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SOP#:       GA002
Title:         Standard Operating Procedure (SOP) for Processing Subcontract Invoices Received     

1.0 Purpose

The Purpose of this procedure is to outline the steps for reviewing, approving and paying incoming subcontract invoices on grants and contracts. Full implementation of this procedure is mandated by sponsors’ expectation that all subcontract related expenditures are monitored and deemed allowable. 
Executing this procedure is the shared responsibility of the Principal Investigator (PI), Budget Officer and Finance and Business (F&B).
2.0 Scope
This procedure applies to Grant Accounting designees in F&B, PIs, Budget Officers, Accounts Payable and other appropriate parties involved in research administration activities at TNS.
3.0 Process
1) Upon receipt of an invoice from a subcontractor, F&B Grant Accountant will conduct a thorough review and confirm that:

a. The cumulative expenditures are within the contract amount.

b. There are sufficient details on expenditure categories/line items consistent with the established budget in the agreement.
c. The invoice period falls within the agreed upon period of performance. 
d. Any rebudgeting is within the allowable guidelines. 

e. Fringe and indirect costs are accurately calculated.

f. The fund has sufficient balance to cover the invoice. 

g. Necessary supporting documentation from the sponsor accompanies the invoice if requested by TNS. 

2) After satisfactory review, F&B Grant Accountant will forward invoice to PI and Budget Officer for review and approval. In instances when Budget Officer or PI needs additional information before approving the invoice, F&B will liaise with division and subcontractor to ensure all requirements are met. 
3) Upon receipt of written approvals (preferably via email) from PI and Budget Officer, Grants Manager in F&B will sign off on invoice and Grant Accountant will submit invoice package to Accounts Payable for payment. Package includes approved invoice, copies of approvals from PI and Budget Officer, as well as payment information when a wire will be issued. Grant Accountant will also include FOAP against which invoice will be processed.
4) Payment of invoices 

a. Wire transfers - before processing payments by wire, Accounts Payable will obtain approval from AVP and Controller for Finance and Business, for payments under $10,000. If payment is greater than $10,000, approvals from AVP and Controller as well as Vice President and Treasurer of Finance, are required.
b. Check payments – when payments are made by checks, amounts under $10,000 will be approved by AVP and Controller at the time of signing checks. If check amount exceeds $10,000, approval of AVP and Controller as well as VP and Treasurer of Finance, are required

5) Process concludes with payment being issued within 10 business days after final approvals have been obtained. 
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