Invoice Preparation and Submission

The purpose of this document is to provide vendors with guidance to assist in preparing proper invoices sent to the Defense Finance and Accounting Service, San Antonio Field Site (DFAS-SA) for payment.  Payments must be made in accordance with the Federal Acquisition Regulation (FAR) and 5 CFR 1315 formally known as the Prompt Payment Act. The timeliness of a payment is contingent upon the quality and timeliness of the invoices and receiving reports submitted. An invoice must contain the critical elements identified in the FAR and 5 CFR 1315 to be considered proper.  Invoices that do not contain the required elements are considered improper and will be returned to the vendor for correction. By following these guidelines, your invoice will be accepted with the first submission, thereby increasing the timeliness of your payment. Below are the elements required for a proper invoice.   Please note that prior to making a payment, DFAS-SA must ascertain that the goods/services were received and accepted by an authorized Government official. This information is generally documented and submitted in the form of a receiving report.  

Required Invoice Elements

1.  Name and address of the vendor 

2.  Invoice date – vendors are encouraged to date invoices as closely as possible to the date of mailing or fax transmission. 

3. Invoice number, account number and/or any other number agreed to by the contract as required by 5 CFR 1315.  The invoice number should be a unique number that will allow the vendor to identify each individual invoice. The contract number should not be used as an invoice number.

4.  Contract number or Purchase Order number for supplies delivered or services performed.  If your contract document is on a DD Form 1155 or DD Form 1449, include the Delivery Order or Call Number on the invoice. 

5.  Description of the goods or services billed, quantity, unit of measure, unit price, and extended price of supplies delivered or services performed.  The service performance period must be clearly identified. If a Contract contains multiple contract line items (CLIN), the invoice must specify which CLINs are being billed.  Invoices should not be submitted in advance of performance or delivery. 

6.  Shipping and payment terms such as shipment number, date of shipment, and prompt payment discount terms.  Bill of lading number and weight of shipments on Government bills of lading.

7.  Name and address of contractor official (the vendor) to whom payment is to be sent.  This must be the same as that in the contract or on a proper notice of assignment.  In addition, the vendor must be properly registered in the Central Contract Registry (CCR) as required by the FAR 52.232-33.  To register, renew or update a previous registration, access www.CCR2000.com on the Internet.

8.  Name (where practicable), title, phone number and mailing address of a person to be notified in event of a defective invoice.

9.  Any other information or documentation required by the contract such as evidence of shipment. 


Invoice Submission 

1.  Ensure that your invoice is submitted to the correct billing office specified in the contract.  The billing office is located in block 18a of the Standard Form 1449 and in block 15 on the DD Form 1155.  

2.  The invoice must not contain any improper alterations such as white out, taping or cutting and pasting.  A proper alteration is made by drawing a single line that does not obliterate the original data and adding the correct information.  Revisions must be initialed by the individual making the change. 

3.  It is recommended that invoices be faxed to DFAS San Antonio at 1-210-527-8131/8189.  Please ensure that your fax machine is programmed to reflect the sending fax phone number, clear-text organization and/or location, date, and time.  This information serves as indexing keys and allows DFAS-SA to trace all received documents.  Invoices may also be mailed to the following address: 

DFAS San Antonio Field Site 

Attn:  Vendor Pay 

500 McCullough Avenue

San Antonio, Texas 78215-2100

Customer Service

1.  Vendors may access the Vendor Pay Information System (VPIS) through the Internet to verify the status of a payment or send an e-mail inquiry to DFAS-SA.

a. To query the status of a payment, access www.dfas.mil on the Internet  

b. Click on Money Matters in the top left hand corner of the homepage

c. Click on Vendor Pay at the bottom of the menu to access the Vendor Pay Inquiry System

d. Under Non-MOCAS System, you may choose the following options: 

· Vendor Pay Inquiry System Help

· Send an Inquiry for feedback about the Vendor Pay Inquiry System

· Query by Contract Number 

· Query by EFT Trace Number

· Query by Check Number

· Query by Duns Number

· Query by Cage Code

e.    Follow the instructions for each query.  When sending an inquiry message as identified in the second bullet above, please ensure that you select San Antonio under the Paying Location.  

2.  We recommend using VPIS email inquiry (with contract/PO number in Subject line), since it provides a better audit trail.  However, vendors may also contact our Customer Service at the numbers below.  For telephone inquiries, please provide the contract number, invoice number, date mailed/faxed, amount, point of contact, phone number, and inquiry tracking number if applicable. 




Customer Service Numbers

Customer Service Hours
1-888-478-5636   


Monday – Friday 

1-210-527-8061


7:30 – 4:30 CST 

Complete
Required Invoice Element Checklist


1.  Is the name and address of the vendor on the invoice? 




2.  Is the invoice properly dated? 




3. Does the invoice include an invoice number, account number and/or any other number agreed to by the contract as required by 5 CFR 1315?  The invoice number should be a unique number that will allow the vendor to identify each individual invoice. The contract number should not be used as an invoice number.  




4.  Is the Contract number or Purchase Order number for supplies delivered or services performed included on the invoice?  Is the number accurate and complete and does it include a Delivery Order or Call Number if applicable? 




5.  Is there an adequate description of the goods or services billed, quantity, unit of measure, unit price, and extended price of supplies delivered or services performed?  Is the service period clearly identified? Have the services been performed or goods delivered?  For contracts with multiple contract line items (CLIN), does the invoice specify which CLINs are being billed?  Is the total amount invoiced calculated correctly with all the line items equaling the sum total amount invoiced? 




6.  Are the shipping and payment terms such as shipment number, date of shipment, and prompt payment discount terms identified on the invoice? Is the bill of lading number and weight of shipments included on Government bills of lading? 




7.  Is the vendor properly registered in the Central Contract Registry (CCR) as required by the FAR 52.232-33?  You may verify this by accessing www.CCR2000.com.  Does the invoice include the name and address of contractor official (the vendor) to whom payment is to be sent? This must be the same as that in the contract or on a proper notice of assignment.




8.  Does the invoice include the name (where practicable), title, phone number and mailing address of a person to be notified in event of a defective invoice? 




9.  Does the invoice include any other information or documentation required by the contract? 
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