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 SUBMISSION OF INVOICES AND BACKUP DOCUMENTATION


The Vendor {Contractor} will be required to submit paper invoices.  Vendors {Contractors} may be required to submit hard copies of all applicable paperwork to the SCM for review and approval. 

Because NJSTART is a new system, invoice requirements and processing may change during the term of the Blanket P.O. {Contract}. Such changes will be conveyed to the Vendor {Contractor} in writing by DEP’s Contract/Financial Services Element only.    

The Vendor {Contractor} shall follow the general requirements noted below, or payment requests will be rejected.   

1.	The Vendor {Contractor} has the sole responsibility to ensure that the invoice submitted to DEP for approval is the correct invoice for that Requisition Release {Purchase Order} and that all information is complete. 

2.	The Vendor {Contractor} shall not cross out invoice numbers, fund numbers or account numbers and handwrite alternate information.  

3.	NJDEP will not correct any information submitted by the Vendor {Contractor} on an invoice.  All corrections must be completed by the Vendor {Contractor}.

4.	Cross outs by Vendor {Contractor} staff, other than those not allowed in item #2 above, must be dated and initialed by the Vendor’s {Contractor’s} staff. 

5.	For each Requisition Release {Purchase Order} the Vendor {Contractor} may submit multiple Invoices to the State. 

6.	The person who prepared the invoice must sign and date the invoice. The date should reflect the date he/she completed the documentation. 

7.	Do not submit a copy of the Requisition Release {Purchase Order} or any of the instructions that accompanied the Requisition Release {Purchase Order} or invoice. 

8.	Failure of the Vendor {Contractor} to submit acceptable and complete invoices and or revisions (if required), shall affect the Prompt Payment time frame on that invoice. If the invoice Prompt Payment time frame is stopped, upon receipt of the revised invoice, a new Prompt Payment time frame will be initiated.




