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Section G - Contract Administration Data

G.1 DOE-G-1001 Billing Instructions
Contractors should submit vouchers electronically through the Oak Ridge Financial
Service Center's (ORFSC) Vendor Inquiry Payment Electronic Reporting System
(VIPERS). VIPERS allows vendors to submit vouchers, attach supporting documentation

and check the payment status of any voucher submitted to the DOE. Submitting
electronically provides benefits to vendors by:

* Reducing the cost of paper and postage

» Allowing supporting documentation to be attached and routed with the voucher to
program and approving officials

+ Immediately interfacing vouchers.to DOE’s accounting system saving several days of
mail and manual processing time

» Decreasing potential errors caused by manual input
» Facilitating the prompt payment of vouchers

To obtain access to and to use VIPERS, please visit the web page at
https://vipers.oro.doe.gov.

Detailed instructions on how to enroll and use the system are provided on the web page.
Please do not send a paper copy of a voucher that has been submitted electronically.

The voucher must include a statement of cost and supporting documentation for services
rendered. This statement should include, as a minimum, a breakout by cost or price

element and task order (if applicable) of all services actually provided by the Contractor,
both for the current billing period and cumulatively for the entire contract.

(1) Statement of Cost.

The following instructions are provided for use by the Contractor in the preparation and
submission of the Statement of Cost:

(1) Statement of Cost must be completed in accordance with the Contractor's cost
accounting system.

(i1) Costs claimed must be only those recorded costs authorized for billing by the payment
provisions of the contract.

(iii) Indirect costs claimed must reflect the rates approved for billing purposes by the
Contracting Officer.

(iv) The Direct Productive Labor Hours (DPLH) incurred during the current billing period
must be shown and the DPLH Summary completed, if applicable.
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(v) The total fee billed, retainage amount, and available fee must be shown.

(vi) If task orders or task assignments are issued under this contract, the Contractor must
prepare a Statement of Cost for each task order work assignment and a summary for the
total invoiced cost.

(2) Supporting Documentation.

Direct costs (e.g., labor, equipment, travel, supplies, etc.) claimed for reimbursement on
the Statement of Cost must be adequately supported. The level of detail provided must
clearly indicate where the funds were expended. For example, support for labor costs must
include the labor category (e.g., program manager, senior engineer, technician, etc.) the
hourly rate, the labor cost per category, and any claimed overtime; equipment costs must
be supported by a list of the equipment purchased, along with the item's cost; supporting
data for travel must include the destination of the trip, number and labor category of
travelers, transportation costs, per diem costs, and purpose of the trip; and supplies should
be categorized by the nature of the items (e.g., office, lab, computer, etc.) and the dollar
amount per category.

Any cost sharing or in-kind contributions incurred by the Contractor and/or third party
during the billing period must be included.

Indirect rates used for billings must be clearly indicated, as well as their basis of
application. When the cognizant Administrative Contracting Officer (ACO) or auditor
approves a change in the billing rates, include a copy of the approval.

CONTRACT ADMINISTRATION/CORRESPONDENCE

(a) The name and correspondence address of the Department of Energy (DOE)

Contracting Officer
(CO) is:

John Wiltshire, Contracting Officer
U.S. Department of Energy
Procurement Division

P.0. Box 550 - MSIN A7-80
Richland, WA 99352

Written communication shall make reference to the contract number and shall be mailed to
the Contract Specialist designated via separate correspondence to the above address.

(b) The name and correspondence address of the DOE Contracting Officer’s
Representative (COR) is:

Darius Slade, Contracting Officer Representative
U.S. Department of Energy

Site Services Division

P.O. Box 550 - MSIN A2-15
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Richland, WA 99352

Performance of the work under this contract shall be subject to the technical direction of
DOE CORC(s) in accordance with the Section H clause entitled, DEAR 952.242-70,
Technical Direction. Any change in any DOE COR may be made administratively by
letter from the CO consistent with Section H clause entitled, DEAR 952.242-70, Technical
Direction.

(c) The designated paying office for direct payment invoices under the contract is:
Direct Mail Address:

U.S. Department of Energy

Oak Ridge Financial Services Center
G-5

P.O. Box 4307

Oak Ridge, TN 37831

Express Courier Address:

U.S. Department of Energy

Oak Ridge Financial Services Center
200 Administration Road

Oak Ridge, TN 37831

(865) 241-5073

Observation of Legal Holidays

(a) The on-site Government personnel observe the following holidays:

New Year's Day

Martin Luther King, Jr.'s Birthday
President's Day

Memorial Day

Independence Day

Labor Day

Columbus Day

Veterans Day

Thanksgiving Day

Christmas Day

Any other day designated by Federal statute, Executive order, or the President's
proclamation.

(b) When any holiday falls on a Saturday, the preceding Friday is observed. When any
holiday falls on a Sunday, the following Monday is observed. Observance of such days by

Government personnel shall not by itself be cause for an additional period of performance
or entitlement of compensation except as set forth within the contract.

(End of clause)
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G.4  Contracting Officer’s Representative

The Contracting Officer's Representative (COR) for the purposes of monitoring and
coordinating the technical requirements of this contract will be Mr. Darius Slade.

Specific duties and responsibilities of the COR are those delegated in the Contracting
Officer's Representative Delegation for this contract.

(End of clause)
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