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1. ORA will receive all outgoing sub invoices through a designated email address.  If other TJU personnel receive the invoice they will forward to
subawards@jefferson.edu for processing.

2. ORA will notify RACE & PI if there is any reason to reject or revise an invoice.
3. ORA will save all invoices in Jeffshare under the PI subaward folder by invoice#; if not provided ORA will use invoice date.  ORA will copy RACE GA and PI

on emails sent to Accounts Payable with approved invoice attached.
4. RACE will ensure all invoices post to the GL correctly, inform ORA of missing and final invoices, & inform PIs of spending patterns.
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