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I. PURPOSE:  The purpose of this key process is to document the standard invoice processing procedures adopted by the Acquisition and Contract Performance (ACP) office and Budget Services Division (BSD) of Federal Student Aid (FSA).  These procedures do not apply to contracts awarded and administered by the Chief Financial Officer (CFO), who normally handles simplified acquisitions under $100,000.00.
II. RESPONSIBILITIES:  As of April 1, 2002, BSD assumed responsibility for processing invoices received for payment for contracts awarded and administered by the Acquisition and Contract Performance (ACP) office.  Their responsibility includes review, approval and posting of receipts entered into the CPSS system by the Contracting Officer’s Representatives (CORs); and receipt and processing of invoices in the Oracle Financials (FMSS) system.



III. DISCUSSION:  Prior to implementation of the procedures contained within this document, several tasks had to be accomplished.  They are, as follows:
· Prior to April 1, 2002, all Contracting Officers should have mailed a letter to their Contractors notifying them that invoice processing will be conducted by BSD starting April 1, 2002.  This letter also provided the BSD point-of-contact as well as instructions for mailing invoices.
· Prior to April 1, 2002, all Contracting Officers should have notified their Contracting Officer’s Representatives (CORs) that receipts must be routed to Collette Cross in BSD for review and posting.



IV. PROCEDURES:    
· All Contractors performing services and providing goods under a contract awarded and administered by ACP shall forward one original and two copies of the official invoice to BSD for processing and payment.  
· The Budget Office date-stamps the invoice immediately upon receipt.  This is the official receipt date.  The official receipt date is neither the date that Fed-EX says it was delivered nor the date the mailroom signs for the package.
· The Budget Office provides the appropriate COR a copy of the date-stamped invoice for review.
· Prior to entering the receipt into the CPSS system, the COR should ensure that funds are available on the contract to pay the approved invoice amount.  The following recommendations are provided in an attempt to save time and interest penalties:
· COR should run an Award Financial History Report in Oracle Financials (FMSS) to review his/her contract to determine all line item balances.  

· If the COR anticipates that additional funding will be required on the contract within the next couple months, the COR should process a requisition and notify their Contracting Officer/Contracts Specialist for planning purposes.
· If the COR reviews the invoice and finds it:
· ACCEPTABLE, the COR enters the receipt into CPSS, provided all work is satisfactorily performed and sufficient funds are available on the contract for payment of the invoice.  Receipt Process “cheat sheets” have been provided and are an easy step-by-step reference document for creating and routing receipts.   
· UNACCEPTABLE, the COR should notify both BSD and the Contracting Officer/Contracts Specialist immediately to resolve the issue.  After the issue has been resolved, the COR enters the receipt into CPSS, if it is acceptable and enough funds are available on the contract for payment of the invoice.  Receipt Process “cheat sheets” have been provided and are an easy step-by-step reference document for creating and routing receipts.
· After the receipt has been entered, it should be routed to Collette Cross in CPSS.  Her three-digit identifier in CPSS is N54.  
· The COR must e-mail Collette Cross (and copy Evelyn Gaites) to provide notification that the receipt has been created and routed to BSD for review and posting.  The e-mail shall contain the following information:  Vendor name, Contract Number, Receipt Number and Invoice Number.  If there was an initial problem with the invoice that required notification to the Contracting Officer/Contracts Specialist, please copy them on the e-mail as well.
· The COR can retain the copy of the official invoice provide by BSD.  According to Department of Education standards, CORs have five (5) business days from receipt of the date-stamped invoice forwarded by BSD to input the corresponding receipt into CPSS and e-mail the Budget Office that the receipt is ready for posting.
· The Budget Office reviews and posts the receipt.
· The Budget Office enters the invoice in Oracle Financials (FMSS).
· The Budget Office approves the invoice for payment.
· The Budget Office maintains the original approved invoice with the official invoice file.  All invoices processed by the Contracting Officer/Contracts Specialist will be retained with their official files.
· Any payment inquiries, resulting from invoices submitted to BSD for payment, shall be directed to BSD.  The points-of-contact are Collette Cross at 202-377-3486 and Evelyn Gaites at 202-377-3462.
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