INVOICE GUIDELINES FOR UTEP SUBAWARDS

Subrecipients must send all invoices via email to the UTEP Pl and the UTEP Subcontracts Team at
subcontracts@utep.edu.

Every sub-agreement issued by UTEP reserves the right to reject an invoice. The right is also reserved on
all federally funded Subawards under 2 CFR 200.305.

When the invoice is being reviewed, the Subcontract team will evaluate the burn rate along with the
subrecipients performance in accordance with Scope of Work.

Invoices should be submitted no more than one invoice a month, but no less than quarterly.

No invoice will be accepted if submitted later than 60 days past the final project end date.

There is no required approval documentation format at UTEP, however there are a list of requirements

that invoices must include.

Invoicing Requirements:

¢ Invoice number

¢ Current and cumulative costs

¢ Subaward number

o Certification (as required in 2 CFR 200.415)

Sample certification for Subaward Invoices under a federal award:

“I certify to the best of my knowledge and belief that the report is true, complete, accurate, and
the expenditures, disbursements and cash receipts are for the purposes and objectives set forth in the
terms and conditions of the award. | am aware that any false, fictitious, or fraudulent information, or the
omission of any material fact, may subject me to criminal, civil, or administrative penalties for fraud,
false statements, false claims, or otherwise.”

Certification for Subaward Invoices under a non-federal award:

“By signing this report, | certify to the best of my knowledge and belief that the report is true,
complete and accurate, and the expenditures, disbursements and cash receipts are for the purposes and
objectives set forth in the terms and condition of the award.”

¢ No human or animal charges unless prior approval granted
e UTEP Pl approval
¢ Final invoice must be marked as such
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