VENDOR INSTRUCTION SHEET FOR BILLING

1.  The attached form authorizes the named employee to enroll in the course indicated, and represents the government’s obligation to pay the identified expenses.

2.  Send two copies of your invoice to the address in Block 37 of the attached DD Form 1556.  To ensure prompt payment, attach a copy of the DD Form 1556 to your invoice.

3.  Public Law 104-134, Debit Collection Improvement Act of 1996 requires government payments to be made via electronic fund transfer (EFT).  To accomplish this you must include your bank routing number and your account number on the invoice; payment will be electronically credited to your account and you will be mailed a form showing the invoice number, amount and date of payment.  Checks are no longer issued by the government, all payments are made via EFT.

4.  If you have any questions, please contact the undersigned.

                                                            Sincerely,

                                                             (Insert name, address and telephone
                                                               number of Activity Training Coordinator)
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