JRPL

Jet Propulsion Laboratory Invoice Instructions
Invoice Management Section

Mail Stop 202-100

4800 Oak Grove Drive

Pasadena, CA 91109-8099

Time & Materials with Subcontract Work Orders (SWOs)
Invoicing Instructions

Dear Supplier:

In order for JPL to manage and process your organization’s invoice in a timely manner, you must submit the
SWO INVOICE AND MONTHLY SUMMARY REPORTS that meet the requirements outlined below.

Submit the invoice and any required backup documents through e-mail (Preferred Method) or regular mail:

1) JPL PREFERRED METHOD or 2) Mail the original invoice and one photocopy of all
Send an e-mail to: the invoicing documents to:
subcontract.invoices@jpl.nasa.gov Jet Propulsion Laboratory
with the invoice and backup Invoice Management Section
documents attached in one of the Mail Stop 202-100
following electronic record file 4800 Oak Grove Drive
formats: .pdf, .tif, .jpg, .bmp, or .gif Pasadena, CA 91109

INVOICE (INVOICE SUMMARY) — PART |
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8.4
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10.

11.

12.

Invoice date

JPL subcontract number

Total Subcontract value

Tax ldentification Number (TIN)

Invoice number

Billing period

From: Supplier name

Remittance To address

Current invoice costs
Subcontract Work Order (SWO) number
Costs (invoice gross amount for each SWO- see 7.13 from Detail sheet)
Total costs (sum of SWOSs)
Less: Retention (total from SWO see 7.14 from Detail sheet)
Current amount due (total current invoice amount)

Certification wording, authorized signature, printed name, email, and phone number
“I hereby certify that the above invoice is correct and just, that payment therefore has not
been received, and that the invoice is presented with the knowledge that the amount paid
hereunder will become the basis of a claim against the United States Government.”

Authorized Signature Name (Please Print)

Email Phone Number/Extension
Copies of timecards/timesheets, materials receipts, storeroom requisitions, supporting
schedules for all items
Travel receipts and forms per your subcontract

Numbered pages
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JRPL

Jet Propulsion Laboratory Invoice Instructions
Invoice Management Section
Mail Stop 202-100
4800 Oak Grove Drive
Pasadena, CA 91109-8099

SUBCONTRACT WORK ORDER (SWO) DETAIL - PART Il

4] 1. Subcontract Work Order (SWO) number

| 2. Date of invoice

| 3. JPL subcontract number

| 4, SWO value

| 5. Invoice number

M 6. Billing period (period of performance)

| 7. Current costs

| 7.1 Employee name

| 7.2 Labor classification

| 7.3 Straight time hours

| 7.4 Overtime hours

| 7.5 Double time hours

% 7.6 Project/task number

| 7.7 Costs

| 7.8 Total labor costs

| 7.9 Portion of labor costs, software licenses, rental of real or tangible property
performed/used solely in California or in the United States if foreign entity, to be taxed.
Refer to Notes for details

| 7.10 Materials

M 7.11 ODCs (Other direct costs)

4 7.12 Total travel costs

] 7.13 Invoice gross amount

™ 7.14 Less: Retention

M 7.15 Current invoice amount due

M 7.16 Gross amount breakdown (by project/task number)

] 8. Cumulative hours and amounts

%} 8.1 Straight time hours

4] 8.2 Overtime hours

™ 8.3 Double time hours

M 8.4 Cumulative straight time amount

] 8.5 Cumulative overtime amount

M 8.6 Cumulative double time amount

M 8.7 Cumulative totals

M 8.8 Cumulative labor costs

M 8.9 Cumulative material amount

% 8.10 Cumulative ODC amount

- 8.11 Cumulative travel amount

7 8.12 Cumulative amount for SWO

v 8.13 Cumulative retention amount

¥ 8.14 Cumulative amount billed (payable)

o 8.15 Cumulative SWO amount by project/task number
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4800 Oak Grove Drive
Pasadena, CA 91109-8099

Jet Propulsion Laboratory
Invoice Management Section
Mail Stop 202-100

Invoice Instructions

™ 9. Current Travel, Other direct costs (ODC), and materials breakdown
| 9.1 Employee name
™ 9.2 Travel dates
M 9.3 Project/task number
M 9.4 Travel costs
M 9.5 G & A (if applicable)
M 9.6 Current total travel costs
M 9.7 ODC (other direct costs)
M 9.8 Materials
M 9.9 Total current costs (for travel, ODC, and materials)
M 9.10 Totals
% 10. Cumulative travel, ODC, material breakdown by project/task number
7 10.1 JPL project/task number
v 10.2 Cumulative travel costs
v 10.3 Cumulative ODC
o 10.4 Cumulative material
10.5 Cumulative total (total of project/tasks numbers)

SUBCONTRACT SUMMARY SCHEDULE (REPORT) — PART Il

M 1. Invoice date

| 2. JPL subcontract number

| 3. Subcontract value

| 4, TIN

| 5. Invoice number

4 6. Billing period (period of performance)

M 7. Summary Report

M 7.1 SWO number

M 7.2 SWO value

™ 7.3 Straight time hours

| 7.4 Overtime hours

| 7.5 Double time hours

| 7.6 Cumulative labor

| 7.7 Cumulative material

| 7.8 Cumulative ODC

| 7.9 Cumulative travel

A 7.10 Cumulative gross amount

| 7.11 Cumulative retention

| 7.12 Cumulative paid/billed amount (gross amount less retention for each SWO)
] 7.13 Cumulative amounts (totals) paid/billed (amount payable for each SWO

Web Site: http://invoice.jpl.nasa.qov
Email: invoice@jpl.nasa.qgov

Phone: (818) 354-7696
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Jet Propulsion Laboratory Invoice Instructions
Invoice Management Section
Mail Stop 202-100
4800 Oak Grove Drive
Pasadena, CA 91109-8099

Notes

A. These instructions, which are made part of your subcontract by reference, are intended to provide
guidance regarding submitting invoices to JPL so that we can process them for payment as quickly as
possible. Regardless of these instructions, all JPL subcontractors remain solely responsible for
compliance with the terms and conditions of their subcontracts and all applicable laws. To the extent of
any inconsistency between these instructions and the corresponding subcontract, please refer to the
Order of Precedence General Provision.

B. The attached sample invoices are intended as an aid rather than as a restriction to a specific billing form.
JPL will accept any format provided it contains the information required by your subcontract, including
these instructions. Invoices must be prepared on commercial invoices (e.g. company’s letterhead). We
cannot accept invoices prepared on a Public Voucher SR # 1034 form.

C. We take the following steps in an attempt to pay every invoice that complies with these instructions within
30 days of receipt at JPL Invoice Management Section:

1. Once we receive your invoice, we review each invoice for the above requirements.

2. If the invoice does not meet any of the requirements, we will contact you ASAP and may request a
correction and/or resubmission.

3. We then send your invoice to the JPL Contract Technical Manager (CTM) for review and approval.

4. Once we receive CTM approval, we will process your invoice for payment.

D. For faster payment, IMS recommends signing up for Direct Deposit. Please visit
http://invoice.jpl.nasa.gov/IMS-Forms.html and download the Direct Deposit Authorization form.

E. Notice of Potential Tax Withholding — incorporated into your Subcontract as part of the General
Provisions, JPL is legally obligated to withhold federal and/or state income taxes from certain contractor
payments when required by law.

A state tax of 7% may be deducted from payments for the following: (1) labor for services, including
customization of tangible goods, performed in California or (2) rental or lease of real or tangible property
in California or (3) Royalties for software licenses used in California. Entities subject to this California Tax
Reporting and Withholding include: contractors, sole proprietors, corporations, LLC companies and
partnerships that do not have a permanent place of business in California or are not registered to do
business in California.

Payments made to non-U.S. resident alien contractors, sole proprietors, corporations etc. are subject of
up to a 30% federal tax withholding for: (1) services, including customization of tangible goods, performed
in the United States (2) rental or lease of real or tangible property in the United States or (3) Royalties for
software licenses used in the United States. Non-U.S. resident individual sole proprietors may be exempt
from federal tax withholding or entitled to a reduction in federal taxes withheld if they claim exemption
under an existing tax treaty between their country of origin and the United States.
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SAMPLE - INVOICE SUMMARY - TIME & MATERIAL SUBCONTRACT
WITH SUBCONTRACT WORK ORDERS [5WOs)

Billed Ta: [7. From:
Jet Propulsion Laboratory
Mail Stop 202-100 ABCD Company
4300 Oak Grove Drive 1300 Main Street Suite 101
Pasadena, CA 91109-8088 Amywhere, CA 99999
1. Invoice Date: 7.1 Remit To:
2. JPL Subcontract Number:
3. Total Subcontract Value: |5 275, 000.00 ABCD Company
d. TIN: OO 1300 Main Street Suite 101
5. Involce Number: 3 Amywhere, CA G000%
&. Billing Period: 2101116 - 228116
B
CURRENT COST
[ ] 8.2
SW0O Number Cost
1 56.285.00]
2 _ _ £0.00]
8.3 Total Costs (Gross ) 56,285.00
a4 Less: Re*.eg:n:-n |21BEL|
B.5 Current Amount Due: S6.067.00

0. T hersby centily that the abave inveice is cormeet and fust, that payrment therslore has not been receed, and st the
inveaice it precested with the knowledge that the amount paid hereunder will becorte Ihe basiz of & claim sgaing the
Uifed Slales Governmeant.”

Authorized Signalure Name [Plzase Prini)
Ematl Phone NumberwExfension
Part | - Invoice Summary 17_Sample Form_TimelMatansls SWos_R2 04-2016 xdsx
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SAMPLE — DETAIL TIME AND MATERIAL WITH SUBCONTRACT WORKER ORDERS (SWO)

[1. Swo NuMBER | o0
2. invoilce Date: Apl 1, 2008
3. JPL Suboomtract Numbser: 1ZMS6T
4. SWO Value: £20,000.00
5. Imvoice Mumbser E]
&. Billling Period IO - G
T
CURRENT COST CUMULATIVE HOURS | AMOUNT
[E] T3 L] T4 75 a1 741 7B 76 T [E] [¥] [E] [¥] [X] [T [
Labar Sxaight Time: Double Time Straight Time: Double Time | JPL Project Task Siraight Time | Owvestime Double Time | Siraight Time Crwertime Drouible Time
Emgpicyes Name| Cl Hours Overtime Hours Hours Rafe ‘Owertime Rate Rafe Humber Cost Hours Hours Hours: Amaunt Amount imaount [ Totals
Anne Jones Enginser I'v] 20.00 - - |% 3,00 123480102 [ % 3 550,00 204,00 24.00 = |§ 1e3zp00| & 2160.00 i 18,480,004
Johin Smith Technician |l 20.00 - - [& 40.00 123asEmI0e |5 800,00 106,00 4100 - |5 s4zenn0)$ 220.00 5 4,460,004
78 Total Labor Costs % - 8B Cumnulative Labor Costs £27 520.00)
7.9 Portion of labor costs, soffware licenses, rental of real or tangible property perfoemediused solely in California o in the United S2xies i foreign enfity, o be fawed | §
.10 Materals 5 B9 Cumulative Materials L] 1.958.00
7.11_ODCs [ 810 Cumulative O0Cs [ 1.440.00
712 Toal Travel Gost % .11 Cumulative Travel % 3,800.00
713 imvodce Gross Amount (Labor + Material + O0C + Travel | £ 812 Cumulative SW0 Gross Amocunt (Total for SWO £30.275.00
.14 Less: Retention {5% of Labor) 5 B 13 Comulative Retention 5 {1,147 00)
7.15 CLRAENT INVOICE AMOUMNT DUE 5 814 Cumulative Ami Silked | | 8, 128,00
716 Current Invoice Gross Amount (Project/Task Number Breakdown ) B.15 Cumulative WO Gross Amount (Breakdown by ProjectiTask Number):
1M BI0 02 H] 4,M0.00 12348601 .02 5 20,408.00
1ZB4B6MA 04 b3 1 8TR G0 1234REN 02 -] 4 ATH a0
3 &,208.00 7 30,278.00
o 0.
CURRENT TRAVEL / ODC | MATERIAL BREAKDOWN CUMULATIVE TRAVEL J/ ODC / MATERIAL (By JPL Project/Task)
i a2 a3 9.4 1.3 L1 a7 o 89 10.4 102 10.3 10.4 10.5
Project/Task Ll ErojectiTask | Cum Travel Cumuiative
Employes Mame| Travel Dates Numk Travel Costs GEA Travel {ravel obd Matenal Total Current Cost M ot Cum ODC | Cum Matesial Tatal
comts + GAM)
Jnne Jones 1ZMESE01.02 $E50.00 S0.00 SES0.00 SES0LO0| 12348EM01.02 |S 117500 (5 S50.00 (% 20000 5 152500
1RGN 1. OF ETTE.00 STTRO0| 1oasnmO0e |§ Z7JA00 |85  mooo0 |§  LTSS00|E  Sa000
1230304 £500.00 $500.00 3 -
510 Towmis SH0.00 S0.00) SEE0.00) STTE.00] S500.00 S1825.00 T So0]f a0 |f Teeo0|§  Taasm
17_Sampile Form_TimeMatarials_SW0s_R2_04-2006 xisxk
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SAMPLE — SUBCONTRACT SUMMARY SCHEDULE (REPORT) FOR TIME AND MATERIAL WITH SWO

1. Imvoice Date: 4Nr2016
2. JPL Subcontract 1234567
3. Subconiract Value: £275,000.00
4. TIM: RR R
E\. Invaice Mumber: 3
6. Billing Period: 2016 - 2ZRME
T
SUMMARY REPORT
T4 72 7.3 T4 15 TE 1.7 T8 Ta 710 711 7142
EW0 EW0 Value Over Time | Doubsle Time | Cumulative Currdative Cumulative Gross Cumulative
Murnber Siraight Time Hours Hours Hours Laboe Blaleial Curmaulative 0DOC | Comulalive Travel | Amounl Billed | Cornulsfve Relerfion | PaidiBilled To Date
T 1 447 i
a0t $50.000.00 310,00 2E.00 . |§ 2254000 |5 199500 (5 1440000 | 5 3,500.0:0 5 ap27s.00 | (1.147.00)| § 20,126.00
3 128950000 100000 |3 T5.00 | 3 500.00 647.50) 12977.50
anz £25,000.00 150.00 B.00 - s z 13,625.00 ! 5
003 540,000.00 175.00 10.00 T e o $ 1556000 - e
a4 £35,000.00 00.00 5 _ 3 16000000 |3 1, 300000 |5 = |3 - 5 17.300.00 3 {BO0.DO) | 5 16,500,040
e $30,000.00 s . . % 1200000 | % 200000 |5 50000 |5 250.00 % 12.500.00 5 (BO0.00Y | § 11,900.00
a0e $70,000.00 200,00 . 3 16,00000 |3 1.300000 |3 = |3 r 17.300.00 5 (BO0.DD)| 5 16,500.00
i $20,000.00 i . % 1800000 | % 1300000 |5 - |5 s 17.300.00 5 (BODLDD) | § 16,500.00
00000 |3 650,00 = |3 = 5 40000 B,250.00
;] S20,000.00 110.00 - Bl s : BLESD.00 ' I # 2
[ {R7E5 I
o $20,000.00 T . % 1750000 |5 900,00 |3 0c00 (5 475.00 5 sae7n00 | ° (B75.00]| § 1B,095.00
3 702500 |3 185.00 | 3 10500 |5 = 5 351.25)| § B,963.75
oin S20,000.00 100.00 - z 7.315.00 ' ! ;
L - | & -
z -
3 - |5 -
-4 -
5 - |8 - | % =
7.13 CUMULATIVE AMOUNTS 314327500 |35 863000 |3 1.,765.00 |5 512500 | % 158,795.00 | 5 (7, 163.75)| ¥ 151,831.25
Par Hl - Summary Repor 17_Sample Form_TimelMatardals 3Wos RZ2 04-2016.dsx
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