
 Local Agency 
Invoice Training 

Presenter
Presentation Notes
Welcome to the local agency invoice training.  This training provides detailed instructions to help local agencies use the new dynamic LAPM 5-A invoice form to build an invoice to request reimbursement.  The training aims to achieve statewide consistency with invoicing, reducing errors, and saving time for both local agencies and Caltrans.  It is organized around key source documents to maintain quality information (e.g., LAPM 5-A, Finance Letter, E-76 Project Authorization, California Transportation Commission Allocation Letter, Previous Invoice, Contractor Pay Estimate, Exhibit 15-L, 22-A, 23-A, etc.). 



 

   

 
 

 
 

 

  

  
 

 
 

 
 

ATE OF CALIFORNIA • DEPARTMENT OF TRANSPORTATION 

LOCAL AGENCY INVOICE I Instructions 11 Reset Form 11 Print Invoice I 
LAPM 5-A (REV 04/201Q) 

""""'"' 
SECTION 1; INVOICE 

Local Aaencv Name I Remittance Address ITaxlD 

I 
Date Caftrans D istrict Federal/State Pro'ect No. Advantane Pro'ect ID Invoice No. BiDinnNo. Inactive 

I H I I I Project□ 
Proiecl Descriction 

Fund 18) Federal 
Authorized 181 PE □ RIW OCE ~]NI 

Type(s): 181 State 
P oase,s): 18) EAP □ R/Wutil □ CON 0 FA 

181 PS&E □ R/WEng 
□ RIWAoq 

Pre liminary I Environmental I Pl illns. ,I Non- i Stucfte.s and Specifications & Toal Engineering Permits Eslimah!s lnfr.astruchn 
State Allocation Date 

Federal Appropriation Code 

Parlq,ating Co;t (E-76Auth. D.a1e) !From: 

Participating Cos.t ITo: 

Total b frect Cos1 to Date: s $I s I s I $ 0.00 
Total Dwect Cost to Date: s $I s I s I $ 0.00 
Total Cosl to Date: s 0.00 $ 0.00 S 0.00 S 0.00 $ 0.00 
Less: Non.Participafng Cost s $ s s $ 0.00 

; other G s $ s s $ 0.00 
; other G s $ s s $ 0.00 
; other G s $ s s $ 0 .00 

Total Parfic:ipatSJg Cost to Date: s 0.00 $ 0 .00 S 0.00 S 0.00 S 0 .00 
Less: Participafng Cost noi Reimbur.;ed s $ s s s 0.00 (Local Funds) 
Total Parfic:ipatslg Cost s 0.00 $ 0 .00 S 0.00 S 0.00 S 0 .00 
State Re imbursement Raiio: 
Federal Resnbursemenl Ratio: 
Rernbursable Amount to Date~ s 0.00 $ 0.00 S 0.00 S 0.00 S 0.00 
Less: Cumulative- Amoun1 Paid on All 

Previous Invoices s $ s s s 0.00 

Rernbursable Participatng Costs: s 0.00 $ 0.00 S 0.00 S 0.00 S 0.00 
Less: State Withheld R@ention s $ s s s 0.00 

: Amount Exceedmg Authorized Food s SI s I s I s 0.00 
: other s $ s s s 0.00 

Amount of This Claim: s 0.00 $ 0.00 S 0.00 S 0.00 S 0.00 
TOTAL INVOICE AMOUNT: s 0.00 

Refer to )'C!Ur Finance Leltl!!r 
Authorized Fund Amounl s $ s s s 0.00 
Less: Cumulative Amounl Paid on All 

Previous Invoices s $ s s $ 0.00 

Funds Remaining Prior to this Claim s 0.00 $ 0.00 S 0.00 S 0.00 S 0 .00 

ADA Notice For individuals with sensory cisabiities, this dooumerrt is available in alternate foona1s. For alternate bmat infonnafion, contact the Forms 
Management Unit at (918) 44~1233. TTY 711. or write to Record.sand Forms Management. 1120 N Street. MS-89, Sacramento. CA Q5814. 

Training Topics 
• Form Instructions 
• Funding Source 

Documents 
• Invoice Header 
• Inactive Projects 
• Fund Types and Phases of 

Work 
• State Allocation Date 
• Federal Appropriation 

Code 
• Participating Cost (E-76 

Authorization Date) From: 
• Participating Cost To: 
• Indirect Cost 

• Direct Costs and Billing 
Summary 

• First Consultant Contract 
Invoice 

• First Construction 
Contract Invoice 

• Reimbursement Ratio 
• Cumulative Amount Paid 

On All Previous Invoices 
• Less State Withheld 

Retention 
• Signatures & Checklist 
• Disputed Invoices 
• References 
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Presenter
Presentation Notes
The training topics are placed in the order of the LAPM 5-A sections and fields.



 
    

    
   

   

   

  

     
 

   

STATE OF CALIFORNIA • DEPARTMENT OF TRANSPORTATION Instructions 1 1 Reset Form 11 Print Invoice LOCAL AGENCY INVOICE 
LAPM 5-A (REV 04/2019) 04/12/2019 

STATE OF CALIFORNIA • DEPARTMENT OF TRANSPORTATION 
I Back to Form 

1 1 Print Instructions I 
LOCAL AGENCY INVOICE 
LAPM 5-A (REV 04/2019) 

This Local Agency invoice is a dynamic invoice builder that will assist local agencies in preparing Federal and State invoices to submit to the Caltrans 
District Local Assistance Engineer (only one signed hard copy required). This Local Agency Invoice is the preferred format for efficient review and 
concurrence for payment. There are built in calculation formulas and error validations. Below are step-by-step instructions to build your invoice. 

SECTION 1: INVOICE 
Field Instructions 

Local Agency Name Enter your agency name. 

Enter your agency remittance address. 

Remittance Address Note: If Electronic Funds Transfer (EFT} payment is set up with Ca ltrans Local Program Accounting (LPA), 
use that address to avoid reimbursement delay. If there is a change of the remittance address, the local 
agency must notify LPA in writing. 

Tax ID Enter your agency tax identification number. 

Select the invoice date. 

Date Note: Invoices must have a current date. If an invoice is returned to the local agency for any reason, it must 
be re-dated when resubmitted to the District. 

Select the California Department of Transportation (Caltrans) District from the drop down list. 

Caltrans District Note: All invoices must be submitted to the appropriate Caltrans District (except Bicycle Transportation 
Account invoices). For a complete list of district addresses, visit htt11://www.dot.ca.gov/mail.htm#ma11. 

Enter the project number assigned by the Caltrans District Local Assistance Engineer (DLAE). The number 
is a prefix-project number like CML-5006(089). 

Federal/State Project No. 
Note: The Federal-Aid project number must match the number identified on the Authorization to Proceed 
(E-76) document and other project documents. 

Form Instructions 
1. Instructions for every field with cautionary notes as 

needed for the topic. 
2. Navigate back to the invoice by selecting “Back to Form.” 
3. Any box you hover the cursor/pointer over, a yellow tag

will pop-up. 
4. NOTES: 
 LAPM 5-A does not require a letterhead. 
 You still need  an executed Program Supplement 

Agreement, but you do not need to reference it on the
invoice. 

 Can cut and paste text or numbers but not in gray boxes. 
 Cannot import data yet. 
 No electronic signatures yet. You must send the original 

signed invoice to your District Local Assistance Engineer. 
 Save an electronic copy of each submitted invoice. 
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Presenter
Presentation Notes
Form InstructionsAt the top of each page there is a button to pull up instructions for every field, with cautionary notes as needed for the topic.  You can navigate back to the invoice by selecting “Back to Form” button at the top of the instruction pages.  On the invoice, any box you hover the cursor/pointer over, a yellow tag with the title of that field will pop-up and stay visible until you type in that field or move to another. Do’s and Don’ts1.	Invoice does not require a letterhead. 	2.	You can cut and paste text or numbers into fields.  3.	You cannot import data from spreadsheets or databases.4.	Save an electronic copy of each sequence of your invoice.5.	Electronic signatures are not accepted at this time (but we’re working on it).
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DEPARTMENT OF TRANSPORTATION 
DIVISION OF ACCOUNTING 
LOCAL PROGRAM ACCOUNTING BRANCH 

Atlention: City of Sacramento 

AOAA1AOA 
LUMP SUM 

Agency Prcl!m!nary Engineering Lu~ SUm 

Plans, Specifications & Lump Sum 
Estimates 

Right of Way Lump Sum 

Totals: 

$500,395.0C 

$250.000.0C: 

$174,000.0C 

92-4,395. 

:: 

QM-.C,,_ , .... , .. 

0"'Z1Pm• fOIICOl.l-
OM,e,1•• --OM ~l#:Ott.M.JII 

FINANCE LETTER 

DEPARTMENT OF TRANSPORTATION 
DlvlllonollocalA&!lltence 
112tl N STR.l:ET 
P.O. BOX IM2874, MSf 1 
Sa<nmento. CA IM274--0001 
TTY 71 1 

J..,01.2018 

Oif9CIQrolPlmlcWarks 
CiCyol Socnunonto 
9151S!reol, Room2000 
Sec.-amonto, CA~1◄ 

Mn:Mt. Cocil)'nFoolo 

""""""""' ATPSB1L~U 3) 
M,I0:031 4000'211 
PPHO: Ol-1771 ._.,, 

Vourloltordalod Mwclll$.201811'Q,__..tnt~lromlholl.cfvt1T,.,.,.,.llonProgram 1Df helyol 
~toS~t~Profect-MoadoiwlewRoed: From~tailltellontoHend"'°"9241hSlfront 
~ROfldlD FkwlnRood. Thllprqtd lt~lnlho~T .. "'fl(lrlllllooPn>gr-.,l(ATP~• 

=•::..:7, 201BITMlng, lheCa!lolYMT~eorm....(CTC)elocaedlundinginU!e~•J 

TheSUilehorob)'m11l.ol lhoo ~•locallonon"'-)117,2018.~1Ma-,17.2018. 

Mloc,ltloftNo.Z01~ 

S.nolollltMo!JI.O. : oe 
ANemt,ly°"'1dNo.: 00 

..,. 
""' 

- ,_,_ -,__,.,__~--
SU◄.000: SO 

"""" " 
-111◄.(IOO: .,.,_ .. 

Th11aloclllionmukcs!IYlllllb4oSOol ladtralllncll" M'ld$ol2◄ ,DODolSblil(arSlille--<nyJU'dl,lcr1lolalol 
"424,DOD. 

' l\. tc,pt,ral11~1of.ulhorWillontoptOOMd(E•78)1tl$(J.llflldpriorlolllllaftol~...i.~IDf 
~~Fe&walllnla. 

Th11ffaellvodateol 1llocalon10M11111h1IIIAholt<lllontopn)OfldendeslallllhNlhedllaloflhe-tol 
.. Tmbufnbl1W()(jcl'orStai.onlyfl.o'ldfdpro)actl. 

Date: 
0 CO RT: 
Pi'"ojeciNo: 

Adv Project Id: 
Agreement End Dale: 

COST ART. FED. R°tifilB,r, FEOEAAL·u"u"' ,,,,.,1:,,8- ATP ._., .. ,.._ .-u.,., 

U,O 

SS00.395.0C 88.5J% S4◄3.000.0C so. $57,395.0C: 

$2l50,000.0C O.OO'll, ""' U00,000.01 so.oc 

s.11◄ .000. so.oc 

,,.u. ,s1,395. 

Participation RaUo: 100.00% This Finance Letter was created based on specific financial Information provided by the responsible local agency. The following 
encumbrance history is prepared by Local Assistance Accounting Office and is provided here for local agency's Information and action. 

TIiie: HQ Sr. Area Engineer 

For questions regarding finance letter, contect: 

Printed Name : Adam Ambrosini 

Telephone No: 916-653-3840 

Remaf1o.s: Seg #2: At their May 16-17 2018 meeting CTC allocated S250 000 of 58-1 (ATP Augmontation) SOF for P5&E and $174 000 of 58-1 (ATP Augmentation) SOF for RNJ. 

ACCOUNTING INFORMATION ATPSSl L,5002( 173) 
Cooperative Work Agreement 

APPROP ENCUMBRANCE APPROP 
M:N. PROJECT 10 UNIT STATE PROO. FEO'STATE AMOUNT VEAR 

EXPENDITUffE ENCUMBRANCE REVERSION 
AMOUNT BM.NICE DATE 

APPROVED EXPIRATION 
AMOUNT DATE 

03 1◄0002 17 18108 2030720100 $42◄,000.00 so.oo '424,000.00 08llOl23 
0314-000217 1'102F 2030010!10 $,1◄3,000.00 MOJ,000.00 S40,000.00 06/Jll/19 

Funding Source Documents 
Funding source documents show the approved 
project funding information and the date those funds 
were eligible to be applied to reimbursable activities. 

These source documents include: 
1. E-76 Authorization/Agreement Summary 
2. CTC Approved Allocation Letter 
3. Finance Letter Signed by HQ 
4. Previous Paid or Disputed Invoice 

Click on any document to see a larger image 4 

Presenter
Presentation Notes
E-76 Authorization/Agreement SummaryCTC Approved Allocation Letter  (commonly used for state funds, but some federal funds must be approved this way as well).Finance Letter.  This document comes out after authorization for federal funds or allocation of state funds.Your last paid or disputed invoice.



 
 
  

 
  

    
        

    
                                                                                                   

    
 

    
 

    
     

 
   

   

OF CALIFORNIA • DEPARTMENT OF TRANSPORTATION 
LOCAL AGENCY INVOICE I Instructions 11 Reset Form 11 Print Invoice I 
LAPM 5-A (REV 04/2019) 04/12/2019 

SECTION 1: INVOICE 
Local Aaencv Name Remittance Address Tax ID 

Date I Caltrans District I Federal/State Project No. IAdvantaae Project ID I Invoice No. IBillina No. I Inactive 

I Bl I I I 
I Project□ 

Proiect Descriotion 

Invoice Header 

1. Enter your agency name. 
2. Enter your agency remittance address. 
3. Enter your agency Tax Identification Number. 
4. Select the invoice date. 
5. Select your Caltrans District from the drop-down box. 
6. Enter the project number assigned by the Caltrans 

District Local Assistance Engineer. For example: 
CML-5006(089). 

7. Enter the Advantage project identification number 
found on the Finance Letter. 

8. Enter the invoice number generated by your local 
agency accounting system. 

9. Enter the billing number, it is a sequential number 
beginning with #1. 

10. Check the inactive project check box if this project is 
on the current inactive list (see next slide to find and 
search the listing). 

11. Project description must match the description 
identified on the E-76 document and other project 
documents. 
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Presenter
Presentation Notes
Typical Questions:Billing Number:  Notes:The first submitted invoice is assigned “1” and continues sequentially with following invoices.Billing number is continuous and is independent of project phase.Indicate “Final” on last invoice for the project (e.g. 7-Final)If invoice is resubmitted due to a dispute, billing number is amended by adding a letter (e.g. 5A, 5B)Invoice Number:  Enter your agency’s invoice number.This is specified by the local agency’s accounting system



 
  

   
   

   

     
  

  
  

 
 

    
  

    

ATE OF CALIFORNIA • DEPARTMENT OF TRANSPORTATION 
LOCAL AGENCY INVOICE I Instructions 1 1 Reset Form 11 Print Invoice I 
LAPM 5-A (REV 04/2019) 0411212019 

SECTION 1: INVOICE 
Local AQencv Name Remittance Address Tax ID 

/ 
Date I Caltrans District I Federal/State Project No. IAdvantaqe Project ID I Invoice No. IBillinq No. / !Inactive ) I 
Proiect Descriolion 

Bl I I I 

/Id. CAL TRANS DIVISION OF 

{,/."GOV LOCAL ASSISTANCE 

Skipto c..imtm l.E22tel 

_,1■.-11, perations 

-» h~~'.f-.s.~1~}~~f.:.~~~.... ~ > ~ > Inactive Pmlect Information > 
_. DI.A Srtem;1p .. .. ... .. ... . 
• Consultan1Select1on and 

Procurement •••• ••• •••• •• • I nactive_Project.,Information ... 
» Disa<WantagedBusiness 

~.:rP.".~: ........... .... . 
Caltrans Divis ion of Local Assistance , Offic e of Project Implementat ion-South, through District Local Ass istance Engineer (OLAE). pr!Mdes guidance and s upport to LO< 
quart erly review with FHWA 

--» ~~~'!1:3-~-~-e.1?'1rm?!'!':i~1~. 
-» E-76Status., . .......... ,. 

-» S-!.~ ~A~i~$1. \--!!~ ..... . 
» ~--~~~\Jl,i~~~-~\~I •. ,,. 

» EIMronmental ••• •••••••• •• 

--» f.':'!!1~ .................... . 
» ~ ~-~?!'~~-- -······· 
-» ~f.?':T.s ..•...•...• 

In response to FHWA's Guidance, the Oepartmem is going to manage 1naclive Pfoje,cts· as follows 

1. lf the Oepartment doi!snot receiYe aninwicefmmOfe th l3J B 4') ~ Wei 

~~i=a~~:n~::~:::t/:1~;~!i:c; ::.n~:7:;:;::::e:1s - HOME INSERT PAGElAYOUT fORMUlAS DATA REVIEW V!!W ACRO 

.a..C)~ Cut [Cal ibri ===::Ei...3 A•A· _ II/· WrapTm 

3. Pfoject obligation could be remowd by FHWA if local il!j Past, ~ c,,',"m••·••••••• 8 1 l.! • EE • ,i:,, • ~ • ■ :g ~ E E I;;;! Merge & Ccntc, • 
4. his the Local Agencies respons ibil~yto woril in coll abor 

> f.<?".~f'.i;-l!.~ ..•. ,,.,,,. lnact ive project listin91spostedbelow andwillbeupda1 &d 
A11gnm,nl 

» !~~!~.~!~t~! .. .. .. . . .. . 
-» ~.o:c:,~1.~.~i!'J~~.1!. .E!l.o,i,,.,.. Effective 0<:1ober 29, 2014 -J"JMJ-···u~-· · --"-'1 
» LocalAss1stanceContacts. 

» Other Links •. .••..•. , .• • INACJNE PBQJECT t 1ST /SJaJ!l§ IJoda!e\ @'J 
* ~.~.]~................... -> Updat&dOn: 03124/2017 

-~ l OJ/ Z4/'1Dl7 
Proje,ct No. 

--» ?.'?'!<;\1!,~.".f!<!.~~~.U!!'!°.,, > lnwice Submission Due to District: See Inactive P 2 

* ~M.¥.a.~~~\ ........ . 
-» ~-~,a.f!~~ ......... . 
~ ~~ ......... ....... .. . 
» ~ .e.~l!~!i~!i •. . .•. . •• 

> ~?!t:-1 .•.. .•...•...•...• 
» ?,rJl5l.a.'!1.l.n.f?~t,1~~ • •.. •.. • 

» ~~J??!'.S.!'.",~.~~~~!i~.s . •. . • 
--» Subscribe to DlA Email 

List.,, ................... . 
--» T!~!~'.",~?,r~,a,'!1,s,,.,,,.,,, 

/x BRlS 

I ' [ ' 
Stat e Proje,ct No Pre f"' 0kt , 

Carry over proJ«t. Prov,de status update 
toDLAE •m~iatcty 
Carryovcrproj«t.Provid,statusupdat• 
toOLAE im~iatcly 
ca,ryov,rpro1«1.Statu~updatcprov,d,d 0192473H 

Invoice und« review by a,ltran, . Monitor 01281324L 

fl,,..l lnvolceu~rreviewbyC:,,lt>"1ns 
Monltorforpr0o1rHs 
lnvoic,r~urncdlo aKency. Rn ubmitto 

\ IProjecb 

--- .. 

Inactive Projects 
1. Agencies are required to

invoice every six months.
Agencies can submit one
invoice per project per
month. 

2. If you have not invoiced in the
last six months or more,
check the Inactive Project List 
for inactivity:
https://dot.ca.gov/programs/l
ocal-assistance/projects/
inactive-projects. Look at 
both tabs in the spreadsheet. 

3. If your project is listed as
Inactive or Future Inactive,
check the inactive project box
on the invoice. 
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Presenter
Presentation Notes
To find your agency inactive or future inactive projects go to the Local Assistance web page:  http://www.dot.ca.gov/hq/LocalPrograms/Inactiveprojects.htmClick on the Title: INACTIVE PROJECT LIST (Status Update)   This will open a spreadsheet where you can scroll to your agency name for the inactive projects.  Be sure to check the funds for the correct phase being billed that may have been de-obligatedBe sure to check the second tab of the spreadsheet for the projects with an inactive balance of $50,000 or less..   The takeaway here is:  You cannot invoice for payments when a project has become inactive and FHWA has in fact de-obligated the funds until those funds are re-obligated with a subsequent request for authorization. 

https://dot.ca.gov/programs/local-assistance/projects/inactive-projects
http://www.dot.ca.gov/hq/LocalPrograms/Inactiveprojects.htm


  
    
  

   
  

  

    
  
   
    

   
  

  

SECTION 1· INVOICE . 
Local Agency Name Remittance Address Tax ID 
City of Sacramento Engineering Services Division 1354 

915 I street, RM 1900 
Sacramento, GA 59812 

Date Galtrans District Federal/State Project No. Advantage Project ID Invoice No. Billing No. Inactive 
10/01 /2018 D3 Marysville B ATPSBlL-5002(173) 0314000217 SAC DOT 2 2 

Project 
- - □ 

Project Description 
Strnetsca:pe Project on Meadowview Road: From light rail station to 1-5 and a.long 24th St from Meadowview Road to Florin Road. 

Fund 
Type(s): cgJ Federal 

!81State 

DEPARTMENT OF TRANSPORTATION 
DIVISION OF ACCOUNTING 
LOCAL PROGRAM ACCOUNTING BRANCH 

Attention: City of Sacramento 

!'Authorized 
Phase(s): 0 PE □ R/W 

□ E&P □ R/W Util 
□ PS&E □ R/W Eng 

0 R/WAcq 

FINANCE LETTER 

FlNANCE ITEMS PRO RATAOR TOTAL COST OF FEDERAL PART. FED. REIMB¾ 
LUMP SUM WORK COST 

Agency PreIImmary Engmeermg Lump Sum $500,395.00 $500,395.00 88.53% 

Plans, Specifications & Lump Sum $250,000.00 $250,000.00 0.00% 

Estimates 
Right of Way Lump Sum $174,000.00 $174,000.00 0.00% 

I01aIs: $924,395.0( $924,395.00 0.00% 

"" □ CE □ N I 
□ CON □ FA 

Date: 06/11/2018 
D _ CO _RT: 03-SAC-0-SAC 
Project No: ATPSB1L-5002(173) 

Adv Project Id: 0314000217 
Agreement End Date: ___ _ 

FEDERAL FUNDS STATE SB-1 ATP LOCAL FUNDS 

L230 /SB1A 

$443,000.00 $0.0C $57,395.0C 

$0.00 $250,000.00 $0.0C 

$0.0C $174,000.00 $0.0( 

$443,000.00 $424,000.00 $57,395.0C 

Fund Types and Phases of Work 
1. Refer to the signed Finance 

Letter to find federal and/or 
state fund types. Then check the 
box(es) for the appropriate fund 
types on the invoice. 

2. Refer to the signed Finance 
Letter to find the authorized 
phases of work under the 
Finance Items column. Then 

12/30/2020 
check the box(es) for the 
appropriate authorized phases 
on the invoice. 
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Fund IZJ Federal Authorized 
□ PE IZI R/W □ CE Type(s): 1ZJ State 

Phase(s): 0 E&P D R/W Util O CON 
18l)PS&E 

Plans, ;I 
Spe;ifications & Right of Way I Total 

State Allocation Da:e 

Federal Appropriation Code 

Participating Cost (E-76 Auth. Date) I From: 
Participating Cost ITo: 

STATE OF CALIFORNIA· CALIFORNIA ST ATE TRANSPORTAllON AGENCY 

DEPARTMENT OF TRANSPORTATION 
Division of Loca l Assistance 
1120 N STREET 
P.O. BOX 942874, MS# 1 
Sacramento, CA 94274-0001 
TTY 7 11 

June 1, 20 18 

Mr. Hector Barron 
Director of Public Works 
City of Sacramento 
915 1 Street, Room 2000 
Sacramento, CA 95814 

Attn: Ms. Cecllyn Foote 

Dear Mr. Barron: 

EDMUND G. BROWN Jr. , Governor 

03-SAC-O--SAC 
A TPSB1 L-5002( 173) 
Adv Id: 0314000217 
PPNO: 03-1771 
Request No: 1 

Your letter dated March 16, 2018 req uested a fund allocation from the Active Transportation Program for the City of 
Sacramento Streetscape Project - Meadowview Road: From light rail station to 1-5 and along 24th St from 
Meadowview Road to Florin ,Road. This project is programmed in the Active Transportation Program (ATP), as 
amended. 

At lheir May 17, 2018 meeting, the Californ ia Transportation Commission (CTC) allocated funding in the amount(s) 

The State·hereby makes the following allocation on May 17, 2018, effective May 17, 2018. 

Allocation No. 2018-202 ATP F UND ALLOCATION 

Senate District No. : 06 
Assembly District No. : 09 Amount Fiscal Vear Amount This 

Programmed Programmed Prevlouslv Allocated Request 

ROW $174,000 2018 $0 $174,000 
PS&E $250,000 201B $0 $250,000 

Federal Funds $0 
State Funds $424,000 

Total Amount $424,000 $0 $424,000 

This alloca ·on makes available $0 of federal fu nds• and $424,000 of State (or State-only) funds for a total of 
$424 000. 

State Allocation Date 
1. Refer to the California 

Transportation Commission
Allocation Letter to find the 
state allocation date. 

2. Transfer that date into the state 
allocation date field on the 
invoice for the specified phases 
of work. 
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Fund IZI Federal Authorized !81) PE Type(s): Phase(s): IZI State □ E&P 
~ PS&E 

Preliminary I Plans, I 
Engineering Specifications & 

Estimates 
State Allocation Date 

Federal Appropria:ion Code 

Participating Cost (E-76 Auth. Dale) !From: 
Partic.ipaling Cost ITo: 

IZI RJW 
0 R/W Ulil 

DEPARTMENT OF TRANSPORTATION 
DIVISION OF ACCOUNTING 
LOCAL PROGRAM ACCOUNTING BRANCH 

Attention: City of Sacramento 

FINANCE ITEMS PRO RATA OR 
LUMP SUM 

~gency Preliminary Engineering Lump Sum 

Plans, Specifications & Lump Sum 

Estimates 
Right of Way Lump Sum 

Totals: 

TOTAL COST OF 
WORK 

$500,395.01 

$250,000.0C 

$174,000.0C 

$924,395.00 

FINANCE LETTER 

I FEDERAL PART. FED. REIMB % 
COST 

$500,395.0( 88.53% 

$250,000.0( 0.00% 

$174,000.0( 0.00% 

$924,395.00 0.00% 

Date: 06/11/2018 
D CO RT: 03-SAC-0-SAC 
Project No: ATPSB1L-5002 173 

Adv Project Id: 0314000217 
Agreement End Date: 

r cucr<ALFUNDS TATE SB-1 ATP LOCAL FUNDS 

L230 ISB1A 

$443,000.00 $0.0( $57,395.0< 

liU.UC $250,000.0( $0.0( 

$0.0C $174,000.0( $0.0( 

$443,000.00 $424,000.00 $57,395.01 

Participation Ratio: 100.00% This Finance Letter was created based on specific financial information provided by the responsible local agenc 
encumbrance history is prepared by Local Assistance Accounting Office and is provided here for local agency's i 

□ CE □ N I 
□ CON □ FA 

Signature: 

Title: HQ Sr. Area Engineer 

For questions regarding !inane 

Printed Name : Adam Ambros 

Telephone No: 916-653-3840 

RightofWay I Total 

Federal Appropriation Code 
1. Refer to the signed 

12/30/2020 
Finance Letter for the 
federal appropriation 
code for the 
corresponding phases of 
work. 

2. Transfer that code into 
the federal appropriation 
code field on the invoice. 

9 

Presenter
Presentation Notes
Federal Appropriation Code:  Enter the appropriation code identified on the Finance Letter and E-76.These codes are generated by the Federal Government pertaining to specific funding programs (e.g. CMAQ appropriation code is Z400).Each appropriation code must have a separate column.



     

  
 

 
 

Fund 1ZJ Federal Authorized 18J) PE IZI R/W □ Type(s): 1ZJ State 
Phase(s): 

□ E&P 0 R/W Ulil □ l:8J PS&E 

Right of Way 1-Preliminary I Plans, I 
Engineering Specifications & 

Estimates 
State Allocation Date 

Federal Appropriation Code 

Participating Cost (E-76 Auth Date) !From 
Participating Cost !To: 

FEDERAL AID PROGRAM 
DLA LOCATOR: 03-SAC-0-SAC 
PREFIX: STPL 
PROJECT NO: 5002(173) 
SEQ NO: 1 
STATE PROJ NO:0314000217L-N 
AGENCY: 
ROUTE: 
TIP DATA 
~ 

FSTIPYR: 
STIP REF: 

DISASTER NO: 
BRIDGE NO'S: 

SACRAM ENTO 

SACOG 
13/14 

AUTHORIZATION/ AGREEMENT SUMMARY - (E-76) 

PROJ ECT LOCATION: 
SEE COMMENTS 
TYPE OF WORK: 
STREETSCAPE PROJECT 
FED RR NO'S: 
PUC CODES: 
PROJ OVERSIGHT: DELEGATED/LOCAL ADMIN 
ENV STATUS/ DT: 
RW STATUS/ DT: 
INV RTE: 
BEG MP: 
END MP: 

PROG CODE 
L230 

LI NE NO 
10 

IMPVTYPE 
15 

FU NC SYS 
p 

URBA N AREA 
SACRAM ENTO 

FU NDING SUMMARY 
PHASE 

PE 

RMI 

CON 

STATE REMARKS 

THIS REQU EST 
SUBTOTAL 

PREV. OBLIGATION 
THIS REQU EST 
SUBTOTAL 
PREV. OBLIGATION 
THIS REQU EST 
SUBTOTAL 

TOTAL: 

04/11 /2014 SEQ 1 authorizing PE via lump sum appropriation . 

Final design shall not start until NEPA is approved. 

PROJECT COST 

$500,395.00 
$500.395.00 

$0.00 
$0.00 
$0.00 
$0.00 
$0.00 
$0.00 

$500,395.00 

URS/RURAL 
URBAN 

FEDERAL COST 
$0.00 

$443,000 .00 
$443,000 .00 

$0.00 
$0.00 
$0.00 
$0.00 
$0.00 
$0.00 

$443,000 .00 

04/11 /2014 Prcject limits : Meadowview Rd from the light rail station to 1-5 and along 24th St from Mead""""ew Rd to Florin Rd 

FEDERAL REMARK 

AUTHORIZATION 
AUTHORIZATI 

PRE AJRIED IN FADS BY: BATATAN, IFERDINA D 
REVIEWED IN FADS BY: YANG, A BERT 

SUBMITTIED IN FADS BY: VONGJESDA, SUNATE 

CALIFORNIA DEPARTME 

PREV AUTH / AGREE DATES: 
PE: 
RMI: 
CON: 
SPR: 
MCS: 
0 TH : 

DEMO ID 

ACCOST 
$0.00 
$0.00 
$0.00 

$0.00 
$0.00 
$0.00 
$0.00 
$0.00 
$0.00 
$0.00 

04/01/20114 
04111(20114 

741-5704 
651-0015 
FORCAL RA 

ON 0411 5/2014 

Participating Cost (E-76 Authorization) From Date 

1. Refer to the E-76 to find the 
Approved in FMIS date. 

2. Transfer this date to the 
Participating Cost (E-76 
Auth. Date) From field on 
the invoice. 

10 

Presenter
Presentation Notes
Federal Participating Cost From / Authorization Date:  Enter the E-76 authorization date.Dates of actual work being performed.Time period should span from date of first reimbursable cost to most recent reimbursable cost.
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June 1, 20 18 
Page 2 
ATPSB1 L-5002(173) 

For This Allocation : 

Funds allocated for ro·ect E & P are available fo r ex enditure until: Not A licable. 
Funds allocated for project PS & E are available for expenditure until : June 30, 2020. 
Funds allocated for project RW are avai lable for expenditure until : June 30, 2020. 
Funds allocated for construction -- Agency has 6 month(s} after the date of a llocation to award a contract. 

FIINIANICE l ETTER Date: 110/3.0/201 a E 
D CO RT: 03-SAC-O-SAC 
Project Nlo: ATPSB1IL-5002,(1I73) 

Adv Pro-ect M: 031140002117 
.Agreement End Date: 12!3012020 

ACCOUNTING INFORMATION ATPSB1 L-51l02(1 73) 
Cooperative Work .Agreement 

ENCUMBRANCE APPROP EXIPENDITURE ENCUMBRANCE REVERS.ION APPROVE[) EXPIRATION 
AMOUNl YEAR AMOUNT BALANCE DATE AM:OUtff DATE 

$424,llOD .. OD I 1718 I SD.OD I $424,0DO.DO 1]6!30/23 I 
$443,ll D_OD I 1314 I _ 443,0DO.OO I $0.DO !16130/19 I 

Participating Cost To Date 
• Allocation Letter (State Funds) 

Allocation Letter  Expenditures can be incurred until 
the dates noted on the allocation 
letter OR 

 Time Extensions for Expenditure 
 Must be requested at CTC meetings 

prior to the deadline, if needed. 

• Finance Letter 
Agreement End Date 

(Federal Funds) 
 Can be adjusted at the next 

authorized phase or justification of 
changes to cost, scope and 
schedule. 

• Reversion Date (Both funds) 
 A one-time extension request by 

Cooperative Work Agreement 
(CWA) for two years. 



   
   

   
 

   
 

  

    
    

  
 

  

1,,...~~ INSPECTOR GENERALI 0 ~ I ~ ~ 0. 
11:l'l I ' ' ' ' ' About lOAI Resources Audits Reports Ethics Helpline Contact Us Search 

Resources 

Architectural and Engineering Resources 

Indirect Cost Rate (I CR) lnteq~retive Guidance Accounting and Aud it Guideli nes fo r 
Acceetance/Aeeroval ID Find Interpretive Guidance for: 

Cont racts with Caltrans 

Find your Indirect Cost Rate (ICR) Acceptance/Approval ID . Labor Costs Find Guidelines to Accounting and Audits with Caltrans 
here. . Meals . Prevailing Wage . Uncompensated Overtime 

Safe Ha rbor Rate Form 

Download the Safe Harbo r Rate Form (PDF) 

Indirect Cost Rate Proposal/ Indirect Cost Allocation Plan 

0 
ICAP / ICRP Externa l Local Government ICAP/ ICRP Checklist ICAP/ ICRP Local External Government 
Rates ICAP/ IC RP Checklist for Local Government Agencies FIXED WITH CARRYFORWARD 
- ····· 

Find your ICAP/ ICRP External l ocal Government Rate 
Submission Certification 

Download the ICAP/ ICRP Local External Government FIXED 
With Carryforward Submission Certification {PDF) 

2018/2019 City of San Diego Public Utilities 
Indi rect Cost Total direct salaries and 

Fixed 
P1590-

138.7 Accepted 1/18/ 2018 
Rate wages 0915 

2018/2019 City of San Diego 
Engineering & Capita l Indirect Cost Total direct salaries and 

Fixed Accepted 1/18/2018 
P1590-

77.5 
Projects Rate wages 0915 

2018/2019 City of San Diego 
Transportation & Storm Indirect Cost Total direct salaries and 

Fixed 
P1590-

74 Accepted 1/18/2018 
Water Rate wages 0915 

2018/2019 City of San Diego Public Works-Contracts 
Indirect Cost Total direct salaries and 

Fixed 
P1590-

32.4 Accepted 1/18/ 2018 
Rate wa1?:es 0915 

2018/2019 City of Santa Ba rbara Engineering 
Indirect Cost Total Direct Salaries and 

Fixed P1590- 1 90.03 Accepted 4/12/ 2019 
Rate Wages plus Fringe Benefits 1006 

2018/2019 City of Santa Ba rbara Engineering 
Fringe Total Direct Salaries and 

Fixed 
P1590-

42.54 Accepted 4/12/ 2019 
Benefits Wages 1006 

2018/2019 City of Tu rlock Engineering Division 
Indirect Cost Direct Salaries and Wages 

Fixed 
P1590· 

Rate plus Fringe Benefits 
Accepted 12/21/2018 0966 

2018/2019 City of Vacavi lle 
Public Works Department, Indirect Cost 

Salaries and Benefits Provisional Accepted 3/21/2019 
P1590-

125.85 
Engineering Services Rate 0986 

2018/2019 City of Wes! Department of Public Works 
Indirect Cost Total Direct Salaries and 

Fixed 
P1590-

115.77 Accepted 6/28/ 2018 
Sacramento Rate Wages plus Fringe Benefits 0947 

Indirect Cost 
• For invoices claiming local agency 

indirect costs, local agency indirect 
cost rates must be correct and 
accepted/authorized by the 
Independent Office of Audits and 
Investigations (IOAI). 

• Go to the IOAI webpage: 
http://ig.dot.ca.gov/resources 

• Click on ICAP/ICRP External Local 
Government Rates to see the list 
of accepted rates approved July 
2014 through July 2019 (still in 
transition). 

12 

Presenter
Presentation Notes
To find your Approved Indirect Rate (expressed as a percentage of the direct cost base) for the year you are invoicing check the Audits and Investigations web page (click on the image to activate the shortcut).  Click on the Title: 	Local Entities Accepted, Approved, Cognizant Approved, and De Minimis Indirect Cost Rates�Overhead may only be charged, whether billed separately or included in billing rates, when indirect cost rates are accepted or approved by Caltrans Audits and Investigations.  Rates accepted/approved through  September 30, 2018This will open a spreadsheet where you can scroll to your agency name (including sub component activities) for the year and rate.  Be sure to check the title of the rate it could be either Indirect or De Minimis (10%).  You can look quickly to find the later.The takeaway here is: You cannot charge for Indirect Costs if you haven’t applied for an Indirect Cost Rate, and you cannot charge a rate that is different than your approved rate for the year in which the charges occurred.”The spreadsheet may not be updated as often as needed. Agencies can also refer to their indirect cost approval letter.

http://ig.dot.ca.gov/resources


  
    

        
  

2: INDIRECT COST CALCULATION 
Indirect Costs: 

Phase FY Office/Department Direct Cost Base Expense Approved Indirect Subtotal Cost Rate 
PE [:] 2013-14 Public Works $ 3,709.24 % 98.35 $ 3,648.03 
PE [:] 2014-15 Public Works $ 26,863.39 % 98.38 $ 26,428.20 
PE [:] 2015-16 Public Works $ 25,018.69 % 100.79 $ 25,216.33 
PE [:] 2016-17 Public Works $ 11,342.90 % 116.27 $ 13,188.38 

Phase PE E&P PS&E R/W CE NI 

Total Indirect Costs to Date $68,480.94 $0.00 $0.00 $0.00 $0.00 $0.00 

Fund 
~ Federal 

Authorized l8ij PE ~ RJW □ CE □ N I Type(s): 
~ Stale 

Phase(s): 
□ E&P □ RIW Ulil □ CON □ FA 
~ PS&E 

I I Preliminary Plans, I 
Engineering Specifications & Right of Way Total 

Estimates 
State Allocation Date 

Federal Appropriat ion Code 

Participating Cost (E-76 Auth. Dale) I From: 
Participating Cost ITo: 

I Total ndirect Cos: to Da:e $I sl sl s 0.00 
Total Direct Cost to Dale: $ 1 sl sl s 0.00 
Total Cost to Date: $ 000 $ 0.00 S 0.00 $ 0.00 

Indirect Cost (continue) 

the invoice by phase. 

• Enter the phase, year, office/department,   value of the actual direct 
charges, and the approved indirect cost rate. 

• Transfer this total amount to the Total Indirect Cost to Date  field on 

13 

Presenter
Presentation Notes
Total Indirect Cost to Date  :   Complete the Indirect Cost worksheet located on the second page of the invoice. Total will populate automatically.Indirect rates must be approved (every Fiscal Year) by the Division of Audits and Investigations prior to claiming.Cannot be combined with direct costs.Must match indirect calculations from page 2 of invoice.Must indicate which FY claiming and show all supporting calculations on page 2.From Audit findings:#5.  Improper Charge of Indirect Costs- You are in violation when you charge indirect costs without an approved Indirect Cost Rate from Caltrans Audits & Investigations. This includes any indirect cost charged by the Agency, or Division/Department etc. of the Agency.   This also includes any Cognizant approved rates received by the Agency from someone other than Caltrans Audits & Investigations



 
  

 

   
 

    
 

  
  

 
 

         
       

SECTION 3: BILLING SUMMARY 
Federal/State Project No. ATPSB1L-5002(173) ---------------------
Preliminary Engineering 

Description 
Work Performed (Dates) 

(e.g., Staff Time, Consultants, etc.) From To 

StaffTime, Permits, Postage 04115/2014 09114/2018 
Consultant (Environmental) Invoice 04115/2014 09/14/2018 

Plans, Specifications & Estimates 

Description Work Performed (Dates) 

(e.g., Staff Time, Consultants, etc.) From To 

Staff Time 05117/2018 09114/2018 

Right of Way 

Description 
Work Performed (Dates) 

(e.g., Staff Time, Consultants, etc.) From To 

StaffTime 05117/2018 09114/2018 

Vendor Receipt 
Number 

(if applicable) 

IA 
EE-102333 

Vendor Receipt 
Number 

(if applicable) 

IA 

Vendor Receipt 
Number 

(if applicable) 

IA 

Total Direct Cost Less 
(for current invoice Non-Participating 

period only) Cost 

$47,982.04 

$0.00 

Total Direct Cost Less 
(for current invoice Non-Participating 

Cost 

$0.00 

Total Direct Cost Less 
Non-Participating 

Cost 

$0.00 
$0.00 

Total Cost 

$47,982.04 
$106,829.30 
$154,811.34 

Total Cost 

$38,402.56 
$38,402.56 

Total Cost 

$16,466.29 
$16,466.29 

Direct Costs and Billing Summary 
Total Direct Cost For Current 
Invoice Period Only. 

• For the first PE Invoice it 
is 04/15/2014 (E-76) and 
any date after this date 
for subsequent invoices. 

• For PS&E and Right of 
Way, you must start from 
the Allocation Date May 
17, 2018 and later. 

• Add the Total Direct Cost for each phase (gray box) from the previous invoice and add it to the 
total direct costs for that phase (if any) and transfer that amount to Page 1 of this invoice. 

14 

Presenter
Presentation Notes
In this example: Preliminary Engineering  authorized: 04/15/2014 (E-76)  was wrapping up environmental charges from in-house staff time and consultants and received NEPA documentation prior to PS&E and Right of way authorization/allocation.PS&E & R/W  Allocation Date May 17, 2018  final design began in earnest (in-house staff time).  Right of Way started to approach/negotiate acquisition of necessary parcels (in-house staff time).Note to presenter: Pay attention to transaction dates on the slide.



 

  
   

 
  
 
  

    
 

3: BILLING SUMMARY 

Federal/State Project No. ATPSB1 L-5002(173) 

Preliminary Engineering 

Description Work Performed (Dates) Vendor Receipt Total Direct Cost Less 
Number (for current invoice Non-Participating Total Cost (e.g., Staff Time, Consultants, etc.) From To (if applicable) period only) Cost 

Staff Time, Penni ts Postage 04/15/2014 09/1 4/2018 IA $47,982.04 $47 982.04 
Consultant (Enviromnental) Invoice 04/15/2014 09/1 4/2018 EE-102333 $106,829.30 $106,829.30 

$154,811.34 $0.00 $154,811.34 

Local Assistance Procedures Manual EXHIBIT 1 o~c 
Consultant C::ontract Revierverii Chedtlst 

EXHIBIT 10-C ,A&E- CONSULTANT CONTRACT REVIEWERS CHECKLIST 

Date: 07/23/2018 Amendment: iz1/ District:~ -
Agency Name: . Cicy of Sacramenio 
Federal or State ProjectNumber: 5002(173) 

LocalAgency ContradNumber/SolicHation Number: 2015~0010 
Consultant Name: Bennett Engineering Services.Inc. 
Origi11al Coritrnct Period: Begin: 01/08/2015 End: 12/3 1/20.17 
Original CQntractDollar Amount; $4 82,620 :F1,1ni;Iing; .Federal 

No, DESCRIPTION 
A. PROCUREMENT PLANNING 
l Description of need for consultant; The consi.tlta:nt has the staff ~xpcttisc and availability to provide engineering 

.services, including environmerttal documentation, putilic outreach, utility coordination •. and final design. 

First Consultant Contract Invoice 

To process the first invoice 
covering claims from A&E 
consultant contracts, you 
must include Exhibits 10-C 
(10-01, 02 for Sub-
contracting & DBE’s with 
federal funds). 

For contracts greater than 
$150,000 an Exhibit 10-K 
must be received by IOAI. 

15 

Presenter
Presentation Notes
From Audit findings (1, 2 and 4 of 5:#1. Improper Procurement Practices- Failure to follow required consultant contract procurement process per federal regulations and outlined in Caltrans Local Assistance Procedures Manual. Significant violations include:Missing key documents in project procurement file, i.e. proof of advertising, all score sheets, profit negotiations, cost estimates etc.Selection criteria’s weighted values are not included in the RFPs/RFQs.Selection of consultant was not based on the RFP/RFQ stated selection criteria and stated selection criteria’s weighted values.A detailed Independent cost estimate were not prepared before proposals are received.Profit was not negotiated as a separate cost item. #2. Contract Administration for Consultant’s Services Contracts- Failure to maintain contract administration systems and proper management to ensure consultants perform in accordance with the terms and conditions of contracts. Significant violations include:Amending an expired contract.Making significant changes to the original scope of a contract.Charging rates not consistent with the contract cost proposal.Making changes in key personnel without prior approval.Adding classifications or personnel without prior approval.Method of payment is inconsistent with method of payment stated in the RFP and the signed contract.#4. Conflict of Interest- Agency employees and consultants potentially violate conflict of interest laws and regulations by making decisions for which the Agency employee, or consultant acting on behalf of the Agency, could benefit financially.



 

   
    

     
  

   

  
     

    
  

     

Leral ~ Ptvgnt■1 Gu.idtlh~ EXlllBITU-A 
Rtquna for Fl■Xli.,_ Allou tlon (Loni ATP PtojffU) 

ExlllBIT 22-A AWARD 1,rort,t, TION roR ATP PROJECTS 

To: ___________ _ 

Distri<1 Local Assi ta11<:< Engi11 er 
Cahrwls, Di, is ion of Local Assistance 

PP~O: _____ _ 

Project ID: _____ _ 

Project \'o.: ------
Project D:srnpti1X1. 

Date· -----

fallibit 15-L 
·~Ill A~tllC . Conlrllcl Aw:u·d Checklist 

AWAUU C11~;<:1<l ,IST 

NMENT PROJECT 

-Admini:m;ringAg.ncy) 
IMBERLY LN -----------------------

Date Project,. .. Allocat.:d: _____ _ 

Datt Project" dv<r1iscd: ____ _ 

Award Iht~· ------
ward Amount ____ _ 

Award .\mount: _____ _ 
<ATP Pcnmcdy, tfflffam.t frc,mabo\<t) 

Estimated Dll..: of Completion: ____ _ 

Nllll<ofContrnrtor: _____________ _ 

NOTt'.: lfthe. MSWer is .. 110~ to My oHbi.l 
abovcqucstion.-, a lctter,,f e~planation i, 
rcquirOO. 111c DLAE: !>hall rev iew the 
explanatioo11.nddctcm1inc iflhc loclli 
agency iseligihle.for fl-..!: rtt-1 l.u11ls. 

t lf tbellate listcd ismvn:l..h:an IO-
C'.ll le11 ([11r(l11yslx.rortbi(lopcuing,loc11l 
ageneynrn~I )lrO\•ldc dOl',1.IJllfUl:111011. Ui~l 
,nib iite WH 111h~eque11 lly checked wit blo 
tho, l fH',i lef)d,ir1h1ypuiodor1t!terbid 
cpen ing,1nd1hertwerenoeh11ngesh1 
thc11pplir11blefctlcral w111,."' ratH, 
othtrwiu a11 11ddcnd11101n•~· be rctl\l lrctl. 

Ol 1(ribulic>n: J)Ofigil'lalpl11soocccpy DLAE 
2)C,w-LucnlAi.mL;-l'T.:,joct lib 

Rcvi~wcd by: 

pu~-tmilc:ilimitl!) 

ml fond~incl uded fur 

ed in the low bidder's 

w hiw.lcn1' prnpn~al? 

yes (Zl m,O 

ATTACHED 
y.:.-s[21 no □ 

ATTACHED 
yes 121 noO 

yc:<t O no121 n.'a D 

ATTACHED 
yes 121 noO 
yes ll] no O 
ycs [Z] no□ 

919,300 

yes ll] nu O 
1112612016 
12/06/2016 
12/1312016 

879,426.00 
ATTACHED 
ATTACHED 
ATTACHED 

yc~ IZ} no O 

9/30/2016 

1-..- Ck-~P-
(Signature flf Admini~tcrcd Agency Ke'pre.sctllotive) 

MARC A. MATTOX 
(Name printed or typed) 

Tit!, : PUBLIC WORKS DIRECTOR / TOWN ENGINEER 

)>ate: 1211212016 

Phone Numhl.·c (530) 872-6291 X 125 

P11ic I of t 
Au1: ust 2016 

First Construction Contract Invoice 

• Before the first state funded construction contract invoice 
can be paid we must receive: 
 Local Agency Contract Award Checklist (LAPG Exhibit 

22-A) shown here. 
 Contractors Pay Estimate . 

• Before the first federal funded construction contract 
invoice can be paid we must receive the complete award 
package: 

• Local Agency Contract Award Checklist (LAPM Exhibit 
15-L) shown here. 

Click on the images to go to internet file 16 

Presenter
Presentation Notes
From Audit findings :#3. Contract Administration for Construction Contracts – Failure to maintain a contract administration system to ensure payments to contractors are supported by project records. Significant violations include:Line Item quantities are not supported by project recordsConstruction Change Orders (CCO) are not supported by independent cost estimates, were not properly approved and/or costs claimed are not properly documented.CCO’s work is not within the scope of the original contract, i.e. Contractor caused damage and repair. 

https://dot.ca.gov/-/media/dot-media/programs/local-assistance/documents/lapm/c15/15l.pdf
https://dot.ca.gov/-/media/dot-media/programs/local-assistance/documents/lapg/c22/22a.docx


 

 
   

     
    

     
   

       
   

    

0,75 

II 

Construction (Note: submit contractor pay estimate) 

Description Work Performed (Cates) Vendor Receipt Total Direct Cost 
Number (for current invoice (e.g., Contractor, Force Account, etc.) From To (if applicable) period only) 

contractor payment 09/03/2018 11/30/2018 CIP-12.03 $149,333.89 
$149,333.89 

'TO'IAIL 11'0 llA 'IE 

LS ! :s $4.000,00 o.75 LS I '$ 54,iOOOJlo, 

s 

$ 1 $4,~511.$ 
$ 
.$ ·t :54,351.46 

$ {$.017.!57} 
s 

Less 
Non-Participating 

Cost 

$0.00 

Total Cost 

$149,333.89 
$149,333.89 

$ 
:s 
$ 

$ 

s 
$ 
$ 

s 
$ 

Billing Summary (Contractor Pay Estimate) 

The Billing Summary does not have to be a line by 
line duplicate of the Contractors Pay Estimate, it can 
be the amount you paid the contractor. 

NOTES: 
 Ensure you review the Allocation 

expenditure,  AED, Reversion, and CWA dates 
as they apply. 

 Transferring funds to another phase does not 
reset the reversion, CWA or expenditure date. 

17 

Presenter
Presentation Notes
You can adjust funds between phases (ATP is less flexible).  The agency must work with the district for an authorization prior to submitting a new invoice. 



   
  

  
   

 
  

   
  

     
    

   
    

 

FINANCE ITEMS PRO RATAOR TOTAL COST OF FEDERAL PART. FED. REIMB¾ FEDERAL FUNDS STATE SB-1 ATP LOCAL FUNDS 
LUMP SUM WORK COST 

L230 /SB1A 

Agency Preliminary Engineering Lump Sum $500,395.0C $500,395.0( $443,000.00 $0.0( $57,395.0( 

Plans, Specifications & Lump Sum $250,000.0C $250,000.00 0.00% $0.0( $250,000.0( $0.0( 

Estimates 
Right of Way Lump Sum $174 ,000.0( $174,000.00 0.00% $0.0C $174,000.00 $0.0C 

Totals: $924,395.00 $924,395.00 0.00% $443,000.00 $424,000.00 $57,395.00 

T ot.r Pal1icipating Cost: $ 0_()0 s 0.00 $ 0.00 $ 0.00 
State Reirll)Urseme • Ratio: 
Federal Reiml)Ursement Ratio: 

Reimb:ursab e Amount to Date: $ 0.00 s 0.00 $ 0.00 $ 0.00 
Less: C1Jm1Jlative Amount Paid on A ll 

$ $ Previous lnvoi oes $ $ 0.00 

Reimb:ursab e Participating Coots: $ 0.00 s 0.00 $ 0.00 $ 0.00 

Reimbursement Ratios 
1. Refer to the current 

signed Finance Letter 
to find the 
reimbursement ratios. 

2. Transfer the 
reimbursement ratios 
to the Reimbursement 
Ratio field on the 
invoice by phase. 

Note:  The Finance Letter will 0.00% for 
state funds. To calculate the state 
reimbursement ratio, divide the 
allocated state funds by the participating 
costs. 

88.53% 

18 

Presenter
Presentation Notes
Federal / State Reimbursement Ratio: Enter the reimbursement ratio calculated on the Finance LetterThis is phase specific.Reimbursable Amount to Date: This field is automatically calculated.Eligible costs requesting reimbursement with this invoice after reimbursement ratio is appliedDollar amount must match the back up documents.
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Preliminary I Plans, I I Specifications & Right of Way Total Engineering Estimates 
State Allocation Date 05/17/18 05/17/18 

Federal Appropriation Code L230 NIA NIA 

Participating Cost (E-76 Auth. Date) !From: 04/15/14 
Participating Cost ITo: 09/14/18 09/14/18 09/14/18 

¢ Total Indirect Cost to Date: $ 68,480.94 $ 0.00 $ 0.00 $ 68,480.94 
Total Direct Cost to Date: $ 438,707 13 $ 38,402.56 $ 16,466 29 $ 493,575.98 
Tota l Cost to Date: $ 507,188.07 $ 38,402.56 $ 16,466.29 $ 562,056.92 
Less: Non-Participating Cost $ 18,310.15 $ $ $ 18,310.15 

: Other Retention (consultant) 10% B $ 10,683 00 $ $ $ 10,683.00 
: Other Liquidated Damages G $ 4,500.00 $ $ $ 4,500.00 
: Other Something else happened G $ 000 $ $ $ 0.00 

Tota l Participating Cost to Date: $ 473,694.92 $ 38,402.56 $ 16,466.29 $ 528,563.77 
Less: Participating Cost not Reimbursed 

$ 0.00 $ 0.00 $ 0.00 $ 0.00 (Local Funds) 
Tota l Participating Cost: $ 473,694.92 $ 38,402.56 $ 16,466.29 $ 528,563.77 
State Reimbursement Ratio: 100% 100% 
Federal Reimbursement Ratio: 88.53% 

¢ Reimbursable Amount to Date: $ 419,362.11 $ 38,402.56 $ 16,466.29 $ 474,230.96 
Less: Cumulative Amount Paid on All 

202,757 55 $ 0.00 $ 000 $ 202,757.55 ' Previous Invoices $ 

Reimbursable Participating Costs: $ 216,604.56 $ 38,402.56 $ 16,466.29 $ 271 ,473 .41 
Less: State Withheld Retention $ 40,000.00 $ $ $ 40,000.00 

: Amount Exceeding Authorized Fund $ $ $ $ 0.00 
: other $ $ $ $ 0.00 

Amount of This Claim: $ 176,604.56 $ 38,402.56 $ 16,466.29 $ 23 1,473 .41 
TOTAL INVOICE AMOUNT: $ 231 ,473.41 

Refer to your Finance Letter 
Authorized Fund Amount $ 443,000 00 $ 250,000.00 $ 174,000 00 $ 867,000.00 
Less: Cumulative Amount Paid on All 

$ 202,757.55 $ 0.00 $ 000 $ 202,757.55 Previous Invoices 
Funds Remaining Prior to this Claim $ 240,242.45 $ 250,000.00 $ 174,000.00 $ 664,242.45 

Cumulative Amount Paid on All Previous Invoices 

Direct Cost to Date (Previous Invoice prior to 
reimbursement rate): 
$229,026.94 
Direct Cost To Date (Billing Summary): 
+$209,680.19 
Equals Current Direct Cost to Date = 
$438,707.13 

Direct Cost to Date(Previous Invoice $229,026.94 
after reimbursement rate): X 0.8853 

= $202,757.55 

(this amount is also displayed on the table below 
the invoice if you’ve been using this form over 
several invoices) 

Presenter
Presentation Notes
Less: Actual Amount on Prior Invoice: Enter the total Federal / State amount from all previous invoices after reimbursement ratio is applied. Reimbursable Participating Costs:  This field is automatically calculated.Eligible costs requesting reimbursement with this invoice.Actual amount requested for Federal / State reimbursement.Must be rounded down to the lowest cent.

https://202,757.55
https://229,026.94
https://438,707.13
https://209,680.19
https://229,026.94


 

   
      

   
   

   
  

      
       

     
    
       

  

Preliminary 
Engineering 

State A llocation Date 

Federal Appropriation Code L230 

Participating Cost (E-76 Auth_ Date} From: 04/ 15/ 14 
Participating Cost To: 09/ 14/ 18 

Total Indirect Cost to Date: $ 68,480_94 
Total Direct Cost to Date: $ 438,707_13 
Total Cost to Date: $ 507,188_07 
Less: Non-Participating Cost $ 18,310_15 

: other Retention (consultant) 10% E] $ 10,683_00 
: other L iquidated Damages 13 $ 4,500_00 
: other Something else happened IE) $ o_oo 

Total Participating Cost to Date: $ 473,694_92 
Less: Participating Cost not Reimbursed 

$ o_oo (Local Funds) 
Total Participating Cost: $ 473,694_92 
State Reimbursement Ratio: 

Federal Reimbursement Ratio: 88_53% 
Reimbursable Amount to Date: $ 419,362_11 
Less: Cumulative Amount Paid on All 

Previous Invoices $ 

Reimbursable Participating Costs: $ 419,362_11 
Less: State Withheld Retention $ 40,000_00 

: Amount Exceeding Authorized Fund $ 
: other $ 

Amount of This Claim: $ 379,362_11 
TOT AL INVOICE AMOUNT: 

Less State Withheld Retention 

Per Master Agreement with the State: 
“STATE will withhold the greater of either two (2) percent 
of the total of all federal/state funds encumbered for each 
PROGRAM SUPPLEMENT or $40,000 until ADMINISTERING 
AGENCY submits the Final Report of Expenditures for each 
completed PROGRAM SUPPLEMENT PROJECT”. 

Retention is held to ensure local agencies continue 
to complete the project and invoicing process. The 
$40,000 shown is a portion of PE funds billed, and 
will be released after authorized with more federal 
funds, or the project is completed and the Final 
Report of Expenditures is received. 
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Presenter
Presentation Notes
Less: State Withheld Retention: Generally 2% or $40,000 of the total grant funding (whichever is greater) per Master Agreement.This is normally applied if the funding is nearing the threshold on being expended. This can only be claim at the FinalAmount Exceeding Authorized Fund:  Costs that are eligible but not reimbursed due to insufficient Federal / State funds.Amount of This Claim: This field is automatically calculated.Subtotals of actual dollar amount requested for each phase.Total Invoice Amount: This field is automatically calculated.Actual dollar amount requested for all phases combined.Totals must be rounded down to the lowest cent. Federal rules do not allow rounding up.



  
 

  

TE OF CALIFORNIA· DEPARTMENT OF TRANSPORTATION 
LOCAL AGENCY INVOICE I Instructions 11 Reset Form 11 Print Invoice I 
L.APM 5-A (REV 04/2019) 

SECTION 4: CHECKLIST 
Local AQency Name: 
Billing No: Federal /State Project No: 

Local Agency Caltrans 
F requency Confirm N/A Concur 

I Executed Pro~ Supplement Agreement (PSA} on file with loc;al Agency. All ffiotCES □ 
2 Submittal of one signed and completed Local Agency mvoice {LAPM 5-A) which ncludes All lnw+ces D □ Section 1: lnwoice, Section 2: Indirect Cost Calculation. Seclion 3: Bilm{I Smnmary 

(sutrm. contractor pay estimate lor construction inwices}. and Section 4: Chedlist 

3 Re~le wort claimed is after E-76 (Federal Authorization to Proceed) date All Invoices □ □ andJorCa&omia Transportation Commiss-00 (CTC) State Alc,ca.1ion date. 

◄ Wo.-k performed is prior to any lapsmg I expiring, fwds. All lnvo+ces D □ Chect E-76 Reversion Date (Federal) 
Verify Cooperative Wort Agreement Approval (Federal/ Slate) 
CTC Sta.te A llocation Letter Fund Expiration OeacAne (State) 

5 Invoice is CORSistentwith cwrent approved Finance Letter. All lnvo+ces □ □ Phases of Wodi 
Ftnd T)'pes (e.g . . CMAQ, RSTP. @c.) 
Reimbursement Ratios 
Available Balance of Federal I State Foods 
Cos.ts incurred prior to authorized Agreement End Date (AED) 

6 Invoiced amount shall be greater lhan 2% of the total Federal andlor State foods or $1 ,000, All lnvotceS □ □ whicheve, is greater. m less authorized by District local Assistance Engineer (Dl.AE) to 
pre,.,enl inacfiviy. 

7 Percentage of work complete is consisienl with "'tal Federal/ Slate funds ffioiced All ffio+ces □ □ (i.e ., projeci should oot be 80% expended if only 20% complete). 

8 Remaining balance should not be less than Caltrans required retenfion Al 1nwioes prier to □ □ ($40 ,000 or 2% of the Federal/ Slate funds, whichever is greater).. Final ffioice 

9A All"°"'" nl agreements/ amencknents must folcm the Cattrans procurement and All lnvo+ces D □ □ owersight processes outmed m local Assistance Procedures Maamal C hap1er 10. 

The following Exhibits must be sent to and received by the appropriate entities Jl]D:[..Ul 
~ 

Submit Exhibit 10-C to Division o( Local Assistance HO - Office of Guidance and Al Firsi Consultant D □ □ OYeJSighl Invoices 

Submit Exhibds.10-01 and 1D-02 to DL.AE FosiFederal □ □ □ 
ConsultantCoolracts 

Submit Exhibit 10-K to Independent Office ol Aui:fts and Investigations AII Coosultanl D □ Contracls > $ 150K 

QB Submii copy of executed coniract to the DLAE within 30 days of coniract award or □ □ □ concurrently with first invoice. whichever is earlier. 
Faron-call oon1racts., submitcq:iy of issued tasl: order and Exhibit 10-02 forftle task order. □ □ □ 

10 Verification c( Project Awaro: Attach LAPM Exhibit 15-L (Federal projects) or LAPG Exhibit Fr..t Cons&ruc:tion □ □ □ 22-A (Slate prqeds) with Fir.i-t Coostruclion fnvoice. lmroice 

11 Submit contractar pay e5timate 'Wllh Billing Sunvnary. Cmsauc:tion hloices □ □ □ 

Signature of Local Agency Representative Date Pmt Name and Tttle 

Signature of Cattrans District Reviewer Date Prini N amefTTilefPhone Nwnber 

Convnents 

Signatures & Checklist 
1. Review and confirm checklist 

items. 

2. Sign and date checklist. 
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Presenter
Presentation Notes
The checklist is the last attempt to verify you have followed, or included all necessary information for a payable invoice.   One method for the local agency could use is to have the checklist out while preparing the invoice-not at the end.Section 2 also includes a line for certification. Sign the invoice and list a name and telephone number of the person to contact for questions concerning the invoice.  There is room for comments about the invoice, if necessary.Section 4 is the Invoice checklist.  Please make one last review of the invoice and necessary forms that may need to accompany it for prompt payment.   Caltrans district staff will review the invoice package for completeness before signing and forwarding for payment.  There is room for comments about the invoice, if necessary.



   
  

 
 

  
    
  

Agency Invoice 
Dispute Notification Letter 

Lo al Agency: Sacramento 
Attention: Hector Ban·on 

Date: 
Dist - Co - Rte: 

10/31/18 
03- 9 4-0-SAC 

002(1 3) 
13 

40.000.00 

Address: 91 I Street. Room 2000 Project Kumber: 
Invoice umber : 

City. State. Zip: Sacramento. CA 958 14 Invoice Amount: 

□ 
IZI 

□ 
□ 
□ 
~ 

□ 
IZI 

□ 
□ 

Local Agency / State Agreement not executed 

lncon·ect Invoice Fonuat / Content [see Chapter Accounting / Invoices" of the Local Assistance 
Procedmes Manual (LAP )]. " 
Invoi e reflects component s) / phase( ) of work not allocated / authorized and / or cost s) that is / 
are ineligible for reilnblU'semen . 
Insufficient Funds 

Missing or iliadequate In oice Suppo1t Documentation 

Contract A\\'a1·d Pa kage required for onstruction phase of work 

Final Invoice. Filial Inspection Fonn and Filia l Repo1i of Expenditmes must be submitted and 
approved prior to payment 
Redate invoice upon re submittal of Invoice Package ( 1 original & 2 copies of Invoice and 2 copies 
of Invoice Suppo1t Docmuentation) 
Reimbm·sement Ratios lncon:ect 

Lapsed Appropriation 

Disputed Invoices 
1. Agencies will receive a Dispute 

Notification Letter if the invoice 
contains errors. 

2. When re-submitting the 
corrected invoice to the 
District, re-date and re-number 
the amended invoice (if it was 
#1, it is now 1A). 
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Presenter
Presentation Notes
We strive to pen-and-ink fix small date errors (backed up with an email verification from the local agency) when they do not affect claims for payment, i.e. when the authorization date isn’t correct, and a review of the charges are still after the actual authorization date that can be fixed with a telephone call and pen-and-ink.  Mathematical errors, if they do not result in an increase to the invoice total, may also be fixed in this manner.  Any charges prior to the true authorization date are not allowed and would trigger the dispute , as detailed in the slide.It is Important to note the need for invoice number sequencing.  This enables district staff and accountants to identify the corrected Invoice from the disputed document.Note: The letter after the number denotes that the first submittal was disputed. If the invoice will be disputed again, the number on the next submittal will be 1B,…and so on.



  

   

 

    

References 
LAPM 5-A Local Agency Invoice: 

• https://forms.dot.ca.gov/v2Forms/servlet/FormRenderer?frmid=LAPM5A 

Caltrans/Local Assistance Procedures Manual, Chapter 5: Invoicing 
• https://dot.ca.gov/-/media/dot-media/programs/local-

assistance/documents/lapm/ch05.pdf 

Caltrans/Local Assistance Forms: 
• https://dot.ca.gov/programs/local-assistance/forms/local-assistance-

procedures-manual-forms 

Independent Office of Audits and Investigations 
• http://ig.dot.ca.gov/resources 
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STATE OF CALIFORNIA- CALIFORNIA STATE TRANSPORTATION AGENCY 

DEPARTMENT OF TRANSPORTATION 
Division of Local Assistance 
1120 N STREET 
P.O. BOX 942874, MS# 1 
Sacramento, CA 94274-0D01 
TTY711 

June 1, 2018 

Mr, Hector Barron 
Director of Public Works 
Ctty of Sacramento 
915 1 Street, Room 2000 
Sacramento, CA 95814 

Attn: Ms. Cecilyn Foote 

Dear Mr. Barron: 

EDMUND G. BROWN Jr. , Governor 

03--SAC-0-SAC 
ATP SB 1 L-5002(173) 
Advld:0314000217 
.PPNO: 03-1771 
Request No:1 

Your letter dated March 16, 2018 requested a fund allocation from the Active T ransportallon Program for the City of 
Sacramento Streetscape Project - Meadowview Road: From light rail station to 1-5 and along 24th St from 
Meadowview Road to Florin _Road. This project is programmed in the Active Transportation Program (ATP), as 
amended. 
At their May 17, 2018 meeting , lhe California Transportation Commission (CTC) allocated funding in the amount(s) 
shown below. 
The State·hereby makes the following allocation on May 17, 2018 , effective May 17, 2018. 

Allocation No. 2018-202 ATP FUND ALLOCATION 

Senate District No. : 06 
Assembly District No. : 00 Amount Flscal Year Amoont This 

Programmed Programmed Prevlously Allocated Request 

ROW $174,000 2018 $0 $174,000 
PS&E $250,000 2018 $0 $250,000 

Federal Funds so 
State Funds $424,000 

Total Amount $424,000 $0 $424,000 

This allocation makes avai lable $0 of federal funds* and $424,000 of Slate (or State-only) funds for a total of 
$424,000. 

• A separate request for authorization lo proceed (E-76) is required prior to the start of reimbursable work for 
projects receiving Federal funds . 

The effective date of allocation serves as the authorization to proceed and establishes the date for the start of 
reimbursable work for State-only funded projects. 

CTC Allocation Letter 

CTC Allocation Letter (Page 1) 

Click on the image to go to Page 2 
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Mr. Hector Barron 
June 1, 2018 
Page 2 
ATPSB1 L-5002{173) 

For This Allocation : 

Funds allocated for project E & Pare available for expenditure until: 
Funds allocated for project PS & E are avatlable for expenditure until: 
Funds allocated for project RW are available for expenditure unUI: 

Not Applicable. 
June 30, 2020. 
June 30, 2020. 

Funds allocated for construction -- Agency has 6 month(s) after the date of alloca1ion to award a contract. 

After award of the contract, the Agency has up 1o 36 months to complete the construci:ion or vehicle pu'r-chase 
contract. 

The Commission may grant a one-time extension of up to 20 months to each of the deadlines specified above, if it 
finds that an unforeseen and extraordinary circumstance beyond the control of the responsible agency has occurred 
that justifies the extension. Please refer to the Local Assistance websjte at www.doLca.gov/hq/LocalPrograms/ for 
additional guidance. 

The project's award information should be submitted to the District Local Assistance Engineer (DLAE} immediately 
after award of the construction contract. A copy of the project's award package also needs to be included with the 
submittal of the Administering Agency's first invoice to the Local Prag rams Accounting Branch. Please refer to 
Local Programs Procedures {LPP) LPP 01-06 for guidance regardlng the contents of the project award package. 

This alloca1ion is not a commitment on the part of the State to make reimbursements until an Administering Agency 
- State Agreement (Master Agreement), if necessary, and a project specific program supplement are executed 
between the Agency and the State. 

Your attention is directed lo the Local Assistance Procedures Manual, LPPs and the current CTC guidelines for 
detailed instructions and information. 

Sincerely, 

~-~~ 
\ tl\WIN~'- Chief r Office of Project Implementation - North 

Divislon of Local Assistance 

Indirect Cost (continue) 

CTC Allocation Letter (Page 2) 

Click on the image to return to slideshow 
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Allocation 
FED ERAL AID PROGRAM 
OlA LOCATOR: 03-SAC-O-SAC 
PREFIX: STPL 
PROJECT NO: 5002(173) 

AUTHORIZATION I AGREEMENT SUMMARY - IE.-76) 

PROJECT LOCATION: 
SEE CO MENTS 
TYPE OF WORK: 

CALIFORNIA DEPARTMENT OF TRANSPORTAT 

SEO NO: 1 STREHSCAPE PROJECT 
FEORR O'S: 

PREVAUTH/AGREE DAl'ES: 
PE: 

PUC CODES: Rm: 
STATE PROJ N0:031400021r Lc 
AGE. CY: SACRAMEITTO 
ROUTE: 
TIP OATA 

PROJ OVERSIGHT:DELE.GATEDJLOCALAO IN 
ENI\/ STATUS I OT: 

CON: 
SPR: 

MPO: SACOG 
FSTIP YR: 13114 
STIPREF: 

DISASTER NO: 
BRIDGE O'S: 
PROGCODE LI E 0 
L230 -10--

IMPVTYPE 
15 

RWSTATUS/DT: 
INVRTE: 
BEG MP; 
END MP: 

FU CSYS 
p 

URBAN AREA 
SACRAMENTO 

FUNDING SUMMARY 
PHASE PROJECT COS 

PREV. OBLIGATIO 
PE THIS REQUEST 

SUBTOTAL 
PREV. OBLIGATIO 
THIS REQUEST 
SUBTOTAL 
PREV. OBLIGATIO 

CON THIS REQUEST 
SUBTOTAL 

STATE REMARKS 

TOTAL: 

04/11/2014 SEO 1 authoruing, PE via lump sum appropriation. 

Final design shal nol start un1il NE.PA is approved. 

S0.00 
$500,l95.00 
S-500,l95.00 

$0.00 
$0.00 
$0.00 
S0.00 
$0.00 
S0.00 

$500,l95.00 

URBIRURAL 
URBA 

FEOEAAL C-OST 
S0.00 

$443,000.00 
$443,000.00 

S0.00 
SO.Oil 
S0,00 
S0.00 
SO.Oil 
S0.00 

$443,000 Oil 

ICS: 
0TH: 

DEMO ID 

04/I 1f2014 Project limits: Meada.wiew Rd trom the li~t rail ~ration to I.Sand along 241h St trom Meadowview Rd 10 Florin Rd 

FEOEAAL REMARKS 

AUifHORIZAHON 
AUTHORIZATI~ TO PROCEED WITH REOUEST:PRE 

FO:R:PE 
DOCUMBoff TYPE: MGR 

PREPARED IN FAOS BY: BATATAN, FERDINA D 
REVIEWED IN FAOS BV: YANG, ALBERT 

SUBMITTED IN FADS BY: VO GJESD SU TE 
PROCESSED IN FAOS BY: HUEY, SHUN 

APPROVED I Fl,IIS BY: TASIA PAP O N 

ACCOST 
S0.00 
$0.00 
S0.00 
S0.00 
SO.Oil 
S0,00 
S0.00 
SO.Oil 
S0.00 
S000 

0 04./01/2014 741-5704 
0 04111'2014 651--0015 

Click on the image to return to slideshow 

0 04/12/201 4 FORCALTRANS 
0 04/1Sf2014 FOR FHWA 
0 04115/2014 
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Click on the image to return to slideshow 
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**DONl'T LOSE YOUR FEDERAL M ONIEY** 
Top FIVE lOCAL AGENCY ISSUES 

1. Improper Pirocurement Practi ces- Fa ilu re to fo llow requ ired consu lt ant cont ract prororem ent proce-ss per 
federal regu lations and o utlined in Caltrans Loca l Ass ist ance Procedures Manua'I. Significant v io lat ions 
incl ud e: 

• Missing key docum e nts in project procu rement fi le, i.e .. proof of adve,rt1is1ng, a ll score sheets, profit 
nego t iallio ns, CJost estimat es etc 

• Selection crit e ria ' s w eighted values ,are not include d in the RFPs/ RFQs. 
• Sele ctio n o f CJo ns u ltant was not based on the RFP/RFQstat ed selection criteria a nd stated se:lection crit e1ria's 

w e ig ht e d va lues. 
• A det ailed' lln d'epe n de nt cost estimat e was not pre pare d befo re proposa Is a re rece ived. 
• Profit was not negot iated as a separate ,cost item . 

2. Contract Administration for Consu ltan t 's Services Contracts- Fa ilu re to maint ain cont ract ad min ist r at io n 
syst e ms and proper ma nage ment to ensu re consu ltant s pe rfo nm in accordance w it h t he t e rms and 
cond it ions of contracts . Sign if icant v iolations incl ude.: 

• Am endin g an expire d con tract. 
• Ma king s,iginificant changes to t he or igin al scope of a contract. 
• Charging ra t es not mnsi.ste nt w ith t he co ntract mst proposa l. 
• Making changes in key personn.e:1 w ith out prior approva l. 
• Addin g d assificat1ions or personn el w it h out prior approva I. 
• Met hod of paym ent is inm ns iste nt with m et hod of payment stated in the RFP a nd t he signed contract. 

3. Contract Administ ration fo:r Construction Contiracts - Failu re t o m aint ain a contract ad min ist ration system 
t o ensure payment s to cont ractors are supported by proj ect records. Signif icant vidlat iions include : 

• l!.Jin e Item quantit ies are not s upported by proj ect reco1r,ds 
• Co nst ruction Cha1nge Ord ers (OCO) are not sup ported by indepe ndent cost est imates, were not prope r ly 

approved and/o, costs cla im ed are not p rope rly document ed . 
• CCO's work is no t w it'hin t he scope o f t he original contra ct, i.e . Cont ractor caused d'ama,ge an d repa ir. 

4. Confiict of Interest- Agency employees an d consu lt ants potent ially violate oonfliict of int erest laws and 
regu lat ions by making decisions for wh ich the Agency employee, o r co nsu ltant acting on behallf of the 
Agency, cou ld benef it fina nciallly. 

5 . Improper Clh arge o f Ind irect Costs- You are in v iolat ion w hen you charge indi rect costs w it hout an 
approved Indi rect Cost Rate fro m Ca ltra ns Aud it s & Investigat ions. This incl udes any in di rect cost cha rged 
by t he Agency, or Division/ Departm ent et c. o f the Agency. This also includes any Cognizant approved rates 
rece ived by t he Agency fro m someone other t han Ca lt rans Aud1it s & Investigat ions . 

N'ote: Caltrans Divis ioin, of Locall Assist ance (DlA) rem inds you to avoid these common mistakes that have 
resullt ed in t he loss of f ederal fmilds by local agencies . 

Federal 

Click on the image to return to slideshow 
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Local Agency 
Invoice Training 











Welcome to the local agency invoice training.  



This training provides detailed instructions to help local agencies use the new dynamic LAPM 5-A invoice form to build an invoice to request reimbursement.  



The training aims to achieve statewide consistency with invoicing, reducing errors, and saving time for both local agencies and Caltrans.  



It is organized around key source documents to maintain quality information (e.g., LAPM 5-A, Finance Letter, E-76 Project Authorization, California Transportation Commission Allocation Letter, Previous Invoice, Contractor Pay Estimate, Exhibit 15-L, 22-A, 23-A, etc.). 
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Form Instructions

Funding Source Documents

Invoice Header

Inactive Projects

Fund Types and Phases of Work

State Allocation Date

Federal Appropriation Code

Participating Cost (E-76 Authorization Date) From:

Participating Cost To:

Indirect Cost



Direct Costs and Billing Summary

First Consultant Contract Invoice 

First Construction Contract Invoice 

Reimbursement Ratio

Cumulative Amount Paid On All Previous Invoices

Less State Withheld Retention

Signatures & Checklist

Disputed Invoices

References

Training Topics 









The training topics are placed in the order of the LAPM 5-A sections and fields.
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Form Instructions

Instructions for every field with cautionary notes as needed for the topic.  

Navigate back to the invoice by selecting “Back to Form.”

Any box you hover the cursor/pointer over, a yellow tag will pop-up.

NOTES:

LAPM 5-A does not require a letterhead. 

You still need  an executed Program Supplement Agreement, but you do not need to reference it on the invoice.

Can cut and paste text or numbers but not in gray boxes.

Cannot import data yet.

No electronic signatures yet.  You must send the original signed invoice to your District Local Assistance Engineer.

Save an electronic copy of each submitted invoice.









Form Instructions

At the top of each page there is a button to pull up instructions for every field, with cautionary notes as needed for the topic.  



You can navigate back to the invoice by selecting “Back to Form” button at the top of the instruction pages.  



On the invoice, any box you hover the cursor/pointer over, a yellow tag with the title of that field will pop-up and stay visible until you type in that field or move to another. 





Do’s and Don’ts

1.	Invoice does not require a letterhead. 	

2.	You can cut and paste text or numbers into fields.  

3.	You cannot import data from spreadsheets or databases.

4.	Save an electronic copy of each sequence of your invoice.

5.	Electronic signatures are not accepted at this time (but we’re working on it).
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Funding source documents show the approved project funding information and the date those funds were eligible to be applied to reimbursable activities.  

These source documents include:

E-76 Authorization/Agreement Summary

CTC Approved Allocation Letter  

Finance Letter Signed by HQ

Previous Paid or Disputed Invoice

4





Funding Source Documents 



Click on any document to see a larger image





E-76 Authorization/Agreement Summary

CTC Approved Allocation Letter  (commonly used for state funds, but some federal funds must be approved this way as well).

Finance Letter.  This document comes out after authorization for federal funds or allocation of state funds.

Your last paid or disputed invoice.
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Invoice Header

5



Enter your agency name.

Enter your agency remittance address.

Enter your agency Tax Identification Number.

Select the invoice date.

Select your Caltrans District from the drop-down box.

Enter the project number assigned by the Caltrans District Local Assistance Engineer. For example:    CML-5006(089).

Enter the Advantage project identification number found on the Finance Letter.                                                                                                                                                                                                                                             





Enter the invoice number generated by your local agency accounting system.

Enter the billing number, it is a sequential number beginning with #1. 

Check the inactive project check box if this project is on the current inactive list (see next slide to find and  search the listing).

Project description must match the description identified on the E-76 document and other project documents.









Typical Questions:



Billing Number:  

Notes:

The first submitted invoice is assigned “1” and continues sequentially with following invoices.

Billing number is continuous and is independent of project phase.

Indicate “Final” on last invoice for the project (e.g. 7-Final)

If invoice is resubmitted due to a dispute, billing number is amended by adding a letter (e.g. 5A, 5B)





Invoice Number:  Enter your agency’s invoice number.

This is specified by the local agency’s accounting system
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Inactive Projects 

Agencies are required to invoice every six months. Agencies can submit one invoice per project per month.

If you have not invoiced in the last six months or more, check the Inactive Project List for inactivity: https://dot.ca.gov/programs/local-assistance/projects/
inactive-projects. Look at both tabs in the spreadsheet.

If your project is listed as Inactive or Future Inactive, check the inactive project box on the invoice. 

6













To find your agency inactive or future inactive projects go to the Local Assistance web page:  http://www.dot.ca.gov/hq/LocalPrograms/Inactiveprojects.htm



Click on the Title: INACTIVE PROJECT LIST (Status Update)   This will open a spreadsheet where you can scroll to your agency name for the inactive projects.  



Be sure to check the funds for the correct phase being billed that may have been de-obligated

Be sure to check the second tab of the spreadsheet for the projects with an inactive balance of $50,000 or less..   



The takeaway here is:  You cannot invoice for payments when a project has become inactive and FHWA has in fact de-obligated the funds until those funds are re-obligated with a subsequent request for authorization. 
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Fund Types and Phases of Work

7





Refer to the signed Finance Letter to find federal and/or state fund types.  Then check the box(es) for the appropriate fund types on the invoice.



Refer to the signed Finance Letter to find the authorized phases of work under the Finance Items column.  Then check the box(es) for the appropriate authorized phases on the invoice.

















12/30/2020
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State Allocation Date 

8



Refer to the California Transportation Commission Allocation Letter to find the state allocation date. 



Transfer that date into the state allocation date field on the invoice for the specified phases of work.
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Federal Appropriation Code



Refer to the signed  Finance Letter for the federal appropriation code for the corresponding phases of work. 

Transfer that code into the federal appropriation code field on the invoice. 
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Federal Appropriation Code:  Enter the appropriation code identified on the Finance Letter and E-76.

These codes are generated by the Federal Government pertaining to specific funding programs (e.g. CMAQ appropriation code is Z400).

Each appropriation code must have a separate column.
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Participating Cost (E-76 Authorization) From Date

10

Refer to the E-76 to find the  Approved in FMIS date.



Transfer this date to the Participating Cost (E-76 Auth. Date) From field on the invoice.





























Federal Participating Cost From / Authorization Date:  Enter the E-76 authorization date.

Dates of actual work being performed.

Time period should span from date of first reimbursable cost to most recent reimbursable cost.
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Participating Cost To Date

Allocation Letter (State Funds)

Expenditures can be incurred until the dates noted on the allocation letter OR

Time Extensions for Expenditure 

Must be requested at CTC meetings prior to the deadline, if needed. 

Finance Letter

Agreement End Date (Federal Funds)

Can be adjusted at the next authorized phase or justification of changes to cost, scope and schedule.

Reversion Date (Both funds)

A one-time extension request by Cooperative Work Agreement (CWA) for two years.
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Allocation Letter
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Indirect Cost 



For invoices claiming local agency indirect costs, local agency indirect cost rates must be correct and accepted/authorized by the Independent Office of Audits and Investigations (IOAI).

Go to the IOAI webpage: http://ig.dot.ca.gov/resources

Click on ICAP/ICRP External Local Government Rates to see the list of accepted rates approved July 2014 through July 2019 (still in transition).  
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To find your Approved Indirect Rate (expressed as a percentage of the direct cost base) for the year you are invoicing check the Audits and Investigations web page (click on the image to activate the shortcut).  Click on the Title: 

	Local Entities Accepted, Approved, Cognizant Approved, and De Minimis Indirect Cost Rates
Overhead may only be charged, whether billed separately or included in billing rates, when indirect cost rates are accepted or approved by Caltrans Audits and Investigations.  Rates accepted/approved through  September 30, 2018



This will open a spreadsheet where you can scroll to your agency name (including sub component activities) for the year and rate.  Be sure to check the title of the rate it could be either Indirect or De Minimis (10%).  You can look quickly to find the later.



The takeaway here is: You cannot charge for Indirect Costs if you haven’t applied for an Indirect Cost Rate, and you cannot charge a rate that is different than your approved rate for the year in which the charges occurred.”



The spreadsheet may not be updated as often as needed. Agencies can also refer to their indirect cost approval letter.
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Indirect Cost (continue)

Enter the phase, year, office/department,   value of the actual direct charges, and the approved indirect cost rate.  

Transfer this total amount to the Total Indirect Cost to Date  field on the invoice by phase.  
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Total Indirect Cost to Date  :   Complete the Indirect Cost worksheet located on the second page of the invoice. Total will populate automatically.

Indirect rates must be approved (every Fiscal Year) by the Division of Audits and Investigations prior to claiming.

Cannot be combined with direct costs.

Must match indirect calculations from page 2 of invoice.

Must indicate which FY claiming and show all supporting calculations on page 2.



From Audit findings:



#5.  Improper Charge of Indirect Costs- You are in violation when you charge indirect costs without an approved Indirect Cost Rate from Caltrans Audits & Investigations. This includes any indirect cost charged by the Agency, or Division/Department etc. of the Agency.   This also includes any Cognizant approved rates received by the Agency from someone other than Caltrans Audits & Investigations
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Direct Costs and Billing Summary

14

Total Direct Cost For Current Invoice Period Only. 

  

For the first PE Invoice it is 04/15/2014 (E-76) and any date after this date for subsequent invoices.

  

For PS&E and Right of Way, you must start from the Allocation Date May 17, 2018 and later.



Add the Total Direct Cost for each phase (gray box) from the previous invoice and add it to the total direct costs for that phase (if any) and transfer that amount to Page 1 of this invoice.





















In this example: 

Preliminary Engineering  authorized: 04/15/2014 (E-76)  was wrapping up environmental charges from in-house staff time and consultants and received NEPA documentation prior to PS&E and Right of way authorization/allocation.

PS&E & R/W  Allocation Date May 17, 2018  final design began in earnest (in-house staff time).  Right of Way started to approach/negotiate acquisition of necessary parcels (in-house staff time).





Note to presenter: Pay attention to transaction dates on the slide.
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First Consultant Contract Invoice 

15

To process the first invoice covering claims from A&E consultant contracts, you must include Exhibits 10-C (10-01, 02 for Sub-contracting & DBE’s with federal funds).



For contracts greater than $150,000 an Exhibit 10-K must be received by IOAI.















From Audit findings (1, 2 and 4 of 5:



#1. Improper Procurement Practices- Failure to follow required consultant contract procurement process per federal regulations and outlined in Caltrans Local Assistance Procedures Manual. Significant violations include:

Missing key documents in project procurement file, i.e. proof of advertising, all score sheets, profit negotiations, cost estimates etc.

Selection criteria’s weighted values are not included in the RFPs/RFQs.

Selection of consultant was not based on the RFP/RFQ stated selection criteria and stated selection criteria’s weighted values.

A detailed Independent cost estimate were not prepared before proposals are received.

Profit was not negotiated as a separate cost item.

 

#2. Contract Administration for Consultant’s Services Contracts- Failure to maintain contract administration systems and proper management to ensure consultants perform in accordance with the terms and conditions of contracts. Significant violations include:

Amending an expired contract.

Making significant changes to the original scope of a contract.

Charging rates not consistent with the contract cost proposal.

Making changes in key personnel without prior approval.

Adding classifications or personnel without prior approval.

Method of payment is inconsistent with method of payment stated in the RFP and the signed contract.

#4. Conflict of Interest- Agency employees and consultants potentially violate conflict of interest laws and regulations by making decisions for which the Agency employee, or consultant acting on behalf of the Agency, could benefit financially.



15

8/7/2019







First Construction Contract Invoice

16



Before the first state funded construction contract invoice can be paid we must receive:  

Local Agency Contract Award Checklist (LAPG Exhibit 22-A) shown here.  

Contractors Pay Estimate . 





Before the first federal funded construction contract invoice can be paid we must receive the complete award package:

Local Agency Contract Award Checklist (LAPM Exhibit 15-L) shown here. 





Click on the images to go to internet file







From Audit findings :





#3. Contract Administration for Construction Contracts – Failure to maintain a contract administration system to ensure payments to contractors are supported by project records. Significant violations include:

Line Item quantities are not supported by project records

Construction Change Orders (CCO) are not supported by independent cost estimates, were not properly approved and/or costs claimed are not properly documented.

CCO’s work is not within the scope of the original contract, i.e. Contractor caused damage and repair.
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Billing Summary (Contractor Pay Estimate)

17



NOTES: 

Ensure you review the Allocation expenditure,  AED,  Reversion, and CWA dates as they apply.   

Transferring funds to another phase does not reset the reversion, CWA or expenditure date.

The Billing Summary does not have to be a line by line duplicate of the Contractors Pay Estimate, it can be the amount you paid the contractor.









You can adjust funds between phases (ATP is less flexible).  The agency must work with the district for an authorization prior to submitting a new invoice. 
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Reimbursement Ratios

18



Refer to the current signed Finance Letter to find the reimbursement ratios.  

Transfer the reimbursement ratios to the Reimbursement Ratio field on the invoice by phase. 





Note:  The Finance Letter will 0.00% for state funds. To calculate the state  reimbursement ratio, divide the allocated state funds by the participating costs. 





 88.53%





Federal / State Reimbursement Ratio: Enter the reimbursement ratio calculated on the Finance Letter

This is phase specific.



Reimbursable Amount to Date: This field is automatically calculated.

Eligible costs requesting reimbursement with this invoice after reimbursement ratio is applied

Dollar amount must match the back up documents.
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Cumulative Amount Paid on All Previous Invoices

19



Direct Cost to Date (Previous Invoice prior to reimbursement rate):                                $229,026.94

Direct Cost To Date (Billing Summary): +$209,680.19

Equals Current Direct Cost to Date     =  $438,707.13



Direct Cost to Date(Previous Invoice $229,026.94 

after reimbursement rate):             X        0.8853 

                                                           = $202,757.55 





(this amount is also displayed on the table below the invoice if you’ve been using this form over several invoices)













Less: Actual Amount on Prior Invoice: Enter the total Federal / State amount from all previous invoices after reimbursement ratio is applied. 



Reimbursable Participating Costs:  This field is automatically calculated.

Eligible costs requesting reimbursement with this invoice.

Actual amount requested for Federal / State reimbursement.

Must be rounded down to the lowest cent.
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Less State Withheld Retention

20

Per Master Agreement with the State:

“STATE will withhold the greater of either two (2) percent of the total of all federal/state funds encumbered for each PROGRAM SUPPLEMENT or $40,000 until ADMINISTERING AGENCY submits the Final Report of Expenditures for each completed PROGRAM SUPPLEMENT PROJECT”. 





Retention is held to ensure local agencies continue to complete the project and invoicing process.  The $40,000 shown is a portion of PE funds billed, and will be released after authorized with more federal funds, or the project is completed and the Final Report of Expenditures is received.









Less: State Withheld Retention: Generally 2% or $40,000 of the total grant funding (whichever is greater) per Master Agreement.

This is normally applied if the funding is nearing the threshold on being expended. 

This can only be claim at the Final

Amount Exceeding Authorized Fund:  Costs that are eligible but not reimbursed due to insufficient Federal / State funds.



Amount of This Claim: This field is automatically calculated.

Subtotals of actual dollar amount requested for each phase.



Total Invoice Amount: This field is automatically calculated.

Actual dollar amount requested for all phases combined.

Totals must be rounded down to the lowest cent. Federal rules do not allow rounding up.
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Signatures & Checklist

21





Review and confirm checklist items. 

Sign and date checklist. 











The checklist is the last attempt to verify you have followed, or included all necessary information for a payable invoice.   One method for the local agency could use is to have the checklist out while preparing the invoice-not at the end.



Section 2 also includes a line for certification. Sign the invoice and list a name and telephone number of the person to contact for questions concerning the invoice.  There is room for comments about the invoice, if necessary.



Section 4 is the Invoice checklist.  Please make one last review of the invoice and necessary forms that may need to accompany it for prompt payment.   



Caltrans district staff will review the invoice package for completeness before signing and forwarding for payment.  There is room for comments about the invoice, if necessary.
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Disputed Invoices

22

Agencies will receive a Dispute Notification Letter if the invoice contains errors.



When re-submitting the corrected invoice to the District, re-date and re-number the amended invoice (if it was #1, it is now 1A).









We strive to pen-and-ink fix small date errors (backed up with an email verification from the local agency) when they do not affect claims for payment, i.e. when the authorization date isn’t correct, and a review of the charges are still after the actual authorization date that can be fixed with a telephone call and pen-and-ink.  Mathematical errors, if they do not result in an increase to the invoice total, may also be fixed in this manner.  Any charges prior to the true authorization date are not allowed and would trigger the dispute , as detailed in the slide.



It is Important to note the need for invoice number sequencing.  This enables district staff and accountants to identify the corrected Invoice from the disputed document.



Note: The letter after the number denotes that the first submittal was disputed. If the invoice will be disputed again, the number on the next submittal will be 1B,…and so on.
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References

LAPM 5-A Local Agency Invoice:

https://forms.dot.ca.gov/v2Forms/servlet/FormRenderer?frmid=LAPM5A

Caltrans/Local Assistance Procedures Manual, Chapter 5: Invoicing

https://dot.ca.gov/-/media/dot-media/programs/local-assistance/documents/lapm/ch05.pdf 

Caltrans/Local Assistance Forms:

https://dot.ca.gov/programs/local-assistance/forms/local-assistance-procedures-manual-forms 

Independent Office of Audits and Investigations

http://ig.dot.ca.gov/resources
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Questions 
&
Answers
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Thank You for Attending 
Local Agency 
Invoice Training 
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CTC Allocation Letter
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Click on the image to go to Page 2

CTC Allocation Letter (Page 1)
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Indirect Cost (continue)
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Click on the image to return to slideshow

CTC Allocation Letter (Page 2)
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Allocation
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FL
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Federal
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Click on the image to return to slideshow
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