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	A
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	Update to invoice authorization process
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	Inclusion of subcontractor documentation process
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	I
	Required review
Updates made for clarification
	MP
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	J
	Required review
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Update signature routing sequence
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1 PURPOSE: 
1.1 This instruction provides the steps for approving progress payment invoices, commonly at 25%, 50%, 75%, and 100%, and for completion and routing of Certificates of Completion (COCs). It also establishes responsibilities and time frames for each group responsible for approving completion of work and payment for subcontractors.
2 Responsibility/Authority: 
2.1 The following organizations are affected by this document:

A. Accounting

B. Contracts

C. Environmental Health & Safety

D. Facilities

E. Material Support

F. Program Management

G. Quality Assurance

2.2 Primary Responsibility
A. Contracts Manager has the primary responsibility and accountability for the process and for its implementation.

2.3 Functional Responsibility

A. Accounting – Performs invoice processing and payment.
B. Contracts – Ensures Purchase Order funds are available and validates that invoice costs are true and accurate prior to authorization of payment.  

C. Environmental Health & Safety – Ensures EH&S requirements are met prior to authorization of 100% payment.
D. Facilities – Allocates/validates facility-related invoice costs as needed prior to authorization of payment.
E. Material Support – Ensures GFM/PTD requirements are met prior to authorization of 100% payment. Subcontractor Manager provides final signature on Certificate of Completion. 
F. Program Management – Verifies subcontractor progress is true and accurate prior to authorization of payment.
G. Quality Assurance – Ensures QA requirements are met prior to authorization of payment.
3 References 

3.1 BIMS CF-100 Certificate of Completion

4 Definitions 

4.1 None
5 Procedure 
5.1 The following is applicable to invoices for review:

A. Accounts Payable and/or Contracts stamp incoming invoices and obtain the required signatures from the Contracts Administrator (CA) and Program Management (authorizing email from Program Management is acceptable and shall be attached to invoice, if received).

B. Contracts generates a purchase order (PO) worksheet and submits for PO creation. Worksheet shall indicate, whenever possible, the invoice(s) covered by the PO.

C. For utility invoices wholly or partially paid by a direct charge (i.e. electrical, water, telephone, copier rentals, etc.) referencing an Availability, the Facilities Manager shall annotate the invoice with the direct charge number and the amount to be allocated. The Facilities Manager will then forward the invoice to Contracts for concurrence of the charge number being used. The signature of the CA on the invoice shall serve as concurrence. If the concurrence signature is not present on the invoice, Accounting will forward the invoice to Contracts for concurrence.
5.2 PROGRESS PAYMENTS: The following is applicable to all firm-fixed-price subcontractor invoices requesting progress payments. 

A. Subcontractors submit invoices properly identifying the Purchase Order number and/or ship as well as the percent invoiced (25%, 50%, 75%, etc.) to Contracts and/or Accounts Payable. Only one copy of the invoice is required. 

1) Invoicing on individual line items is accepted at the Contract Administrator’s discretion.

2) Progress payment percentages may vary (25%, 50%, 75%, etc.) and are contingent on the Contract Administrator’s approval.
3) Without documentation to support a progress payment, the maximum authorized for payment is 75%.

4)  In the event that the Government assesses liquidated damages and against HII San Diego Shipyard Inc. (SDSY) for delays caused or contributed to by the Subcontractor, SDSY may assess a proportionate share of the damages against the Subcontractor for its comparative fault or other responsibility for the assessed liquidated damages. Subcontractor agrees to pay any such assessment promptly. However, the amount of such assessment shall not exceed the amount assessed against SDSY. This shall not limit Subcontractor’s liability to SDSY for SDSY’s actual damages caused by the Subcontractor.
5) In the event that the Government withholds payments pending delivery of all work, requirements or services required by SDSY that are caused or contributed by the Subcontractor, SDSY may also withhold payment to the Subcontractor.

B. Accounts Payable stamps the invoice (25%, 50%, 75%, etc.) and obtains the required signatures from Contracts Administrator and Program Management (authorizing email from Program Management is acceptable and shall be attached to invoice, if received). If there is disagreement with the percent invoiced, the documents are immediately returned to the subcontractor with an appropriate explanation.
C. After the required signatures are obtained, Accounts Payable pays the invoice per the pay cycle policy. A Certificate of Completion (COC) is not required for progress payments on subcontractor purchase orders.

5.3 100% PAYMENTS: The following is applicable to all firm-fixed-price subcontractor invoices for 100% payment of a Purchase Order:
A. A COC is required for 100% payment of Purchase Orders that do not specify “No Certificate of Completion Required”. COC forms are provided with the purchase order. In addition, they are available from the Contracts Department or for download/printing at the company website.
B. The COC is submitted to Contracts where it gets logged into the CoC Log to initiate the routing process.

1) Environmental Health & Safety 

2) SDSY NPA Representative (GFM/PTD) 
3) Quality Assurance
4) Program Management

5) Contracts Administration

6) Subcontracts Manager

C. The COC should take no more than one calendar week to complete. No functional area should take more than 1 day to receive, sign and forward to the next responsible area or return to Contracts for routing and tracking.

D. Each functional area required to sign the COC ensures the subcontractor has met their obligations relative to the functional area; e.g., QA ensures the subcontractor has met all quality assurance requirements, inspections, and reports. Any incomplete contract requirements are reported to Contracts to notify the subcontractor of the deficiencies. Contracts notifies subcontractor of incomplete COC and a detailed explanation of the deficiencies (provided by the functional area responsible person). The subcontractor shall be advised that the CoC will be kept “on hold” or that they may re-submit the COC when the noted discrepancy has been cleared with the functional area person. 
E. Occasionally, a subcontractor will only be missing some documentation. In those cases, Contracts will inform the Subcontracts Manager in order to determine if an interim progress payment is warranted. In the case that an interim progress payment is authorized, Contracts will notify the subcontractor of the missing documentation and that they are authorized to submit an interim invoice per the Subcontracts Manager. Upon receipt of the interim invoice, the CA, the PM and/or the Subcontracts Manager will sign for payment authorization.
F. If there are no deficiencies, the person(s) responsible for signing the COC do so.

G. Contracts notifies the subcontractor (by e-mail or voice mail (or both)) that the 100% COC is complete and is being submitted to Accounts Payable (if invoice is attached) for processing, or requests that invoice be submitted for prompt payment. It is the subcontractors responsibility to turn in the invoice(s) corresponding to 100% PO billing to Contracts and/or Accounts Payable.

H. For COCs where the subcontractor has not fulfilled their obligation after Contracts has followed Paragraph 5.3, the Subcontracts Manager notifies the subcontractor’s senior management of the areas of deficiency and the additional information needed to complete the COC. Subcontracts Manager annotates the COC with the date and time of notification. If the subcontractor does not respond within seven days, the COC is forwarded to the senior management for resolution.

Note: In order to ensure timely payment of SDSY obligations, COCs must be dealt with as soon as notified by Contracts. Under no circumstances should a functional group not respond to Contracts request for signature or provide information as outlined above.
I. In those instances where A/P receives a 100% invoice without the corresponding COC, A/P will place in Contracts inbox for review. Contracts will verify that the information on the invoice is accurate and proceed accordingly for approvals. 
5.4 Invoices are aged for payment from the later of, the date of invoice, or the date of the final signature on the COC.

6 Records and attachments 
6.1 None
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