requesting reimbursement, contractors will use the Government voucher Standard Form (SF) 1034, Public Voucher for Purchases and Services Other Than Personal, or an acceptable substitute which provides the same necessary information as found in paragraph III, below and other information described elsewhere in these instructions.

III.
Each SF-1034 voucher will be prepared in an original and two copies.  The voucher will include the following information:


(1)
Date voucher prepared and voucher number.


(2)
Contractor’s name, mailing address and phone number.


(3)
Contract number and date of contract.

(4)
Identify the period billing covers (i.e., month of April).

(5)
Show the dollar amount of this billing.  The amount claimed must agree with amount reflected in the detailed summary statement.

(6)
Place an X in the appropriate block for the type of payment for which reimbursement is requested.

IV.
Monthly provisional billing and monthly reports covering the same period of performance shall be transmitted simultaneously.


a.
The contractor shall submit an original to:




U.S. Department of Energy

Oak Ridge Financial Service Center

P.O. Box 5807

Oak Ridge, TN 37831



One copy of the invoice shall be submitted to Contract Specialist. 

b.
The certification of the Statement of Cost (or Consolidated Statement of Cost if Task/Work Orders are involved) attached to the original voucher must be signed by a responsible official of the contractor.

c. The certification of Statement of Cost (or Consolidated Statement of Cost) should include the name and telephone number of the Contractor’s contact for resolution of questions.

d. The voucher shall include a backup sheet in the format contained at the “Sample Detailed Backup” for each task order active during the billing period; and shall include a summary backup sheet that combines the data from the all of the task order detailed backup sheets.

SAMPLE DETAILED BACKUP

The ABC Company

Anywhere, USA, 01234

Contract No. DE-AC28-02RW12123

Obligated:
Date of last obligation:


$XXX, XXX



Amount of last obligation:


        X, XXX


Cumulative Total obligation:


$XXX, XXX
Period of Performance: January 1 – January 31, 20XX







This

Costs





Period



Cumulative

Direct Labor




_____________
_____________

Fringe Benefits @ __ %


_____________
_____________

Overhead @ __ %



_____________
_____________

Materials & Supplies, & Equipment

_____________
_____________

Travel





_____________
_____________

Subcontract(s)




_____________
_____________

Consultant(s)




_____________
_____________

Other Direct Costs



_____________
_____________

Total Direct Costs


 
_____________           _____________
G&A @ __%


Total Costs & G&A


_____________
_____________

Total Cost
 



_____________
_____________

CERTIFICATION:  I certify that this invoice is correct and in accordance with the terms of the contract and that the costs included herein have been incurred, represent the payments made by the contractor except as otherwise authorized in the payment clauses of the contract and properly reflect the work performed.

_________________________________________                _____________________

(Signature)
                                                           


(Title)

(Note:  Attach one copy of support documents for Direct Labor, and Travel to this billing).

                                  SAMPLE FORMAT FOR SUPPORT DOCUMENTS

The purpose of the support documentation is to allow the DOE technical representative to relate the progress achieved by the Contractor to the cost incurred and enhance his ability to manage the program.  The support document should be presented in enough detail to meet these objectives.

Travel

(1)
A copy of the detailed travel expense report without copies of receipts, tickets, etc.; or

(2)
A listing reflecting the name of the individual, destination, date of departure and return, purpose of trip, and total travel costs incurred.

Direct Labor

(1)
Listing by name and hours charged to this contract during the billed period; or

(2)
Listing by labor category, (i.e., senior manager, safety oversight specialist, regulatory compliance specialist, etc.) and hours charged to this contract during the current billing period.
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