
Invoicing Procedures (Associates)

(1)
Original invoices must be submitted for payment (see sample invoice).



Faxed copies will not be processed.

(2) All invoices must be typed and signed by the Associate.  


(3)
Dates of days and hours which are charged to projects or tasks must clearly denote the proper Project Name and Number for the project/task the Associate is working on.  For example, per the sample invoice, Haiti Democracy Enhancement is the Project Name and 3411-001-43-00 is the Project Number for that activity.  For the activity you are currently working on, the Project Name and Number can be found under Item 1 of your Agreement of Understanding.  


(4)
Associates are authorized to bill up to eight hours per day for up to five (5) days in the U.S. and six (6) days overseas with no premium pay.  The weekdays are Monday - Friday for a five-day workweek and Monday - Saturday for a six-day workweek or in accordance with the Mission's workweek in countries which do not follow Monday-Friday schedules.

(5) All invoices must be received by MSI no later than the 5th calendar day of the month in order to be processed for payment during that same month. All invoices received after the 5th of the month will be processed the following month. 


*Please Note:   If the project name and number are not indicated on your invoice,                                                   this will delay payment.

NOTICE TO OUR ASSOCIATES

PAYMENT OF FEES

In order to implement recent audit recommendations, MSI will no longer be able to accept faxed invoices for fees, expense reports or receipts.  In order to be in compliance with federal regulations and with Cost Accounting Standards, we must pay only against original documents. 

Documents which must be sent to us in original form are:

· Agreements of Understanding;

· Expense Reports;

· Invoices for fees; and

· Any other document submitted for payment.

The payment cycle for each month is closed in our Accounting Department on the 5th calendar day of the month.  In order to receive payment that same month, we ask that you have originals in our Washington, DC office no later than the 3rd of the month.  All invoices received after the 3rd of the month will be processed the following month.

Please prepare invoice in accordance with the procedures on reverse side.

