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CHAPTER 3. RESPONSI BI LI TI ES

3-1 HUD conponent organi zations and the actions for which they are
responsi bl e are descri bed bel ow.

A.  The Procuring Ofice is responsible for

1. Including on contracts as appropriate:

a. Paynent due date(s)

b. Partial paynent due dates for partial executions of
deliveries of accepted goods or services. This
i ncludes partial paynents authorized for periodic
deliveries of accepted goods or services under supply
and service contracts.

c. A waiver of the Pronmpt Paynent Act exclusions if
required.

d. For construction contracts, partial paynent in |lieu of
progress paynents for delivery and acceptance of
conpl et ed phases, increments, or segnents of the
proj ect.

e. A stated acceptance period follow ng delivery
beginning with the date of delivery and ending on a
preci sely determ nabl e date on which the property or
services are to be accepted or rejected.

Al ternatively, constructive acceptance terns nay be
used in the contract when the conditions are
appl i cabl e.

f. Conplete mailing address (and the nane, title, and
t el ephone nunber of the responsible official, if
appl i cable) of the Governnent's designated billing
office and of the contractor's office to which
paynents are to be sent.

g. The requirenent that all invoices submtted to HUD
under the contract nmust not, in total, exceed the
anounts obligated under the contract or purchase order
and nust i ncl ude:

(1). Nanme and official address of the contractor
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(2) Invoice date.

(3) Contract or purchase order nunber or other
aut hori zation for delivery of goods or services.
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(4) Description, price, service dates, and quantity of
goods, and/or services actually delivered or
render ed.

(5) Shipping and paynment terns (including pronpt
paynent and/or services actually delivered or
rendered.)

(6) Oher substantiating docunentation or information
as required by the contract.

(7) Conplete mailing address to which paynment(s) are to
be sent.

(8) Nane, title, and tel ephone nunber of a responsible
official who may be contacted regardi ng the invoice
or the deliverables should there be a problem

(An invoice | acking one or nore of the requirenents
|isted above will be returned for replacenent or
correction and the clock for paynent due date will not
start until a corrected or replacenent invoice is
received.)

2. In Headquarters (OPC), resolving invoice discrepancies,
as foll ows:

a. Review ng any questioned invoice forwarded by the
desi gnat ed approving office and determ ni ng whet her
the invoice should be:

(1) Paid as submtted;
(2) Modified and paid; or
(3) Returned unpaid to the contractor

b. Once this determnation has been nmade, annotating

the invoice with the appropriate instructions and

returning it to the accounting office for action
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c. Advising the designated approving office of the
determ nati on which was made

B. The Receiving Ofice is responsible for

1

Ensuring that all of the information required by this
handbook i s shown on the receiving report, particularly
the receipt date of the goods or services. Receiving
reports (as defined on page 1-4) nust provide the
followi ng information:



a. The contract, purchase order or other authorization
nunber .

b. Description of the product or service.
c. Quantities received if applicable .
d. Date(s) property or service delivered and accepted.

e. Sighature, printed nane and title, and tel ephone
nunber of the receiving official

I ndi cating receipt of the deliverables by signing and
dating the receiving report. Delivery to a receiving
facility does not constitute HUD acceptance in cases where
the requesting office nust approve or inspect the

del i verabl es.

Forwar di ng the signed receiving reports to the designated
approving office or designated billing office. Receiving
reports should be sent to the accounting office with the
invoice if the receiving office is also the designated
approving of fice.

(NOTE: I n Headquarters the Form HUD-27045 is used in lieu
of receiving reports.)

C. The Accounting Ofice is responsible for

1. Date-stanping the invoice with the date received in the
accounting office.

2. Examining the invoice to determne, to the extent
possi bl e, whether it neets the criteria for a proper
i nvoice, as set forth in subparagraph 3-1 A l.g.

3. Determ ni ng whether approval of the invoice is required.
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4. |If the invoice appears to be a proper invoice and

sufficient obligated funds are or will be available to pay
the full amount of the invoice:

a. |f approval is required, forwarding the invoice to the
desi gnated approving office in accordance with the
timefranme specified in Appendices 1, 2, 3, or 4.

(NOTE: If a pronpt paynent discount is available, the
i nvoi ce should be identified for expedited handling
(stamped "EXPEDI TE" in red).)

b. If approval is not required or after an approved
invoice is returned by the designated approving
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office, determning the due date and scheduling the
i nvoice for paynent no earlier than 7 days before the
due date and no later than the due date.

5. If the invoice is determ ned by either the accounting
of fice or the designated approving office to be inproper
return the invoice with a witten explanation to the
contractor within 7 days of the receipt of invoice date,
or as soon thereafter as practicable. (NOTE If the
invoice is returned to the contractor within the initia
7-day period, the accounting office will have a full 30
days to pay without interest penalty a corrected or
repl acenent invoi ce subsequently subnitted by the
contractor. )

6. Returning the invoice to the contractor with witten
notification if the procuring office determnes, in
resol ving di screpancies, that the invoice is not
payabl e.

7. Ensuring that discounts are taken where appropriate, and
expedi ting paynents that are |ate.

8. Calculating and paying any interest penalty due w thout
bei ng requested to do so by the contractor

9. Retaining docunent files and preparing reports as
i ndi cated in this handbook

D. The Billing Ofice (if different fromthe accounting office)

is responsible for:

1. Date-stamping the invoice with the date received in the
billing of fice.
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Exam ning the invoice to deternmine, to the extent
possi bl e, whether it nmeets the criteria for a proper
i nvoi ce, as set forth in subparagraph 3-1 A l.g.

E. The Designated Approving Ofice is responsible for

1

Verifying the vendor/contractor nane and address, purchase
order or contract number, and invoice date on an invoice
forwarded by the accounting office.

Exam ning the invoice to determine whether it should be
approved for paynment. |n order to be payable, an invoice
must meet all of the follow ng conditions:

a. The invoice nmust be a proper invoice (i.e., it nust
meet all of the criteria specified in subparagraph
3-1 Al.g.



b. Al of the goods and services being billed nust have
been recei ved and accepted by the Government. (NOTE:
I n Headquarters, the designated approving office may
not approve partial paynent of the invoice; this
authority is reserved for the procuring office.)

c. The description of the goods or services delivered or
rendered, quantity, price, service dates, shipping and
paynment terns, and other substantiating docunmentation
or information required by the contract or purchase
order nust be conplete and accurate.

d. The invoice nmust be arithmetically accurate and the
total anmount of the invoice nust be correct.

e. None of the goods and/or services billed on the
i nvoi ce may have been previously invoiced and paid.

f. The invoice nmust conply with all other ternms of the
contract or purchase order, if any.

If the invoice fails to neet all of the criteria for a
proper invoice, as set forth in subparagraph 3-1 Al.g,
annotating the invoice with an explanation and returning
it to the accounting office in accordance with the
timefranme specified in Appendices 1, 2, 3, or 4.
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4. If the invoice fails to meet the other criteria necessary
for it to be approved for paynent, as set forth in
subparagraph 3-1, E. 2. b-e:

a. Notifying the contractor of the discrepancy. (NOTE
Notification to the contractor should be made no | ater
than the 7th day after the receipt of invoice date, or
as soon thereafter as possible. Notification to the
contractor stops the 30-day paynent clock. The clock
wi Il be resumed when the discrepancy is resolved.)

b. Annotating the invoice or Form HUD- 27045 with an
expl anation of the discrepancy to the contractor

c. Advising the accounting office of the discrepancy.

d. Forwarding the invoice to the appropriate office with
responsibility for resolving discrepancies, in
accordance with the tinefrane specified in Appendices
1, 2, 3, or 4.

5. If the invoice is approved for paynent:

a. Annotating the invoice or Form HUD- 27045 to show the



approval date and the signature of the approving
of ficial

b. Attaching the receiving report annotated with the date
of receipt and acceptance of the goods or services
bei ng i nvoi ced.

c. Returning the invoice to the accounting office for
paynment within the timeframe specified in Appendi ces
1, 2, 3, or 4.

6. In the case of Field Ofice enpl oyees who certify invoices
for paynment prior to submission to the accounting office:

a. Notifying the contractor of an inproper invoice or
ot her discrepancy within 7 cal endar days of receipt of
the invoice, or as soon as possible thereafter as
practi cabl e.

b. Transnitting the invoice to the accounting office
within 48 hours of its receipt fromthe designated
billing office.
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c. Mintaining records (logs) of the receipt and
transm ssion of the invoices or vouchers to the
accounting office.
7. If the due date is |l ess than 10 cal endar days fromthe

current date, identifying for expedited handling (stanp
"EXPEDI TE" in red) invoices or other paynent documents
which are sent to the accounting office for paynent.

(For nmore detailed instructions, see Appendices 1, 2, 3,
or 4.)

F. The Ofice of the Inspector General (O G is responsible for
periodically review ng invoice processing by responsible HUD
organi zations to evaluate HUD s conpliance with this
handbook.

1

Adm ni strative Considerations

I nvoi ces received by the designated billing office will be
stanped or otherwi se annotated with the date received in
that office. The date of the invoice shall be used as the
invoice receipt date if the invoice is not annotated with
the actual invoice receipt date. Notice of apparent

error, defect, or inpropriety in an invoice will be given
to the contractor within 7 cal endar days of receipt of an
i nvoi ce. \Where appropriate, contracts should provide for
paynent of multiple invoices for nultiple deliveries
during the sane contract perfornmance period with one



paynent .

Contractors should send Headquarters invoices to the
address cited in Appendi x 1 (except for FHA invoices which
shoul d be sent to the address cited in Appendix 3). Al
Field Ofice invoices should be sent to the address cited
in Appendix 2. Al "FHA" invoices should be sent to the
appropriate Field Ofice or other designated billing
office as stated in Appendix 3, and GNMA invoices sent to
the address cited in Appendix 4. After receipt of

i nvoi ces by these offices, the invoice(s) will be sent to
the proper office for further processing.

The accounting offices will be responsible for assuring
timely paynments and the paynment of interest penalties
wher e required.

HUD is required to establish effective internal controls
over the paynment process in conformty with OVMB Circul ar
A-123, "Internal Controls."
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OFA and OPC shall provide a regular schedule of training as
follows: Annual retraining; training for new staff; and interim
training, as necessary, based on monitoring and input for
clients.

The tineliness standards are neasured in cal endar days unl ess
ot herw se specified.

HUD contractors who act as paying agents on behal f of the
Department must foll ow the policies of this handbook regarding
pronpt paynent and interest penalties. HUD conponent

organi zations that nmanage such contracts must ensure these
contracts are nodified to conformto the requirenents of this
handbook.

Supervi sors of enpl oyees who cause interest penalties to be
incurred shall ensure that proper guidance and supervision is
provided to avoid future interest penalties being caused.

HUD conponent organi zati ons responsi bl e for processing receiving
reports, bills of lading, inspection reports, invoices or other
docunents incidental to the purchase, delivery and paynent for
goods and services, shall establish appropriate controls and
procedures to ensure conpliance with the requirements of this
handbook.

Inquiries regarding this handbook may be directed to the Policy

Devel opment and conpl i ance Enforcenent Division, 451 Seventh

Street, SW Washi ngton, DC 20410, Tel ephone Number

(202) 708-0831. *x
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