PF FE/HE Learning Provider Invoicing Rules

1. Learning Provider obtains original Claim Authorisation Note (CAN) document from learner.

2. Learning Provider checks that the details on the Claim Authorisation Note are correct.  If any of the information is incorrect the learning provider asks the learner to arrange for an amendment to their claim via their MoD ELC Manager.

3. 6 weeks after the course start date Learning Provider raises invoice addressed to Director General Financial Management Shared Service Centre and sends c/o ELCAS, Security House, Alexandra Way, Ashchurch, Tewkesbury, Glos, GL20 8NB. 

4. The invoice must include the following information:-

· Invoice number 

· Invoice date (minimum of 6 weeks after course start date)

· Learning Provider 4 digit reference number

· Claimant’s service number

· Claim/CAN number

· Course start date

· Type of course ie. FE or HE

· Correct invoice amount due

· Amount of VAT included in total if applicable

· Confirm on invoice that learner is participating and undertaking the learning effectively at the point of invoice.

· Confirm on invoice that learner is undertaking at least the equivalent of 50% of a full time course.

5. Upon receipt of the invoice from the provider ELCAS verify the details against the claim and pass to the relevant MoD budget officer to authorise the data.  The budget officer forwards details to DGFM FM SSC for payment.

6. DGFM FM SSC makes payment to the learning provider and issues a remittance.

PLEASE NOTE:  FAILURE TO INCLUDE THE REQUIRED INFORMATION ON THE INVOICE WILL RESULT IN DELAYED PAYMENTS.
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