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3.0 Data Capturing, Accounting, and Invoicing Software

3.1 ManTech Invoicing Process

	SOW 3.1 Bidder to provide details on the data capturing, identification and tracking, accounting and invoicing process proposed for this contract




3.1.1  Introduction To Our Invoicing Process For This Contract

ManTech has a proven invoicing process in place that is currently supporting over 60 NATO contracts including the following four NAMSA contracts:

· Contract #4600001334 Support of ADP & Communication Systems for NTM-I

· Contract #4600001110 Consultancy Service for IVSN-NCN Switchover

· Contract #4600001202 SAR Implementation

· Contract #4600001699 Safe Temporary Technical Support

At ManTech, the PeopleSoft accounting system is used for the all accounting processes.  As the Kandahar ATM Services contract is primarily on a fixed price basis, the majority of each monthly invoice will be at a set Firm Fixed Price (FFP) amount in accordance with the contract terms.  There is a small element of this contract that involves cost reimbursable expenses, such as spare parts and supplies that are required to perform the SOW-specified maintenance services.  With the cost reimbursable expenses, ManTech generates invoices based on costs and hours incurred as recorded in the PeopleSoft System.  
There are three key functional roles in ManTech’s invoicing process. The billing specialist is responsible for the end-to-end processing of the invoice. The contract administrator is responsible for contract compliance.  The financial analyst is responsible for invoice accuracy.  These three individuals are responsible for process adherence and invoice accuracy for each invoice that is submitted to our customers.
3.1.2  Data Capture

Upon award of a new contract, the contract administrator, billing specialist, and the program manager review the contract requirements (contract type, billing, & reporting requirements) and determine the necessary invoicing process requirements.  Once these invoicing process requirements are established, the billing specialist submits a Project Number Information form requesting that Corporate Accounting establish a PeopleSoft contract number.  
When a contract number is assigned, the contract administrator enters the necessary invoicing information into PeopleSoft.  Once this task is completed, the billing process for the contract is in place. 
Figure 3.1.2-1 depicts the Billing/Invoicing process.  The official cost data source in PeopleSoft is the Projects Module.  The Projects Module accumulates all cost data from the general ledger, accounts payable and time and labor feeder systems.  The data collected from Kandahar is collected via the PeopleSoft Time and Labor module which accounts for hours worked by each individual.  Material/Spare Parts cost data is accumulated via ManTech’s PeopleSoft Purchasing automated process.  A monthly report is generated that provides the detail of all purchases to ensure that timely and accurate information is processed on the invoice submitted to NAMSA.  Travel costs are accounted for via ManTech’s PeopleSoft Travel Expense module that tracks costs for each travel authorization that is approved by the Program Manager and the customer.  A monthly report provides the detail of each travel authorization to ensure that the travel is easily tracked to the applicable authorization. 

[image: image1.png]The first step in the process is a rigorous review of all cost data by the Contracts Administrator, the Financial Analyst, and the Billing Specialist.  Once this review is complete, we enter the Identification and Tracking activity.
3.1.3 Identification and Tracking

In the next two steps, the Billing Specialist prepares the draft invoice and generates PeopleSoft (PS) reports (Project Summary Report, Labor Detail by Employee, ODC Detail Report, Timecard History Report and Billing Worksheet).  In the fourth step, the Billing Specialist reconciles any disconnects and makes the necessary billing adjustments, if applicable. For example, if contract goals are not met, there could be an adjustment in the monthly FFP amount.  It is also during these steps that we identify any reimbursable cost such as the spare parts mentioned earlier.  These costs would be added to the invoice as appropriate.
During this activity, we generate a monthly report to track accumulated amount billed and funding remaining so that invoices are generated and submitted for payment as defined within all NATO contracts.  These monthly reports are available for NAMSA and COMKAF review and will help you track our execution to cost.
3.1.4  Account and Invoice Process 

The Program Manager is responsible for providing timely and regular notice to the Billing Specialist about FFP invoicing (please explain this sentence).  If the work required by the contract is completed and accepted, the monthly set amount provided by the contract is billed.
The Financial Analyst and Contract Administrator verify and sign off on the Approval Request/Checklist form giving the Billing Specialist the approval to process the invoice.  The Billing Specialist processes the invoice through PeopleSoft and an extract report, referencing the system generated invoice number, is printed.  The Billing Specialist generates the invoice in Microsoft Excel based on the information taken from the system-generated report in PeopleSoft.
Finally, the Contract Administrator sends the invoice via e-mail to NAMSA’s contracting officer to avoid any delays in invoice submittal.  This process allows ManTech to meet NAMSA’s contractual requirement to submit the invoice with supporting documentation with 3 calendar days after the last day of the month.
Our invoices will include the statement you require:

“I certify that this invoice is correct and just, that payment has not been received and that the prices/rates exclude all taxes and duties from which NAMSA / NATO is exempted.”
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Fig. 3.1.2 Billing/Invoicing Process – This proven process utilizes the PeopleSoft accounting system to accurately and efficiently provide invoices to our customers
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