Invoicing Checklist
The Office of Sponsored Programs invoicing process is an automated one. Once invoices have been printed the following steps should be reviewed by the Fiscal Manager before submittal to the signature authority. Please compare the following items on the invoice to the corresponding Inception to Date report.
1. Address Field: please verify
2. Invoice Number: Invoices should be numbered sequentially for reconciliation purposes. The preferred format is Grant#-Invoice#. For Example: Wxxxx-1, Wxxxx-2, etc. 

3. Period Covered: should be from the last invoice submitted to month’s end, there should be no gaps or overlap in periods. As a reminder: you shouldn’t be billing for a period in the future as we are on a cost reimbursable basis.

4. End Date: please verify, we cannot invoice past this date.

5. Title & Contract Number: One or both is listed. This helps the sponsor identify which project they are being invoiced for.
6. Current Funding Amount: please verify, we cannot bill over this amount

7. Current and Cumulative Period Amounts: verify with the ITD report. If the current period does not match your monthly ITD, the invoice could contain more than 1 period (month or quarter) or a gap in period. You may need to run additional ITD reports to verify. 

8. Previously Invoiced Amount: should be the total of your previous invoice.
9. Current Balance Due under the Cumulative Column: should always equal the “Current Period Total Expenditures Invoiced” If not, you may have a reconciliation problem that should be investigated.
10. Payment Summary: “Total Amount Invoiced” should equal your “Total Expenditures Invoiced” under the cumulative column.
11. Payments Received As of Invoice Date: can be verified by the ITD report
12. Total Payments Outstanding: should equal the cash balance on your ITD. (It is always a good idea to do a quick calculation to verify this number is the total of what invoices have not been paid. You can save a lot of time by catching errors within the grant period rather than waiting until the end to figure out that they didn’t pay invoice #2, etc.)In addition, it may become difficult to request the additional payment or return funds at a later date if you cross Fiscal Years. 
13. If all is correct, initial as the Fiscal Manager and forward to signature authority. 
If you see any errors on your printed invoices please let the Financial Officer or the IT staff know. Most of these problems can be corrected and eliminate the need for a hand generated bill.

BANNER Screens for Payment Info:

FRIBDET-summary of payments made on the grant

FRAAREV-shows each payment in addition to a brief description such as invoice # 

ICHIBAN REPORTS:
Find Payment

Find Bill

Billing Summary

