Subcontractor Payment

	ACTION STEPS
	SPS
	BUS. OFFICE
	PI

	Sets up a log sheet for each subconctract agreement
	X
	
	

	Verifies invoice period is within the subcontract project period.
	X
	
	

	Verifies the invoice period and invoice number are in sequence with the last paid invoice.  (i.e., No overlapping dates and/or No gaps in dates or invoice numbers)
	X
	
	

	Verifies the correct billing terms are per the subcontract agreement being followed.

(i.e., is backup provided for specific expenses like travel, equipment, etc. if applicable.)
	X
	
	

	Verifies Cost/share is being reported & backup documentation supplied if applicable.
	X
	
	

	Verifies financial reports  are submitted if applicable.
	X
	
	

	Verifies funds are available to pay the invoice.
	X
	
	

	Verifies  the accumulated to-date total on the invoice agrees with the SPS accumulated to-date total.
	X
	
	

	Invoice Voucher is prepared and appropriate SPS signature obtained.
	X
	
	

	Receives the original signed invoice voucher, original subcontractor invoice and appropriate backup.
	
	X
	

	Certifies that the subcontractor has performed the work satisfactorily
	
	
	X

	Certifies that the charges against his research fund are allowable and reasonable for the work done.
	
	
	X

	Certifies that the subcontractor has submitted any technical reports which are due.
	
	
	X

	Ensure certification by either signing Invoice Voucher, or emailing to Bus. Ofc. that charges are appropriate, reasonable, and work done satisfactorily.
	
	
	X

	Ensures PI certification is on invoice voucher or copy of e-mail certification is attached.
	
	X
	

	After all approvals have been obtained, the invoice voucher is routed to Disbursements for processing.
	
	X
	


