This document is intended solely for the use of Microsoft vendors.

Invoicing Business Process and Feature Book
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The purpose of this document is to outline features in Matter Management as they pertain to the Microsoft e-billing business processes and the Matter Management System.

This document is by no means meant to replace the Policies for Providers to the Microsoft Legal and Corporate Affairs Department (Policies for Providers), which provides more detailed instructions.
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General Invoice Processes and Guidelines

Paper Invoice Submissions

Microsoft does not accept paper invoices. Electronic billing is required for all LCA Providers. DataCert is our electronic invoice provider. For assistance in getting set up on eBilling, contact DataCert directly at customer.support@datacert.com or by calling 1-800-770-5121. A team of specialists are waiting to help you. Setting up simple Quick Invoice eBilling takes anywhere from two to seven business days. The Sharedoc system will take longer, depending on a vendor’s prior usage of the system.
All Providers must subscribe to one of two methods for electronic billing:

i. Sharedoc – applicable to Providers billing more than $75k per year of hourly timekeeper charges or more than 20 invoices annually. Invoices are submitted using DataCert’s Sharedoc service, which requires task and expense based billing codes in standard LEDES format. The task and expense codes currently required of firms and vendors are listed in Attachment 3 of the Policies for Providers. You are expected to incur the costs of the necessary infrastructure to facilitate electronic submission of bills using the LEDES format, as well as any DataCert fees.
ii.
Quick Invoice – applicable to Providers billing less than $75k per year of hourly timekeeper charges and fewer than 20 invoices annually. This method is for Providers who are not required to submit LEDES-based invoices. Quick Invoice uses a Web site interface and requires submission of summary fee and expense information along with a full supplemental invoice image attachment (accepted formats: .pdf, .tif, Word document).
Invoice Submission Deadline

Invoices must be submitted within 25 days of the end of the month in which services were provided. Invoices submitted more than 90 days after the end of the month after services were provided are subject to discount adjustments at the discretion of LCA Procurement (see Policies for discount schedule). Invoices submitted more than 210 days after the end of the month services are provided will not be paid under any circumstances. Rejected invoices are not considered to be “submitted” until they are properly corrected and resubmitted. If you have any questions, please contact lcaproc@microsoft.com.
Contact Information on File

It is the responsibility of Providers to keep LCA informed at all times of the correct contact details of all billing contacts, primary Microsoft relationship managers, and Lead Providers. To ensure that you receive critical notifications and avoid issues with employee turnover, we strongly encourage you to set up a central e-mail alias. Microsoft will not be responsible for invoicing issues related to mail channeled to individuals who have left the company or who no longer deal with billing information. All Policies will be applied as if the mail has been received by your firm or company. Send all billing contact changes or updates to lcahelp@microsoft.com.
Non-Reimbursable Expense Codes 
Expense reimbursement has been eliminated for the expense codes below. Invoice line items with any of the non-reimbursable codes will automatically be adjusted down to zero ($0). For a full list and explanation of non-reimbursable expense codes, see Attachment 3 of the Policies for Providers.

· Internal Copying: E101 
· Document Production: E102 
· Word Processing: E103 
· Facsimile: E104

· Telephone Expenses: E105

· Online Research: E106

· Freight and Express Delivery Services: E107

· Postage: E108

· Local Travel: E109

· Miscellaneous: E124

Timekeeper Rate Updates
Rate increases for hourly timekeepers (TKs) are allowed only once in each 12-month period. You must use the rate increase template, which is available on the Policies for Providers Web site, for such requests. You must provide 60 days’ notice by e-mailing your request template to lcahelp@microsoft.com. Contacting any other LCA person will not satisfy the notification requirement. During the 60-day period, LCA Procurement will evaluate and discuss your proposed increases with the goal of coming to an agreement. If we are unable to agree on rates, Microsoft will communicate to you which matters you may continue to work on thereafter.
Engagement Request E-Mail

· Each outside counsel project or “matter” will be confirmed by an engagement request e-mail message from the Microsoft Matter Management System (see example e-mail message in Attachment 1 of the Policies for Providers.)
· If you have been requested to do work but have not received a confirming engagement e-mail message, immediately contact lcahelp@microsoft.com for assistance.

Matter Number

All fees and expenses included in your invoices must be attributed to the matter number set by the LCA Contact and provided in the engagement e-mail message. Any invoices that do not list the matter number are immediately rejected by the system.

Billing Checkpoint

Engagement authorizations will contain a Billing Checkpoint set by the Microsoft LCA Lead for that matter. A Billing Checkpoint is a reasonable estimate of the cost of services and expenses expected to be incurred over a defined period of time. The LCA Lead will discuss the matter with you in advance to define the scope and plan of the matter. If requested, you will submit a written billing estimate or project budget to assist in this process. When total costs incurred on the matter approach the Billing Checkpoint, you should contact the LCA Lead to discuss the financial status of the matter. To continue work on that matter beyond the current Billing Checkpoint, you must receive notification of an increase in the Billing Checkpoint. Without such authorization, any work you do in excess of the Billing Checkpoint (including expenses) is unauthorized and subject to nonpayment.
Invoicing Requirements 

Invoices that do not meet these requirements are subject to rejection by the Matter Management System. Please see Attachment 2 of the Policies for Providers or the General Invoice Processes and Guidelines section above for further explanation and additional requirements.
Unique Invoice Number

You must separately invoice each matter—that is, all fees and expenses attributable to a unique matter must be contained in a separate invoice that has a unique invoice number.

Invoices in English 
Each invoice must be written in the English language to be properly processed by our systems.
Timekeeper Names 

Each invoice must identify the names and IDs of all the timekeepers whose fees are included with the invoice.

Invalid Timekeepers
Invoices containing line items with an invalid or missing timekeeper in the Microsoft system will automatically be rejected. It’s important to provide this information by using the timekeeper update process before you submit an invoice. All new timekeepers need to be submitted in the format provided in the Timekeeper Template, available from the Policies for Providers Web site, so that expenses are not rejected. Download the Excel spreadsheet, complete the timekeeper information, and return the completed spreadsheet to lcahelp@microsoft.com. Before submitting an invoice, you should receive confirmation from lcahelp. Please allow three to five business days for confirmation. 
Billing Rates

Each invoice must list the billing rates of identified timekeepers. Billing rates must always be shown in gross, before any applicable discounts. Discounts should be reported under task code D100 as a single bottom-line adjustment to all prior entries. Any billed rate that is higher than the authorized rate that is currently in our system will automatically be reduced to the authorized rate we have on record. 
Number of Hours Billed

Each invoice must list the number of hours billed by timekeeper in one-tenth hour (6-minute) increments, with a summary of services performed for each time entry.

Expenses
You may invoice Microsoft only for expenses incurred in connection with a matter that are necessary and ordinary in the reasonable judgment of Microsoft. Expenses must be invoiced at actual cost, without markup. If you have questions about permitted expenses, inquire in advance of invoicing by contacting lcahelp@microsoft.com. Repeated violations of the expense reimbursement policy may result in revocation of any right to submit expense reimbursements whatsoever. Please see Attachment 2, Section 5, of the Policies for Providers for more requirements and lists of expenses that may or may not be billed.
Electronic Billing
Billing Codes

Those vendors using the Sharedoc system must use task-based billing codes in standard LEDES format on their invoices, including custom codes as specified by Microsoft (see Attachment 3 of the Policies for Providers for a list of required task codes). Quick Invoice submissions do not require Billing Codes unless they are requested by LCA Leads.
Resubmitting Rejected Invoices for E-Billing 
In an effort to speed up the payment process for Sharedoc billing customers, Microsoft no longer rejects the entire ePacket when an error in a specific invoice is found. Instead, we reject the individual invoices with errors and accept all other invoices within the ePacket.

What this means to you

If an ePacket contains invoices with errors, you will receive an e-mail message listing the specific invoices, along with reason for rejection. Instead of making changes to the same LEDES file, you will need to make the necessary changes to the rejected invoices directly and add only those revised invoices into a new LEDES file. After the new LEDES file is created, you submit the file as usual. 
Payment Terms
After receiving your correct and undisputed invoice, Microsoft will pay such invoice with the following payment terms:

· Net sixty (60) days with no settlement discount on the invoiced amount 
Any deviation from this term must be negotiated and agreed in writing with LCA Procurement (contact lcaproc@microsoft.com). You may not offset amounts Microsoft owes you against any Microsoft funds received (for example, settlements or judgments), which funds should be promptly forwarded to LCA.

How to Contact Us
If you have questions about any of the policies, procedures, or processes, please:

· Visit the Policies for Providers Web site 

· Send an e-mail message to LCAHelp@microsoft.com 

· Send a letter to:
Microsoft Corporation
One Microsoft Way
LCAHelp/Bldg. 8
Redmond, WA 98052-6399
USA
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