NOTIFICATION OF IMPROPER INVOICE

The Prompt Payment Act (Public Law 97-122 enacted May 21, 1982 and amended by Public Law 100-496 enacted October 17, 1988) requires all Federal executive branch agencies to review invoices received to determine if each invoice meets the criteria of a proper invoice.  Invoice No.______________________ (attached) received from your company is being returned to you because it failed to meet the criteria of a proper invoice for following reason(s):

1. _______  No name of contractor.

2. _______ No invoice date.

3. _______ No contract number, purchase order number, or other authorization for purchase.

4. _______ No description, price, and quantity of goods or services delivered.

5. _______ No invoice number/account number.

6. _______ No shipping and/or payment terms.

7. _______ No Taxpayer Identification Number (TIN).

8. _______ No banking information - American Banking Association number and account number.

*Please complete the attached banking form and return with your original invoice.

9. _______ The services/goods cited are outside of the period of performance.

10. ______ The services/goods have not been received, and the authorizing document does not               allow payment in advance of receipt.


11. ______ The contract number, purchase order number, or other authorization number 


referenced is not valid.

12. ______ Rejected by the approving official.  Please see attached backup.

13. ______ Other ____________________________________________________

Please make the necessary corrections and resubmit your invoice to the following address:

U.S. Department of Energy

Oak Ridge Operations Office

Oak Ridge Financial Service Center

Post Office Box _______

Oak Ridge, Tennessee 37831

Please call me at (865) 576-1697 or e-mail me at vinyardlm@oro.doe.gov with any questions.

_______________

Lynda Vinyard








Date

