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Related SOP: Invoice Processing Procedures for Contracts SOP 
August 12, 2005 (jlg)

TO:  _______________________________, NIAID Project Officer

FROM:  ____________________________, Contract Specialist, OA
SUBJECT:  * * DATED MATERIAL * * INVOICE ATTACHED * * 
Please review the attached invoice to ensure that the amount billed is commensurate with technical progress.  Sign the stamp on the invoice marked “Project Officer,” and return one copy of the invoice with this coversheet to OA within 5 calendar days of receipt.
	CONTRACT/INVOICE  DATA
	

	Contractor Name
	

	Project Officer
	

	Contract Specialist
	

	Type of Contract
	

	
	

	Invoice Number
	

	Invoice Amount
	

	Invoice period/dates covered under invoice
	


	TRACKING DATES
	
	

	Action
	Timeframe
	Date

	Date invoice received/stamped into OA 
	On receipt
	

	Date invoice hand delivered to PO 


	Deliver to PO within 1 day
	

	Date invoice DUE back in OA from PO       
6700 B Rockledge Drive, Room 3214

Bethesda, MD 20892, MSC 7612
	Within 5 calendar days of receipt 

in PO’s Branch or central delivery location.
	

	Date Invoice received from PO
	Within 5 calendar days of receipt by PO 
	

	Date Reminder Notice (if applicable) sent to PO
	Within 7 calendar days of being sent to PO
	

	Date Invoice entered into ADB
	Within 10 calendar days of receipt in OA
	

	Date Invoice approved in ADB
	Within 10 calendar days of receipt in OA
	

	Date Invoice entered into Spreadsheet
	Within 10 calendar days of receipt in OA
	


	Review Status
	Initial

	PO – I have reviewed the attached invoice, signed on stamp, and returned it to OA
	

	CS - I have reviewed the attached invoice and find that the invoice is appropriate for payment in the amount of $_________________.  This amount is fully supported by necessary documentation, does not contain errors, and the costs/prices are appropriate and correctly allocated.
	

	CO -  I have reviewed the attached invoice, approved the invoice for payment in the above stated amount, and ensured approval in ADB.  I have and signed the CO certification stamp.
	


