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1 PURPOSE: 
1.1 This instruction provides the steps for approving progress payment invoices at 25%, 50%, 75% and 100% complete 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. Quality Assurance

C. Program Management

D. Contracts

E. Sourcing

F. Environmental Health & Safety

G. Material Support
3 Senior Contract Administrator is responsible for authorizing and approving this document
4 References 

4.1 CF-100 Certificate of Completion

5 Definitions 

5.1 None
6 Procedure 
6.1 The following is applicable to invoices for reviews:

A. Accounts Payable stamps the invoice and obtains the required signatures from the Contracts Administrator and Program Management (authorizing email from Program Management is acceptable and shall be attached to invoice, if received).

B. The Contract Administrator creates a purchase order (PO) worksheet and submits for PO creation. Worksheet shall indicate the invoice(s) covered by the PO.

6.2 The following is applicable to all fixed price subcontracts contracts at 25%, 50%, and 75% invoices 

A. Subcontractors submit invoices properly identifying the percent invoiced (25%, 50%, and 75%) to Accounts Payable. Only one copy of the invoice is required 

1) Invoicing on individual line items is not accepted. Invoice must be for the entire purchase order (not individual P.O. line or item number).

2) Progress payments at percentages of 25%, 50%, or 75% are allowed on all purchase orders over $5,000.  Purchase orders under $5,000 must be billed at 100% only 

B. Accounts Payable stamps the invoice (25%, 50%, and 75%) 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). Persons responsible for signing invoices check with A/P at least once a week or A/P contacts the responsible parties by e-mail or voice mail or both when an invoice requiring approval is received.  If there is disagreement with the percent invoiced, the documents are immediately return by A/P to the vendor 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.
6.3 The following is applicable to 100% invoices:
A. A COC is required for payment of 100% invoices. COC forms are provided with purchase orders. In addition, they are available from the Contracts Department or for download/printing at the Continental Maritime of San Diego (CMSD) website under the ‘Documents’ section, http://www.continentalmaritime.com/Documents.stm
B. COCs are submitted to the Contracts Coordinator. The Contracts Coordinator logs in the date and time of receipt and starts the routing process. COCs with the invoice attached are not accepted.

C. The parties responsible for the 100% COC (Program Management, Subcontracts Manager, Contracts Administration, QA, CMSD NPA Representative (GFM), and Environmental) are contacted by the Contracts Coordinator by e-mail or voice mail or both

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 the Contracts Coordinator who notifies the subcontractor of the deficiencies.

E. If there are no deficiencies, the person(s) responsible for signing the COC does so.

F. The Contracts Coordinator notifies the subcontractor that the 100% COC is complete and ready for pickup. It is the subcontractor’s responsibility to turn in the original COC and invoice to Accounts Payable.

G. For COCs where the subcontractor has not fulfilled their obligation after the Contracts Coordinator has followed Para 6.2 D & E, 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 CMSD obligations, COCs must be dealt with as soon as notified by the Contracts Coordinator.  Under no circumstances should a functional group not respond to the Contracts Coordinator request for signature or provide information as outlined above

H. In those instances where A/P receives a 100% invoice without the corresponding COC, (this is allowed for out of area vendors only, local vendors are notified of COC requirements) the following takes place

1) A/P calls the Subcontractor to request the signed COC via fax or delivery. If the Subcontractor does not have the COC, then:

a) A/P verifies the information on the invoice and P.O. match. If the information is not correct, the invoice is returned to the subcontractor.

b) If the information is correct, A/P requests the Contracts Coordinator start a 100% COC sign off and provide A/P the signed COC. A/P should check back in a timely manner on the status of the COC

6.4 Invoices are aged for payment from the later of, the date of invoice, or the date of the final signature on the COC.

7 Records and attachments 
7.1 None
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