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The following invoice requirements apply to all vendors and subrecipient agreement
holders and are designed to ensure timely, accurate payment in compliance with NPETE
policies and applicable IRS, Federal, and State of Maine requirements.

1. GENERAL INVOICE REQUIREMENTS

e Invoices must reference the NPETE Agreement number.

e Allinvoices must be submitted on stamped or printed letterhead. If letterhead is not
available, the vendor's signature is required.

e Each invoice must include the invoice date and the dates covering the scope of work
performed.

e Invoices must be fully itemized, showing description, dates, time frames, and total
amount as outlined in the Agreement. Contact the NPETE office if there are any
discrepancies; NPETE may amend the Agreement if necessary.

e The invoice must clearly identify to whom the check is to be made payable. The vendor
name and remittance address must match the information on the Agreement. If either
has changed, contact the NPETE office before submitting.

e Allinvoices are for Agreement purposes only. Travel expenses must be invoiced
separately unless the Agreement expressly provides otherwise. Travel expenses
included in your Agreement must include itemized backup documentation.

o Tax charges (if applicable) must appear as a separate line item and may not be
embedded in the price of goods or services.

e Accounts Payable will pay according to the issued Agreement and will short-pay the
invoice if necessary.

e Final invoices must be received no later than 30 days after the Agreement end date to be
processed.

e Invoices must be accompanied by all required backup documentation and a written
report, unless the report was submitted separately.

o Electronic invoices: PDF invoices submitted to NPETE are accepted and treated as
originals. Invoices submitted by other electronic means should be confirmed with the
NPETE office in advance.



2. PAYMENT TERMS

o NPETE starts the payment clock on the date an accurate, complete invoice—including
all required documentation—is received. Payment will be processed within 30 days of
that date, unless otherwise specified in the Agreement.

e [f asubmitted invoice contains errors or is missing required documentation, the
payment clock does not begin until a corrected invoice and all supporting materials are
received.

e Any dispute with an invoice must be communicated to NPETE in writing.

3. TAX REQUIREMENTS & IRS COMPLIANCE

e W-9 Requirement (US Vendors/Recipients): A valid, completed IRS Form W-9 must
be on file with NPETE before any payment will be processed. Invoices received without
a W-9 on file will be held pending receipt. The payment clock does not begin until both
an accurate invoice and a valid W-9 are on file.

e 1099 Reporting: Check recipients whose total payments from NPETE equal or exceed
$2,000 in a calendar year will be subject to IRS Form 1099-NEC or 1099-MISC reporting,
as applicable.

o Backup Withholding: If a vendor fails to provide a valid Taxpayer Identification
Number (TIN) or IRS Form W-9, NPETE is required by law to withhold 24% of each
payment as backup withholding and remit it to the IRS. Payments subject to backup
withholding will be issued net of the withheld amount.

e Non-US Vendors: Non-US vendors must submit the appropriate IRS W-8 series form
prior to payment (W-8BEN for foreign individuals; W-8BEN-E for foreign entities; or
other applicable form as determined by NPETE). NPETE may be required to withhold
30% federal tax on payments to foreign vendors who do not provide a valid W-8 form.

4. SUBRECIPIENT-SPECIFIC REQUIREMENTS

This section applies to subrecipient agreement holders receiving funds under a federally
funded NPETE award. NPETE, as a pass-through entity, is subject to 2 CFR Part 200
(Uniform Guidance).

e Vendor vs. Subrecipient Distinction: NPETE distinguishes between
vendors/contractors (procurement relationships) and subrecipients (federal financial
assistance relationships) per 2 CFR § 200.331. Subrecipients are subject to additional
monitoring, reporting, and audit requirements as specified in their subaward
agreement. This invoice policy applies to both categories; subrecipients must also
comply with all applicable subaward terms.

o Federal Award Identification: Subrecipient invoices must include the Federal Award
Identification Number (FAIN), Assistance Listings number (formerly CFDA number),
and the name of the Federal awarding agency as reflected in the subaward agreement.
This information is required for federal reporting and audit purposes per 2 CFR §
200.332.



Cost Allowability: All costs invoiced under a federally funded Agreement must be
allowable, allocable, and reasonable as defined by 2 CFR Part 200 Subpart E. NPETE
reserves the right to disallow costs that do not meet these standards.

Record Retention: Vendors and subrecipients receiving funds under federally funded
agreements must retain all financial records, invoices, and supporting documentation
for a minimum of three (3) years from the date NPETE submits its final expenditure
report to the Federal awarding agency, or as otherwise required by the subaward
agreement. NPETE and authorized Federal auditors may request access to these records
during the retention period (2 CFR § 200.334).

Single Audit: Subrecipients that expend $1,000,000 or more in Federal awards during
their fiscal year must arrange for a Single Audit in accordance with 2 CFR Part 200
Subpart F, and must provide NPETE with a copy of the completed audit report within 30
days of issuance.

5. UNALLOWABLE COSTS (NIEHS-FUNDED AGREEMENTS)

The following costs may not be invoiced under any NIEHS-funded Agreement. NPETE will
disallow and short-pay any invoice line item in these categories, regardless of when or why
the cost was incurred.

Fleet/institution-furnished vehicles for personal use (2 CFR § 200.431)
Alcoholic beverages (2 CFR § 200.423)

Entertainment costs — amusement, diversion, social activities, bar charges, or tips (2
CFR § 200.438)

Lobbying costs — any attempt to influence legislation or federal officials (2 CFR §
200.450)

Fundraising costs — endowment drives, solicitation of gifts, or capital campaigns (2
CFR § 200.442)

Goods or services for personal use (2 CFR § 200.445)

Memberships in civic, country club, social, or dining organizations (2 CFR §
200.454)

Contributions and donations made using award funds (2 CFR § 200.434)

Fines and penalties arising from violations of federal, state, or local law (2 CFR §
200.441)

Interest on borrowed capital (2 CFR § 200.449)

Airfare above lowest available commercial discount/coach fare (NIH GPS § 7.9)
Pre-award costs — costs incurred before the Agreement start date without prior
written approval (2 CFR § 200.458)

Bad debts (2 CFR § 200.426)

6. GENERAL COMPLIANCE

Invoice Certification: By submitting an invoice, the vendor or subrecipient certifies
that: (1) all information on the invoice is accurate and complete; (2) all costs are
allowable, allocable, and reasonable; (3) the goods or services described have been



delivered or performed; and (4) all required backup documentation is attached or has
been separately submitted.

Debarment & Suspension: Prior to payment under any federally funded Agreement,
NPETE verifies that the vendor or subrecipient does not appear on the federal System
for Award Management (SAM.gov) exclusions list. Vendors may be required to certify
their non-debarment status as a condition of payment (2 CFR Part 180).

Conflict of Interest: Vendors and subrecipients must disclose any real or apparent
conflict of interest with NPETE staff, board members, or their immediate family
members. Disclosure must be made in writing to the NPETE Executive Director prior to
contract execution or invoice submission (2 CFR § 200.318).

Questions? Please contact the NPETE office. | 584 Main Street, South Portland, ME 04106



