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1. INTRODUCTION

This guide presents procedures pertaining to the preparation of contractor's invoices under (i) cost-reimbursement type contracts and subcontracts, (ii) the cost-reimbursement portions of fixed-price contracts, (iii) letter contracts which provide for reimbursement of costs, (iv) time and material contracts, and (V) labor hour contracts.  For purposes of identification, the term cost-reimbursement type contracts as used in this guide include all of the foregoing contractual arrangements.  Where the term voucher is used, it has the same meaning as invoice.

2.
SUBMISSION OF VOUCHERS/INVOICES FOR REIMBURSEMENT OF COSTS

The contractor is responsible for the preparation and submission of its invoices in accordance with the terms of its contract.  Invoices shall not be submitted more frequently than once each month unless other arrangements are made with the Contracting Officer.  It is essential that a clear cut-off is made at the end of each of the contractor's performance period, e.g., base period, option I, option II, etc. Accordingly, current invoiced costs shall not combine contract costs incurred and invoiced under (contractor's) different performance periods.

Costs invoiced subsequent to the expiration date of the contract should not be submitted until the contract has been modified to extend the period of performance.  Likewise, invoices for indirect costs must be in accordance with contract terms.

The contractor shall prepare its invoices for reimbursement of costs on the prescribed Government forms.  The invoice for reimbursement of costs shall be submitted to the Office indicated in the contract.

3.
PRESCRIBED GOVERNMENT FORMS

(a) Standard Form No. 1034, Public Voucher for Purchases and Services other than Personal (Figure 1), shall be used by contractors to show the amount of costs requested for reimbursement in accordance with the provisions and terms of cost-reimbursement type contracts.  The original public voucher (SF 1034) may be a reproduced copy, provided it conforms to the official Government form in all essentials, such as format, color and quantity of paper, and provided it is stamped "Original."


(b) Standard Form No. 1035, Public Voucher for Purchases and Services Other Than Personal-Continuation Sheet, (Figure 2), shall be used to furnish the necessary supporting detail or additional information required by the Contracting Officer.  The original continuation sheet (SF 1035) may be a reproduced copy provided it meets the same requirements for a reproduced SF 1034. Contractors may prepare SF 1035 by use of a suitable process, which will reproduce the form and the typed entries on the original.  SF 1035 should be assembled separately in original and copy sets, and submitted with the SF 1034.  In lieu of the use of SF 1035 the contractor may submit suitable self-designed forms which contain the required information.

(c) The contractor shall submit invoices in accordance with the following requirements, unless indicated otherwise in Section G of the contract:

SF 1034 (1) Original (Each) & 2 Copies

SF 1035 (1) Original (Each) & 2 Copies

4.
PREPARATION OF PUBLIC VOUCHERS

The information, which a contractor is required to submit in its public vouchers (SF 1034 and 1035), is set forth in the explanatory notes, which follow.  These notes are keyed to the entries on the illustrative public vouchers, Figures 1 and 2.

4.1
GUIDE FOR PREPARING SF 1034 (See Figure 1)

(a)
U.S. Department, Bureau, or establishment and location - ​insert the names and address of the Accounting Office unless the contract specially provides otherwise.

(b)
Date Voucher Prepared - insert the date on which the public voucher is prepared and submitted.

(c)
Contract Number and Date - insert the number and effective date of the contract under which reimbursement is requested.

(d)
Requisition Number and Date - leave blank.

(e)
Voucher Number - insert the appropriate serial number of the voucher.  The contractor shall use a separate series of consecutive numbers, beginning with No. 1, for each new contract period.  E.g., Base Period 1, etc., Option Period 1, I-1, etc.

(f)
Schedule No.: Paid by: Date Invoice Received: - leave blank.  Discount Terms: - should reflect negotiated terms.

(g)
Payee's Account Number - this space may be used by the contractor to record the account or job number assigned to the contract or may be left blank.

(h)
Payee's Name and Address - show the name of the contractor exactly as it appears in the contract and its correct address, except when an assignment has been made by the contractor, or the right to receive payment has been restricted, as in the case of an advance account.  When an assignment has been made, an example of the type of information to be shown; in this space is as follows:



The National Bank, Anywhere, USA



Assignee for JJD Corporation



Anywhere, USA

When the right to receive payment is restricted, the type of information to be shown in this space will be furnished by the Contracting Officer.

(i)
Shipped From: To: Weight Government B/L Number: - leave blank.

(j)
Number and Date of Order-leave blank.

(k)
Date of Delivery or Service-show the month, day and year, beginning and ending dates of incurrence of costs invoiced for reimbursement.

(1)
Articles and Services - insert the following:

"For detail, see SF 1035 amount invoiced transferred from Page -- of SF 1035."

(m)
Quantity:  Unit Price - leave blank.

(n)
Amount - insert the amount invoiced for the period indicated in (k) above.  This should be the amount transferred from SF 1035-Continuation sheet.

(0)
Type "COST REIMBURSABLE-PROVISIONAL PAYMENT" on the Interim public voucher.  Type "COST REIMBURSABLE-FINAL VOUCHER" on the Final public voucher.

(p)
Type the following certification, signed by an authorized official, on the face of the SF 1034:

"I certify that all payments requested are for appropriate purposes and in accordance with the agreements set forth in the contract."


__________________________

___________________________


(Name of Official)
Title

This completes the contractor's requirements for preparation of Standard Form 1034.

4.2
GUIDE FOR PREPARING SF 1035 (See Figure 2)

(a)
Insert the name and address of the Accounting Office.

(b)
Insert the voucher number as shown on the SF 1034.

(c)
Schedule No. - leave blank.

(d)
Insert the sheet number if more than one sheet is used in numerical sequence.  Use as many sets as necessary to show the information required.

(e)
Insert payee's name and address as in the SF 1034.

(f)
Insert the contract number as shown on the SF 1034.

(g)
Insert the latest:


Estimated Cost


Base Fee (If Applicable)


Total Contract Value


Amount of Fee Payable (If Applicable)

(h)
Insert:  "Summary of current costs and cumulative costs" (and base fee earned if applicable).

(i)
Insert the major cost elements: e.g., direct labor, overhead, travel, equipment, general and administrative expense, etc.

(j)
Insert the current costs invoiced by major cost elements. All adjustments included herein must be explained in detail.

(k)
Insert the cumulative costs invoiced to date by major cost elements.  For the current performance period; e.g., Base Period, Option Period I, etc.

(1)
Insert the total cost invoiced for the current and cumulative-to-date periods.

(m)
If the contract provides for a base-fee, insert the base-fee earned for the current and cumulative-to-date periods.  The base-fee earned shall be determined by applying the percentage ratio of base-fee to the total estimated cost of the contract. However, payment shall be limited to 85% of base-fee.  The withheld fee (15%) is payable upon submission of appropriate closing documents after final audit of the contract has been completed and all audit exceptions have been resolved.  Example follows:


Contract Estimated Cost
$100,000


Base Fee
3,000

Total CPBF
$103,000


Maximum Fee Payable
$  2,550


Base-Fee Payable:


Base-Fee Payable 
$  3,000 = 3%


Estimated Cost
$100,000

Therefore, Base-fee may be billed at 3% of actual costs incurred until the maximum fee of $2,550 has been paid.

(n)
Less fee withheld; if applicable.  Reimbursed fee cannot be more than 85% of base fee.

(0)
Insert current amount invoiced.  Transfer this amount to SF 1034.

(p)
If applicable, resubmissions of any previously invoiced amounts which were suspended should be shown below the current amount invoiced and footnoted to cite the number of the public voucher on which the deduction was made and the date and number of The related suspension notice.  Suspensions from which the contractor has successfully appealed shall be identified by referencing the Contracting Officer's letter of approval.

This completes the contractor's requirement for preparation of Standard Form 1035.

5.
CONTRACTOR' S REQUEST FOR THE REIMBURSEMENT OF PURCHASED MATERIAL AND SUBCONTRACTED ITEMS

Invoices for reimbursement of Purchased Material and Subcontracted items will be made on the basis of each disbursed by the contractor.  Where it is found that Purchased Material and Subcontracted Items costs are being billed to The Government before being paid in cash, by the contractor, such portion of The claim, together with its associated costs, will be disallowed until cash payment is made.

6.
COSTS REQUIRING PRIOR AUTHORIZATION AND APPROVAL

The contractor should be aware of the requirement for prior approval of certain contract costs (See Subcontracts clause under the General provisions).  Costs invoiced, which require prior approvals of the Contracting Officer, are subject to disallowance.

7.
WITHHOLDING AND RELEASE OF CONTRACT RESERVES

Contractual provisions covering fees, patents, royalties, etc., usually provide for the accumulation of a withholding reserve until certain contract requirements are met to the satisfaction of the Contracting Officer.  It is the contractor's responsibility to include an appropriate adjustment in his invoices for reimbursement to cover the required accumulation and release of contract withholding reserves.  The contractor should resolve with the Contracting Officer any questions regarding the amount of these reserves.

8.
CONTRACTOR'S COMPLETION INVOICE AND CUMULATIVE INVOICE AND RECONCILIATION

The contractor shall submit its Completion Invoice and Cumulative Invoice and Reconciliation in the number of copies shown in paragraph 3 to the Contracting Officer's Representative indicating the following has been accomplished:

(a)
Physical completion of all performance provisions of the contract and acceptance of the final report.

(b)
All costs applicable to the contract have been incurred. The contractor shall identify the Completion Invoice by typing "Completion Invoice" in the upper right corner of the SF-1034 beside the invoice number.  This will advise the Contracting Officer that the contract is ready for final audit.

9.
CONTRACTOR’S FINAL INVOICE AND CLOSING DOCUMENTS

The contractor shall submit its Final Invoice and the appropriate closing documents in the number of copies shown in paragraph 3 to the Contracting Officer’s Representative after the following has been accomplished:

(a)
Completion of the final audit through the Defense Contract Audit Agency or Office of the Inspector General.  A formal audit may be waived if determined to be in the best interest of the Government and the "expedited close-out" method is utilized.

(b)
All suspensions and/or audit exceptions have been resolved and there is mutual agreement between the contractor and the Contracting Officer on the final allowable costs and fees of the contract.

(c)
Acceptable final fixed overhead rates for all periods involved under the contract have been approved by the Contracting Officer, or his authorized representative, and have been incorporated into the contract.

The contractor shall submit an original and two copies of the "Final Invoice" to finalize the financial settlement of the contract.  The invoice shall be specifically identified as the "Final Invoice" and should include the remaining fee reserves and any adjustments to invoice costs necessitated by the final settlement of the contract price.  The following documents shall be submitted with the "final invoice":

(i)
Contractor's Release.

(ii)
Assignee's Release, if applicable.

(iii)
Contractor's Assignment of Refunds, Rebates, Credits and other amounts.

(iv)
Assignee's Assignment of Refunds, Rebates, Credits and other amounts, if applicable.

(V)
Contractor's Affidavit of Waiver of Lien, when required by the contract.

10.
MAINTENANCE OF INVOICE DATA

The contractor shall maintain adequate records to show by major cost element the amounts invoiced for reimbursement of each applicable contract.  The records should be maintained by the contractor based on its fiscal year performance period and shall include reconciliation of any differences between the costs incurred per books and amounts invoiced for reimbursement.  A memorandum record reconciling the total overhead amount invoiced should be maintained.

11.
GOVERNMENT LIAISON

Any questions concerning delays in payment of contractor's invoices, or matters relative to the instructions set forth in this guide, should be addressed to the Accounting Office indicated in the contract.

12.
CONTRACT FINANCIAL REPORT

The special provisions of the contract may also require submission of a Contract Financial Report in addition to the invoice for reimbursement.  Detailed instructions for completing the report are printed on the form.

