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LEGAL DISCLAIMER

This report was prepared as an account of work sponsored by an agency of
the United States Government. Neither the United States Government nor
any agency thereof, nor any of their employees, makes any warranty,
express or implied, or assumes any legal liability or responsibility for the
accuracy, completeness, or any third party's use or the results of such use
of any information, apparatus, product, or process disclosed, or represents
that its use would not infringe privately owned rights. Reference herein to
any specific commercial product, process, or service by trade name,
trademark, manufacturer, or otherwise, does not necessarily constitute or
imply its endorsement, recommendation, or favoring by the United States
Government or any agency thereof or its contractors or subcontractors. The
views and opinions of authors expressed herein do not necessarily state or
reflect those of the United States Government or any agency thereof.

This report has been reproduced from the best available copy.

Printed in the United States of America
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Contract Types Cheto

Cleanup Company

¥ Firm-Fixed Price (FFP)
' Firm-Fixed Unit (FFU)
L2

¢cvn Labor Hour (LH)

2{  Time & Material (T&M)



General Requirements for All Contract Types Srge

Cleanup Company

« Contract Number & Release
Include the full contract number and any applicable release details.

 Contractor’s Name, Address, and Phone Number
Clearly state the contractor’s official information.

* Invoice Number
Provide a unique invoice identifier.

 Invoice Date
Enter the date the invoice was issued.

* Period of Performance
Specify the dates or time frame covered by the invoice.

* Invoice Accuracy
Ensure all calculations are correct.

« Bill-To Information
Confirm the recipient’s billing details are accurate.

« Supporting Documentation
Only attach required documents as specified by the contract type.



[Your Company Name, LLC] Bill To:

123 Business Park Drive [Client / Agency Mame] cpcc
Seattle, WASB101 Attn: Accounts Payable f Contracting Officer Representative o

Phone: [555] 1234557 456 Government Plaza Central Plateau
Email: biling@your company.com Washington, DC 20001 ) Cleanup Company
DUNS / UH: [Optional]

Contract lnformation Remittance Information
Contract Type: Firm-Fized-Price [FFF) Pay Te: [Your Company Name, LL ] - - -
ue: § ! ; Name: & :
e ot S Firm Fixed Price
Lﬂﬂmiz 02/0272026- 02/26/2026 gﬂﬁﬂfﬁ?m (F F P)
Description of Services / Deliverables
Description Urnit Price Amount * FFP contracts do not allow for
invoicing costs as incurred.
Milestone 1: Project mockup - March 2028 £25000.00 £35,000.00 R
’ « Only the price for completed
Filetone :Honihy Satus Repor +2500000 $000 work/deliverables as per
Milestone 3. ConfractSupport S vies +2200000 sa00 contract schedule is invoiced.
« If the contract specifies
Deseription Amount payment milestones, refer
Current Invoice Amount £25000.00 . .
Less Previous Invsices $5000000 directly to those milestones
Total Billed to Date (Including ThisInveice] | $75000.00 when inVOiCing insuring
Remaining Contract Balsnce $17500000 language is verbatim to the

contract milestone payment.
Certification / Notes
I certify that the services described above were performed in arcor dance with the terms and conditions of Contract No. ABC123-FFP-2026 and that the amount inveiced is accurate and due

Submitted By:

Jane Smith

Contracts & Billing Manager
[Yowr Company Name, LLC]

Authorized Signature:
Date: March 26, 2026




Firm Fixed Unit - FFU CPCCo

Cleanup Company

[Your Company Name, LLC] Contract Information
123 Business Park Drive Contract Type: Firm Fixed Unit
Seattle, WA 98101 Project title: Venting ERDF Air Monitoring . . .
Phone: (555) 1234567 Total Contract Value: $45,414.60 = FFU contracts do not invoice for actual costs incurred, only
Email: billing@yourcompany.com Contract Number: 123456 Release: 01 - o . . .
DUNS / UEL [Optional] Invoice Nuber 001 x= for quantities delivered at the agreed unit price.
Period of performance: 02/02/2026- 02/26/2026
Bill To:
[Client / Agency Name]
Attn: Accounts Payable / Contracting Officer Representative
vemment Plaza . . o o o
Wiingion DC 20001 E The invoice should clearly break down all units invoiced,
corresponding unit prices, and total calculation.
Description qQry s Unit Price Amount
Description 1
£100 £ 100,00
— . [l]J Attach delivery confirmations, acceptance records, or other
S150 s 450.00 proof of completed services, as required by the contract.
Description 1 e . 5000

Remittance Information

Pay To: [Your Company Name, LLC]
Bank Name: Example Bank
Routing Number: 200{{123456
Account Number: 20007890
Payment Terms: Net 30



Labor Hour Contract Invoicing Requirements Srge

Cleanup Company

5 Subcontractor shall provide to Buyer timecards for its hourly employees and the hourly employees of sub-tier
W=y subcontractors. Subcontractor shall provide the subcontract and sub tier timecards with every request for payment of the
subcontractor costs to the subcontractors

The timecards must reflect actual hours worked.

The timecards must be signed by the employee and certified by the employee’s supervisor prior to Subcontractor

[
@2 providing them to Buyer.

1[_) Subcontractor shall, at least once every three (3) years, conduct a labor audit of cost reimbursable lower-tier
subcontractors and sub tiers.

m The audit shall be conducted to either Institute of Internal Auditors standards (if conducted internally) or generally
accepted government accounting standards (GAGAS) (if conducted externally), unmodified.



Labor hour (LH) 7= Yy

Cleanup Company

[Your Company Name, LLC] Contract Information
[Your Company Name, LLC] Contract Information 123 Business Park Drive Contract Type: Labor howr
123 Business Park Drive Contract Type: Labor hour Seattle, WA 98101 Project title: Venting ERDF Air Monitoring
Seattle, WA 98101 Project title: Venting ERDF Air Monitoring Phone: (555) 123-4567 Total Contract Value: $45,414.60
Phone: (555) 123-4567 Total Contract Value: $45,414.60 Email: hilling@yourcompany.com Contract Number: 123456 Release: 01
Email: hilling@yourcompany.com Contract Number: 123456 Release: 01 DUNS / UEL [Optional] Invoice Number 001

DUNS // UEL: [Optional] I oice Number 001 Period of performance: 02/02/2026-02/26/2026

Period of performance: 02/02/2026-02/26/2026
Bill To:

[Client / Agency Name]
Attn: Accounts Payable / Contracting Officer Representative
456 Government Plaza
Washington, DC20001

Bill To:

[Client / Agency Name]

Attn: Accounts Payable / Contracting Officer Representative
456 Government Flaza

Washington, DC 20001

INVOICE
Diescription Amount
INVOICGE
Description Amount Task: Labor
Total Amount Due this Inveice: g 278.33 Date Hours: Rate:
LABOR Smith, Jane 107172025 0.5 18555 892,78
Total Amount Invoiced to Date: g 21,616.81 LABOR Smith, Jane 10/9/2025 1 185.55 185.55
Total for Smith, Jane 15 % 27833
Total Labor 15 Totalfor Labor & 27833
Totalfor Task: § 278.33
Total Amount Due for this Invoice: § 278.33
Remittance Information
Pay To: [ Your Company Name, LLC]
Bank Name: Example Bank
Routing Number: 2000{123456 Remitt Inf .
Account Number: XXXX7890 i i emittance tntormation
Timecards included ey To: [Your Company Name, LLC]
Payment T ¢ Net 30 Bank Name: Example Bank
to support costs Routing Number: XI00123456

Account Number: X000(7890
Payment Terms: Net 30




CPCCo

Labor Hour Timecard Example =) e,

Status: LOCKED

Smith, Jare (8/27/2025 - 10/3/2025) - Hourly Thiz timesheet has been adjusted

PROJECT PAY SAT SUN MON TUE WED THU FRI
PROJECTITASK LABOR CATEGORY LOCATION TOTALS
TYPE CODEZ 2 3 M 1z 3 B FOR ROLE PROJECT STATUS COMNENTS
I ™ s I - WEROWS BT 5 ooty
] hdjssmens) Srith
I ™ e - = - CNPETED G203 o
| (Aditstments)
I B I
. - . ‘Washington EILLAELE RT 0.50 0.50
203 162&3:;15.30413MT GO413MT - ERDF Air Monitoring Plan Technical Support - PROJECTITASK LABOR LOCATION PROJECT PAY  SAT SUN MON TUE WED THLLERI TOTALS
Technical — CATEGORY TPE CODE4 5 6 7 & 9§ 10
— 203 GU3-Y25-GOH13MT GO418MT - ERDF A Monioing Pan Techicd
_— ™ s mE = S
TOTALS: 3.60 2.00 2.00 450 12.00 Pﬂﬂﬂ\pﬁl
1. LABOR Technical {Washington EILLABLE RT 100
100
Approval History CCI'ISLﬂﬂI'ﬂ
BY FOR ROLE PROJECT STATUS COMMENTS
Jane Smith - Timesheet User INUSE 10/1/2025 8:20 FM BY FDH RDLE FROJECT STﬁTUS CGMMENTS
Jane Smith - Timesheet Usar SUBMITTED 10/1/2025 8:32 PM  Time card signed by
Jane Smith Jane Smith - Timeshest User INUSE 1082025 10:44 &AM
John Smith - Managar APPROVING 10/2/2025 0:02 AM  Approved by John B X X X
Smith Jane Smith - Timechest User SUBMITTED 10102025521 PM  Tims card signed by
- - - COMPLETED 10272025 9:02 AM i
LOCKED 10272025 9:02 AM JEHE Smlm
]m Smith - ;mme[ User NUSE {0B2025 10:45 AN John Smith - Project Approver 203 G203-Y25-GO418MT GO41BMT - ERDF Air Monitaring Plan Technical Suppart APPROVING 10702025 5:35 PM - Approved by John
(Adjustments) Smith
Jans Smith - Timasheet Usar SUBMITTED 10/872025 10:52 AM  Tims card signed by
(Adjustments) Jane Smith
John Smith - Project Approver 203 G203-Y25-G0418MT GO418MT - ERDF Air Monitering Plan Technical Support APPROVING 10372025 11:14 AM  Approved by John ; | .
{Adjustments) Smith | certfy that the tme recorded herein is frue, accurate and complete fo fhe best of my knowledge.



Time and Material CPCCo

Cleanup Company

General Requirements

Include the subcontractor’s name, invoice number, and subcontract or release number
*Provide the contractor’s point of contact with name and phone number

*Specify the invoice date

Indicate the billing period covered

-State the total amount due for the current billing period (distinct from cumulative totals)
*Provide a cost summary detailing all cost components

*Report cumulative amounts ("invoiced to date") for each cost element

-List sales tax as a separate line item unless exempt; credit card statements are not acceptable as
supporting documentation

Include sufficient detail outlining the work performed for each period

Labor

*Billable direct labor hours should be multiplied by the contractually agreed fully burdened hourly rate
*Hourly rates must encompass wages, overhead, G&A, and profit

*Maintain a timekeeping system for all staff, including lower tiers, with documentation by project or job
number, employee name, work date, daily hours, and totals

*Timecards must be signed and certified by both the employee and supervisor




Time and Material continued... CPCCo

Cleanup Company

Materials & Other Direct Costs (ODCs):

 Provide detailed receipts for all material and ODC expenses (credit card statements are not
acceptable).

« Materials must comply with FAR 31.2 standards, being allowable, allocable, and reasonable.

* Include a detailed list of ODCs that aligns with the subcontract’'s compensation schedule, supported
by relevant documentation such as vendor invoices, delivery receipts, or travel records.

« Materials handling and G&A rates may only be charged in accordance with your accounting policies
and federal regulations.

Travel (If Billable):
 Obtain prior approval from the buyer for all travel expenses.

« Submit receipts and supporting documents in accordance with Federal Travel Regulation and
contract requirements, except for meal receipts.



[Your Compamyr Kame, LLG
23 Business Park Drive
Searte, WATELDL
Phone: [555) 1234567
Email bill ngEyvourcompany.oom
DUNE [ UH: [Optional]

Bill Tux:

Client, Agency Mames]
Artne Accounts Fayable / Contracing (Miicer Bz presentative
456 Covermment Flaza

-

Washington, DC 2HH)

Labor (harges

Femitzmnee Inlormation

Pay Tor [Your Company Name, LLC]
Bank Nams Example Bank
Routing Number- JI00{123456
Arcount Number: X00007ES0
Payment Terms: Net 30

Labor Categ onr

Hours

Hourdy

Notes

Program Manager

EL5000

March support

SEIVIDES
Invice
Financizl Amalyst B0 31000 388000 eonciition and

awdit support

Comtract Specialist 32| F2L00| $4.00004
Materials f Dther Direct Cos s [DDCs)

Dezcription Or Unit Cost | Amount
Printing / Feproduction 1| FLoH FL504:)

Ehipping / Delivery

=

B0

50D

lnvoice Summsry

Dezcription
Total Labor Charges

A oumnt
318 80000

Total Materigls / 0DCs

CurrentInvoie Amount

Lezs Previous Invoies

Total Biled to Date (Inchuding This horoics)

Femaining Contra ot Balane

21386000

Certilictim / Noles

I certifir that the labor hours, ma®nials, and otherdire ot costs hilled m this nvie ver inorred n performance of Contrad Ne. ABC123-TM-

Submitte d By

Jame Smith

Contracts & Billing Mama ger
[Tour Company Name, LLO

Futhorized §ignature
Date: Mardh 26, 202

Comtract
dministration
SUppOTt

INVDICE

Invoice Number INV-TM-2025-001

Invoice Date March 26, 202

Contract Mumber- ABC123-TM-2026

Task Order / PO Number T 02 (if applicatie)
Pericd of Ferformanece March 1, 2026- Mardh 31, 202

Cosnbract Dnlorme tion
Comtract Type Time &M aterials [T&M)

Ceiling Comtract Value 5300, 00000
Invoice Type Monthly Laborand Materials Invoice

& and are accurate, allowable, and inaccordance with contract terms

Time and Material
Invoice Example



Reasons for Rejection of Invoices Srge

Cleanup Company

Incorrect format or missing supporting documentation
Sales tax not properly listed

Inconsistencies or errors in timekeeping

Freight charges or ODCs not adequately documented

12



CPCCo

Rejected Invoice - FFP

Cleanup Company

[Your Company Mame, LLC] Bill To:

123 Business Park Drive [Client [ Agency Mame]

Seattle, WA 58101 Attn: Accounts Payable [ Contracting Officer Representative
Phene: (555) 1234567 456 Govermment Plaza

Email. biling@yourcompany.com Washingron, DC 20001 Milestone incorreCtIy
DUNS fUH: [Opticnal] .
applied.

Contract Information Remittan ce Information
Contract Ty pe: Firm-Fized-Price (FFF] Pay To: [Your Company Mame, LLC]
Total Contract Value: $§250,000.00 Bank Mame: Example Bank
Contract Number: 125456 Release: 01 Routing Number: X001 23456

I oice Number 001 Account Number: X7 E50
Peried of performance: 02/02/2026- 02/26/2026 Payment Terms: Net 30

Desoription of Services [ Deliverables

Description Unit Price Amount

Milestone 1: Project mockup - March 2025 $25,000.00 $20,000.00

Milestone 2: Monthly Status Report

cubmited $25.000.00 $0.00
Milestone 3: Contract Suppoert Services

Completed oW $25000.00 $0.00
Description Amount

Current Invoice Amount £25.000.00

Less Previous Imvoices £50.000.00

Total Billed to Date [Including This [toroice] $75.000.00

F.emaining Contract Balance £175.000.00

Certification / Notes
I certify that the services described above were performed in accordance with the terms and conditions of Contract No. ABC123-FFP-2026 and that the amount invoiced is accurate and due

Submitted By:

Jane Smith

Contracts & Billing Manager
[Your Company Mame, LLC]

Authorized Signature:
Date: March 26, 2026




[Your Company Name, LLC] Contract Information
123 Business Park Drive Contract Type: Labor hour cpcco
Seattle, WA 98101 Project title: Venting ERDF Air Monitoring

Central Plateau
Phone: (555) 123-4567 Total Contract Value: $45,414.60 _ Cleanup Company

Email: billing@yourcompany.com Contract Number: 123456 Release: 01
DUNS / UEL [Optional] Invoice Number 001
Period of performance: 02/02/2026-02/26/2026

Bill To:

[Client / Agency Name]

Attn: Accounts Payable / Contracting Officer Representative
456 Govemnment Plaza

Washington, DC 20001

INVOICE
Description
Task: Labor
Date Hours: Rate:
LABOR Smith, Jane 10712025 0.5 185.55 92,78
LABOR Smith, Jane 10792025 1 185.55 1B5.55
Total for Smith, Jane 1.5 & 27833
Total Labor 1.5 Totalfor Labor § 278.33
Total for Task: & 27833
Tax 8.8% § 2500

Total Amount Due for this Invoice:

Remittance Information

Pay To: [Your Company Name, LLC)
Bank Name: Example Bank
Routing Number: 3300{123456
Account Number: 3300{7890
Payment Terms: Net 30




Rejected T&M Invoice - Shigee

Cleanup Company

Bill Tix: Contract Inlorme lon

[Clisnt, Agencyr Nams] Comfract Typse Tme & Materials(T&M])
At Amounts Payable ¢ Contra ating Officer Bz presentative Ceiling Contraet Value $300,00000
456 Goremment Plaza Invoice Type Monthly Labora nd Materials Invoics
Washington, DC 20001

Labor tharges
Labor Categ ony Hours

Hourlr

Rat Amocunt |Notes

March support
Frogram Manager 40( $15000| 3500000 servipes

Fmanciz] snalyst g0 $1000| sEE0000 ﬂgTiMmam * NOt mathemat|ca||y
i correct
Comntract

Comtract Specialist 10 $12500( $3.000.00administration o S|gned timecards
.. | FUppOL Time cards missing & or

nat signed by Employes were missing

Materials /| Other Divect Costs [DDO) & Supervisor.

Diezcription Or Unit ot | Amount

Printing / Re production $15000] $15000
Shippine / Deliery TE500| 38500

=

[

Invoice Summsry
Dezcription Amount

Total Labor Charges 1880000
Total Materigls / ODCs 23500
CurentInvoie Amoun $19.03500
Lezz Previous Imnies 57 LOG I
Total Billed to Date (Induding This nvoics) 75, 14000
Femazining Contrect Balane $223.86000

Certiliction / Noles
I pertifir that the labor hours, ma®rials, and othe rdire cteosts billed on this nvoie wer inored n perfomance of Contme Noo ABCL23-TH-2026 and are aceurate, allowable,and inamomdance with contract terms





