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Firm-Fixed Price (FFP)

Firm-Fixed Unit (FFU)

Labor Hour (LH)

Time & Material (T&M) 

2

Contract Types 
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General Requirements for All Contract Types

• 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.



Firm Fixed Price 
(FFP)
• FFP contracts do not allow for 

invoicing costs as incurred. 
• Only the price for completed 

work/deliverables as per 
contract schedule is invoiced. 

• If the contract specifies 
payment milestones, refer 
directly to those milestones 
when invoicing insuring 
language is verbatim to the 
contract milestone payment.

4
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Firm Fixed Unit - FFU 

FFU contracts do not invoice for actual costs incurred, only 
for quantities delivered at the agreed unit price.

The invoice should clearly break down all units invoiced, 
corresponding unit prices, and total calculation.

Attach delivery confirmations, acceptance records, or other 
proof of completed services, as required by the contract.



Subcontractor shall provide to Buyer timecards for its hourly employees and the hourly employees of sub-tier 
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 
providing them to Buyer. 

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

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. 

6

Labor Hour Contract Invoicing Requirements
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Labor hour (LH)

Timecards included 
to support costs 
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Labor Hour Timecard Example



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

9

Time and Material 



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.

10

Time and Material continued…



Time and Material 
Invoice Example

11
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Reasons for Rejection of Invoices

Incorrect format or missing supporting documentation

Sales tax not properly listed

Inconsistencies or errors in timekeeping

Freight charges or ODCs not adequately documented
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Rejected Invoice - FFP

Milestone incorrectly 
applied. 
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Rejected invoice LH
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Rejected T&M Invoice - 

• Not mathematically 
correct

• Signed timecards 
were missing 




