USAC – S&L PROGRAM

ATTACHMENT E4: INVOICE PROCESSING

USAC – S&L PROGRAM

INVOICE PROCESSING (Continued)

Describe the process for paying invoices related to the E-rate program.  Include responses to the following questions in your process description:
· Who is involved in handling invoices?

· How are invoices identified for which E-rate discounts will be received?

· What process assures the invoices are for services rendered or assets received?

· What process identifies ineligible services in E-rate related invoices (e.g. phones under the control of the beneficiary; internet services used only by the beneficiary)?

· What comparison is made of invoices to purchase orders or contracts prior to payment?

· How does processing of E-rate program related invoices differ from non-E-rate program invoices?

· What process, and who, determines the treatment of the invoices and processing to USAC using Forms 472 (BEAR) or 474 (SPI)?

· Who approves payment of invoices?

· What process ensures invoices are paid timely?  What period is considered 'timely'?

· If Forms 472 are used, what process exists for monitoring payments due from the vendor?

· If Forms 474 are used, what process exists for determining or validating the non-discount portion of the vendor invoice?

· How is the USAC Quarterly Disbursement Report used in the invoice processing process, if at all?
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