
[bookmark: _GoBack]

UINC Contractor

· All Timesheets to be submitted in SBD on a weekly basis.
· All submitted Timesheets should be approved within SBD by the Reporting Manager to facilitate payment of invoices. Non approval of timesheets can lead to non-payment.
· Consultancy Invoice to be submitted at the end of the month. Eg. Time period (Jan 1st to Jan 31st) – Invoice to be submitted within first week of Feb. Invoice has to be in PDF format.
· Consultancy Invoice should be emailed to accountspayable@utopiainc.com 
· All business expenses with relevant receipts to be sent to expenses@utopiainc.com on a weekly basis (current SBD functionality does not allow a Contractor to submit expenses in SBD).
· Expense Invoice (PDF format) should be mailed to accountspayable@utopiainc.com.  
· Payments will be made directly to Contractor’s (or Resourcing vendor’s) Bank account as per the payment terms stated in the agreement based on submission of Consultancy or Expenses invoice only.
· Email notification will be sent out to once the payments have been released.




