
Instructions for Submitting Electronic Invoices via Email to the NIH Office of Financial 

Management (OFM) Effective April 23, 2020 

4 Steps to Create the Invoice Submission Email 

 

 

 

 

 

Step 2 Note: The key words (Vendor, PO, and Invoice), Colon (:) character following the keywords and the PIPE (|) 

character must be present to identify the information. The pipe (|) character is entered by pressing and holding the shift 

key and the backslash (\) key at the same time.   

EXAMPLE: Vendor: name of the contractor or vendor|PO: Contract Number/Release Number|Invoice:9999999 

For your reference, below is a chart listing examples of the correct and incorrect subject lines. Note: These are just 

examples, you must enter the applicable information for the invoice you are submitting. 

 

 

 

 

 

 

 

Subject Line Correct Incorrect 

Vendor: XYZ Corp|PO: Contract Number/Release Number|Invoice:XYASAD 
 

 

XYZ Corp|PO # Contract Number\Release Number|Invoice # XYASAD  
 

XYZ Corp|Purchase Order # Contract Number\Release Number|Invoice # XYASAD  
 

XYZ Corp| Contract Number\Release Number| XYASAD  
 

Vendor: XYZ Corp,PO: Contract Number\Release Number,Invoice:XYASAD  
 

Step 1:   

Send invoices to 

the following email 

address:  

invoicing@nih.gov 

 
Step 2:   

Subject line must 

follow this format 

for the invoice you 

are submitting  

(see note below) 

 

Step 3:   

Attach the invoice 

to the email as 

either a PDF or 

Word document.  

 
Step 4:   

In the body of the 

email, type 

“Correspondence 

Email:” followed by 

your email address. 

 



Instructions for Submitting Electronic Invoices via Email to the NIH Office of Financial 

Management (OFM) Effective April 23, 2020 

 
Reminders:  

• Must submit only one invoice per email. 

• Follow the system size limits that apply to the email and each invoice: individual email attachments cannot exceed 

5 megabytes each; and the email plus all attachments cannot exceed a total of 30 megabytes.  

• Clearly identify a valid and complete contract number on each invoice 

• Clearly identify a valid and complete order number on each invoice 

• Clearly identify an accurate DUNS number on each invoice 

• DO NOT include confidential information such as Social Security Numbers (do not include TIN if it is a Social Security 

Number) 

• The invoice attached to the email must be in a PDF or Word format 

The date/time that a valid invoice is submitted electronically to the email box (invoicing@nih.gov) will be the same 

date/time logged as  the invoice is received by NIH. 

Please do not hand-deliver invoices to any NIH office.  Please follow the above electronic submission instructions until 

further notice.  In addition, please note that your contract or order will not be modified to reflect the above changes to 

the invoicing instructions.  Failure to follow the above electronic submission instructions may result in invoice processing 

delays.  

 

Questions? Please direct inquiries regarding the status of invoices such as receipt of invoices, due date, or payment of 

invoices to the OFM Commercial Accounts Branch, Customer Service Office. The OFM Customer Service contact 

information and methods to contact are available at OFM website: https://ofm.od.nih.gov/Pages/Customer-Service.aspx  

The Customer Service Office is open Monday – Friday from 8:30 am to 4:30 pm (Eastern Standard Time) and is closed daily 

between 12:00 pm to 1:00 pm (Eastern Standard Time).  

Instructions for Contractor Courtesy Copy Electronic Invoice Submission to the Contracting Officer (CO):  

The Contractor shall send the OFM-submitted invoice to the NIH Contracting Officer. 

mailto:invoicing@nih.gov
https://ofm.od.nih.gov/Pages/Customer-Service.aspx




Accessibility Report





		Filename: 

		Invoice Submission via Email to NIH OFM with Example 04232020_Final.pdf









		Report created by: 

		



		Organization: 

		







[Enter personal and organization information through the Preferences > Identity dialog.]



Summary



The checker found no problems in this document.





		Needs manual check: 2



		Passed manually: 0



		Failed manually: 0



		Skipped: 1



		Passed: 29



		Failed: 0







Detailed Report





		Document





		Rule Name		Status		Description



		Accessibility permission flag		Passed		Accessibility permission flag must be set



		Image-only PDF		Passed		Document is not image-only PDF



		Tagged PDF		Passed		Document is tagged PDF



		Logical Reading Order		Needs manual check		Document structure provides a logical reading order



		Primary language		Passed		Text language is specified



		Title		Passed		Document title is showing in title bar



		Bookmarks		Passed		Bookmarks are present in large documents



		Color contrast		Needs manual check		Document has appropriate color contrast



		Page Content





		Rule Name		Status		Description



		Tagged content		Passed		All page content is tagged



		Tagged annotations		Passed		All annotations are tagged



		Tab order		Passed		Tab order is consistent with structure order



		Character encoding		Passed		Reliable character encoding is provided



		Tagged multimedia		Passed		All multimedia objects are tagged



		Screen flicker		Passed		Page will not cause screen flicker



		Scripts		Passed		No inaccessible scripts



		Timed responses		Passed		Page does not require timed responses



		Navigation links		Passed		Navigation links are not repetitive



		Forms





		Rule Name		Status		Description



		Tagged form fields		Passed		All form fields are tagged



		Field descriptions		Passed		All form fields have description



		Alternate Text





		Rule Name		Status		Description



		Figures alternate text		Passed		Figures require alternate text



		Nested alternate text		Passed		Alternate text that will never be read



		Associated with content		Passed		Alternate text must be associated with some content



		Hides annotation		Passed		Alternate text should not hide annotation



		Other elements alternate text		Passed		Other elements that require alternate text



		Tables





		Rule Name		Status		Description



		Rows		Passed		TR must be a child of Table, THead, TBody, or TFoot



		TH and TD		Passed		TH and TD must be children of TR



		Headers		Passed		Tables should have headers



		Regularity		Passed		Tables must contain the same number of columns in each row and rows in each column



		Summary		Skipped		Tables must have a summary



		Lists





		Rule Name		Status		Description



		List items		Passed		LI must be a child of L



		Lbl and LBody		Passed		Lbl and LBody must be children of LI



		Headings





		Rule Name		Status		Description



		Appropriate nesting		Passed		Appropriate nesting










Back to Top



