Local Agency
Invoice Training
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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.). 
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[] RIW Acg
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Preliminary i I H = I Non- I
ineeri Studies and || Specifications & [ = Total
Engineering Poraite e tan [ Infrastructure |
State Allocation Date
Federal Appropriation Code
ing Cast (E-78 Auth. Da‘he)lFl‘cm:
ing Cast [Te:
Total Ingirect Cost to Date: 5| 5] 5] 5] 5 0.00
Total Direct Cost to Date: 5| 5] s s B 0.00
Total Cost io Date: 5 0.00(% 0.00|3 0.00(5 0.00(§ 000
Less: Non-Pariicipating Cost 5 s B 5 B 0.00
: ther Els s B 5 B 0.00
: Other E 5 3 |S 5 3 0.00
- Other Es s s 5 3 0.00
Total Participating Cost to Date: 5 0.00|% n.aols 0.00(% 0.00(% 0.00
Less: Partizipating Cost not Reimbursed
{Local Funds) $| s| |5| $| 3 0.00
Total Participating Cost 5 0.00|% 0.00|5 0.00(% 0.00(% 0.00
State Reimbursement Ratio: [ [ [ |
Federal Reimbursement Ratio: | | | [
i Amount to Date: 5 0.00(% 0.00(3 0.00(5 0.00[§ 0.00
Less: Cumulative: Amount Paid on All
Previous Invoices ¥ | $| 3 | ¥ | $ 0.00
Reimbursable Participating Costs: 5 0.00)% l].ﬂﬂls 0.00(5 0.00[§ 0.00
Less: Siate Withheld Retention 5 5 |5 5 1 0.00
2 Amount Exceeding Authorized Fund (5 ¥ |S 5 1 0.00
: Other 5 £ |s 3 ¥ 000
| Amount of This Claim: 5 0.00(% l].ﬂﬂls 0.00]% 000§ 0.00
TOTAL INVOICE AMOUNT: | 3 0.00
Refer to your Finance Letter
| Authorized Fund Amount 5 5 5 5 1 0.00
Less: Cumulative Amount Paid on All
Previous Invoices § $ |S 3 3 0.00
Funds Remaining Prior to this Claim g 0.00(% l].ﬂﬂls 0.00(% 0.00( % 0.00

Is with sen:

ities, this document is available in alternate formats. For aliemate format information, contact the Forms

ADA Notice "

sory
Management Unit at (918) 445-1233, TTY 711, or write to Reconds and Forms Management, 1120 N Street, M5-88, Sacramento, CA 85814,
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Presentation Notes
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.

STATE OF CALIFORNIA « DEPARTMENT OF TRANSPORTATION . : :
[nstructions Reset Form Print Invoice
LOCAL AGENCY INVOICE
LAPM 5-A (REV 04/2019) Jo—
STATE OF CALIFORNIA « DEPARTMENT OF TRANSPORTATION E | | B

LAPM 5-A (REV 04/2019)

LOCAL AGENCY INVOICE

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 Caltrans 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.

Caltrans District

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

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

Federal/State Project No.

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

Note: The Federal-Aid project number must match the number identified on the Authorization to Proceed
(E-76) document and other project documents.
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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).


€ oAL EDMUND G, BROWN Jr Govarmor

DEPARTMENT OF TRANSPORTATION
Division of Local Assistance

Funding Source Documents

ATPSBIL-5002(173)

June 1,2018 Adv 1d: 0314000217
PPNO: 031771
Roquost No: 1

Mr. Hoctor Barron

Director of Public Works

City of Sacramento

9151 Street, Room 2000

Sacramento, CA 95814

AUTHORIZATION | AGREEMENT SUMMARY - £-76)

CAUFORNA OEPARTHENT OF TRANSPORTATON

s B P
. Dear Mr. Barron:
unding source documents show the a rove Voot 6,208t e socston o o At ool P Gy
treots roject - From light rail station to I-5 and along 24th St from
Meadowview Road to Florin Road. This ot the Active tion Progr ), a8
. . . . ame .
At their May 17, 2018 meeting, the Califomia Transportation Commission (CTC) allocaled funding in the amount(s)
roject runding intformation an € date those Ttunds i
AC o8t The State hereby makes the following allocation on May 17, 2018, offective May 17, 2018.
« . . o « e, = Alocation No. 2018202 e FUND ALLOGATION
"e Senato DistrictNo.: 08
. — Assembly Oistricl No. : 09 Amount Fiscal Yoar  Amount This,
s B ol o
o ROW. $174000 2018 50 $176,000
ot e B
=
Federal Funds $0
“ Total Amount $424,000 $0 $424,000
. o -] e
" CEDEAN SOWE Tnis allocation makes availablo SO of federal funds® and $424,000 of State (or State-only) funds for a total of
$424,000.
AUTHORZATON * A separale request for authorization to proceed (E-76) is required prior to the start of reimbursable work for

HORZATION 10 FROCEED WM B projects rocoiving Federal funds.

oocueNT

The effoctivo dato of the authorization to d and establishes the dato for the start of
roimbursable work for State-only funded projects.

1. E-76 Authorization/Agreement Summary
. CTC Approved Allocation Letter s o s ravee oo BB,

LOCAL PROGRAM ACCOUNTING BRANCH Project No: ATPSB1L-5002(173)

2
3. Finance Letter Signed by HQ
4

Adv Project Id: 0314000217
Agreement End Date:

FINANCE ITEMS | PRORATAOR | TOTAL COST OF |FEDERAL PART. | FED. REIME % [FEDERAL FUNDS|STATESB-1ATP [ LOCALFUNDS |
LUMP SUM WORK cost |
L230 isB1A
[ Paid . d Invoice
. Previous Paid or Dlspute Invoic

Agency Preliminary Engineering|  Lump Sum $500,395.00 $500,395.00 88.53% $443,000.0 0. $57,395.00
Plans, Specifications & Lump Sum §250,000.00( 00000 000% | s00d $250,000.00] s0.00)

Estimates ) . ’ =
Right of Way Lump Sum 174,000.00 :174.nuo.oni 0.0 174,000 s0.01]
T Totals: | $924,305.00 T!izusmnl T on% $443,000.00) $424,000.00 $57,395.00

Parlicipation Ratio: 100.00% This Finance Letier was created based on specific financial information pravided by the respansible local agency. The following

encumbrance history is prepared by Local Assistance Accounting Office and is provided here for local agency's information and action.

7
: % ,%%/{' For questions regarding finance letter, contact:

Printed Name : Adam Ambrosini
Telephone No: 916-653-3840

Title: HQ Sr. Area Engineer

Remarks: Seq #2: Al their May 16-17, 2018 meeting, CTC allocated $250,000 of SB-1 (ATP Augmentation) SOF for PS&E and $174,000 of SB-1 (ATP. SOF for RIW.
ATPSB1L-5002(173) - -
ACCOUNTING INFORMATION ) Cooperative Work Agreement
APPROP. ENCUMBRANCE APPROP EXPENDITURE ENCUMBRANCE REVERSION APPROVED EXPIRATION
ADV. PROJECTID "y~ STATEPROG.  FEDISTATE "AMOUNT VEAR. AMOUNT BALANCE DATE AMOUNT DATE
03H000217 | 18108 | 2030720100 | | $424,00000 | 1718 $0.00 | $424,00000 | [CES) I
0314000217 | 14102F | 2030010810 |  F | 544300000 | 1314 $403,000.00 | $4000000 | 0830119 [

Click on any document to see a larger image Z
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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.



Invoice Header

oOuewWwNRE

STATE OF CALIFORNIA « DEPARTMENT OF TRANSPORTATION

Instructions Reset Form Print Invoice

LOCAL AGENCY INVOICE | ‘ | ‘

LAPM 5-A (REV 04/2019) 041122019
SECTION 1: INVOICE

Local Agency Name Remittance Address Tax ID

Date Caltrans District __|Federal/State Project No. |Advantage Project ID Invoice No. Billing No. Inactive

Project

Project Description

Enter your agency name. 8.
Enter your agency remittance address.
Enter your agency Tax Identification Number. 9.

Select the invoice date.

Select your Caltrans District from the drop-down box. 10.

Enter the project number assigned by the Caltrans
District Local Assistance Engineer. For example:

CML-5006(089).

11.

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.
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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




Inactive Projects

1.

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/|

STATE OF CALIFORNIA - DEPARTMENT OF TRANSPORTATION

Instructions Reset Form Print Invoice

LOCAL AGENCY INVOICE | | | |

LAPM 5-A (REV 04/2019) Dar2i2010
SECTION 1: INVOICE

Local Agency Name Remittance Address Tax ID

Date Caltrans District Federal/State Project No. |Advantage Project ID Invoice No. Billing No. / [Inactive

Project
\"™b

Project Description

N A

ocal-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.

CALTRANS DIVISION OF
LOCAL ASSISTANCE

(eon

Home | Travel | Business | Engineering | News | Maps | Jobs | About Caitrans | Contact Us

Transportation Permits | Encroachment Perm

# Local Assistance Home

# Consultant Selection and
T
* Disadvantaged Business
Enterprise
» Ea

quarterly review with FHWA

Caltrans > Local Assistance > Inactive Project Information >

Inactive Project Information

Caltrans Division of Local Assistance, Office of Project Implementation-South, through District Local Assistance Engineer (DLAE),

Truck Services | Procurement & Contracts | Traffic Operations

In response to FHWA's Guidance, the Department is going to manage "Inactive Projects” as follows

- Content | Footey

provides guidance and support to Lo

1. If the Department does not receive an invoice for more th:
" ® B
2. If the Department does not receive an invaice in the next HOME

litigation, unforeseen utility relocations, catastrophic events

INSERT  PAGE LAYOUT

FORMULAS  DATA

REVIEW

Wel

VW ACRO

o X Cut - =
3. Project obligation could be removed by FHWA if local ag o - ol o Ll L i
aste }
4 Itis the Local Agencies responsibility to work in collabor ¥ Formatpamter | B T U L O A Mefge B, Coiei
Ciipboard 5 Font 5 Alignment '
Inactive projsct lsting is posted below and will be updated
£10 - Jr | sris
Effective October 29, 2014 — FHWA Obligation Funds N T . o -
Updated on
« INACTIVE PROJECT LIST (Ststus Update) 1 1 b
Project No. |Status _|Agency Action Required State Project No |Prefix _ |Disti
> Updated On: 0312412017
» Invoice Submission Due to District: See Inactive Prj 2 = = = = x
3303003 [Inactive ot52a808L  |eR 1
2200021 AR HRR N (v eneer e P e e s s Tinda =l 019226351 ER 1
4 |to DLAE ir diately
4400052 nactive Carry over project. Provide status update | 01924737L ER 1
5 |to DLAE ir
4400046 nactive Carry over project. Status update provided 01924731L ER i
> Progiam Information s
i 5042025 |Inactne |invaice overdue, Cantact DLAE ol12000225L  |RPSTRLE |1
e b e 5021009 nactive | Involce under review by Caltrans. MoRitor| 012813241 RPSTRL |1
et 8 [for progress.
# Training Programs 5088025 Future Final 11; 180 [SATSL 1
9 M e
5904024 Future Invoice returned to agency. Resubmit to 01279414L BRLS 1
District by 05/19/2017
5914105 FULIE [Invoice returned to agency. Resubmitto  |0116000107L  [BRLO |1
1 District by 05/19/2017
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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. 

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

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.

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

fat

SECTION 1: INVOICE

Local Agency Name Remittance Address Tax 1D
City of Sacramento Engineering Services Division 1354
915 I street, RM 1900
Sacramento, GA 59812
Date Caltrans District __|Federal/State Project No. |Advantage Project ID Invoice No. Billing No. Inactive
10/01/2018| D3 Marysville +|ATPSBIL-5002(173)  |0314000217 SAC DOT 2 2 Project

Project Description
Streetscape Project on Meadowview Road: From light rail station to [-5 and along 24th St from Meadowview Road to Florin Road.

.';””2(5}_ Federal /"‘l;ﬁ::;’:g?d ] PE [ RIW []cE [N
YPets). <} State ; [] E&P [] RAW Util [] CON [C]FA
[] Ps&E [] Rrw Eng
[] RW Acq
DEPARTMENT OF TRANSPORTATION FINANCE LETTER Date: 06/11/2018 |
DIVISION OF ACCOUNTING D_QO_RT: 03-SAC-0-SAC
LOCAL PROGRAM ACCOUNTING BRANCH Project No: ATPSB1L-5002(173)
Adv Project Id: 0314000217
Date:
Attention: ~ City of Sacramento Agreement End Date: 12/30/2020
FINANCE ITEMS PRO RATAOR | TOTAL COST OF |FEDERAL PART. | FED. REIMB % |FEDERAL FUNDS|STATE SB-1 ATP | LOCAL FUNDS
LUMP SUM WORK COST
L230 ISB1A
Agency Preliminary Engineering Lump Sum $500,395.00 $500,395.00 88.53% $443,000.00 $0.00 $57,395.00
Plans, Specifications & Lump Sum $250,000.00 $250,000.00 0.00% $0.00 $250,000.00 $0.001
Estimates
Right of Way Lump Sum $174,000.00) $174,000.00 0.00% $0.00 $174,000.00 $0.00
Totals: $92¢.395-001 $924,395.00 0.00% $443,000.00 $424,000.00 $57,395.00
7
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STATE OF CALIFORNIA - CALIFORNIA STATE TRANSPORTATION AGENCY EDMUND G. BROWN Jr., Governor
o DEPARTMENT OF TRANSPORTATION
Division of Local Assistance
dle OCcdtlion bate e
P.O. BOX 942874, MS# 1
Sacramento, CA 94274-0001
TTY 711
03-SAC-0-SAC
f f J 1 2018 ATPSB1L-5002(173)
. . une 1, Ady Id: 0314000217
1. Referto the California GV 1d: 0314000
Transportatlon Commission ' Request No:1
. . Mr, Hector Barron
Allocation Letter to find the Ditactor of Publo Works
. Cily of Sacramentc -
state allocation date. 9151 Streel, Room 2000
Sacramento, CA 95814
Altn: Ms, Ceclilyn Foote
2. Transfer that date into the state Dear M. Barron:
1 1 Your letter dated March 16, 2018 requested a fund allocation from the Active Transportation Program for the City of
d | | Ocat 1on d ate fl e | d on t h e Sacramento Streetscape Project - Meadowview Road: From light rail station to -5 and along 24th St from
1 H 1F: Meadowview Road 1o Florin Road. This project is programmed in the Active Transportation Program (ATP), as
invoice for the specified phases Meadow project s prog P gram (ATP)
At their May 17, 2018 meeting, the California Transportation Commission (CTC) allecated funding in the amount(s)
of work. ! thar My -
The State hereby makes the following allocation on May 17, 2018, effective May 17, 2018.
Allocation No. 2018-202 ATP FUND ALLOCATION
Fund Authorized Senate Digtrict No, : 06
T;SB(S): [ Federal Pﬁa;:g): O] PE X RW []cE Assembly District No. : 09 Amount Fiscal Yoar Amount Thie
[ State [] E&P ] R Utl [] CON Programmed Programmed Previously Allocated Request
& pest ROW $174000 2018 $0 $174,000
PS&E $250,000 2018 ) 30 $250,000
Plans, E
Specifications & Right of Way Total Fodoral Funds 50
State Allocation Date State Funds ) $424,000
Federal Appropriation Code Total Amount 5424,000 $0 $424,000
Participating Cost (E-76 Auth. Date) |From:
Participating Cost To: ) )
This allocation makes available 50 of federal funds* and $424,000 of State (or State-only) funds for a total of
$424,000.




Federal Appropriation Code

DEPARTMENT OF TRANSPORTATION FINANCE LETTER Date: 06/11/2018 |
DIVISION OF ACCOUNTING D_CO_RT: 03-SAC-0-SAC
LOCAL PROGRAM ACCOUNTING BRANCH Project No: ATPSB1L-5002(173

1. Refer to the signed Ady Project 1 0314000217
Fi nance Lette r fo r th e Attention:  City of Sacramento Agreement End Date: 12/30/2020
federal appropriation T FNCE NS | PRORETEGR | TOTAL oSO FeDETAL AR, | Fed Reka't 08
code for the

CO r re S p O n d i n g p h a Se S Of gency Preliminary Engineering Lump Sum $500,395.00) $500,395.00] 88.53% ~ $443,000.00 30,00 $57,395.00

| COCALFUNDS |

WO r k . Plans, Specifications & Lump Sum $260,000.00 $250,000.00 0.00% $0.00 $250,000.00 $0.00
Estimates
Right of Way Lump Sum $174,000.00 §174,000.00 0.00% $0.00 $174,000.00 $0.0
2 Tr a n Sf e r t h at C O d e | nt O Totals: $924,395.00 $924,395.00 0.00% $443,000.00 542_4,:10_010.0 551,395.0;
Participation Ratio: 100.00% This Finance Letter was created based on specific financial information provided by the responsible local agenc

t h e fe d era I da p p ro p ri ati on encumbrance history is prepared by Local Assistance Accounting Office and is provided here for local agency's i
COd e f' e I d O n th e i nVO i Ce . Signature: % I/ML: . For questions regarding financ

Printed Name : Adam Ambros
Telephone No: 916-653-3840

Title: HQ Sr. Area Engineer

Fund Authorized
Type(s): [X] Federal Phase(s). X PE X RIW C1cE N
[ state : [] E&P ] Rwv Uil [] CON [FA
B4 PS&E
Preliminary [+] Plans, [*] : [+]
Engineering -] Sp-eézgt'li(r:naltlltt;gs &g Right of Way gy Total

State Allocation Date

Federal Appropriation Code
Participating Cost (E—ﬁi Auth. Date) |From:
Participating Cost To:
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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.



Participating Cost

E-76 Authorization

From Date

AUTHORIZATION / AGREEMENT SUMMARY - (E-76)

FEDERAL AID PROGRAM CALIFORNIA DEPARTMEN
. DLA LOCATOR: 03-SAC-0-SAC PROJECT LOCATION:
1. Refer to the E-76 to find the PREFIX: STPL SEE COMMENTS
PROJECT NO:  5002(173) TYPE OF WORK:
- SEQ NO: 1 STREETSCAPE PROJECT PREV AUTH / AGREE DATES:
A p p rove d N F M I S d ate STATE PROJ NO:0314000217L-N FED RR NO'S: PE:
. AGENCY: SACRAMENTO PUC CODES: RAW:
ROUTE: PROJ OVERSIGHT: DELEGATED/LOCAL ADMIN CON:
TIP DATA ENV STATUS /DT: SPR:
MPO: SACOG RW STATUS / DT: MCS:
FSTIP YR: 1314 INV RTE: OTH:
. STIP REF: BEG MP:
2. Transfer this date to the
. BRIDGE NO'S:
- . . PROG CODE LINE NO IMPV TYPE FUNC 8YS URBAN AREA URB/RURAL DEMO ID
Pa rt|C|pat|ng Cost (E_76 L230 10 15 P SACRAMENTO URBAN
FUNDING SUMMARY
h f' | PHASE PROJECT COST FEDERAL COST AC COST
A ut . Date F ro m I e d O n PREV._OBIIGATION $0.00 $0.00 $0.00
PE THIS REQUEST $500,395.00 $443,000.00 $0.00
. . SUBTOTAL $500,395.00 $443,000.00 $0.00
t h e | nVO | Ce o PREV. OBLIGATION $0.00 $0.00 $0.00
RMW THIS REQUEST $0.00 $0.00 $0.00
SUBTOTAL $0.00 $0.00 $0.00
PREV. OBLIGATION $0.00 $0.00 $0.00
CON THIS REQUEST $0.00 $0.00 $0.00
SUBTOTAL $0.00 $0.00 $0.00
TOTAL: $500,395.00 $443,000.00 $0.00
STATE REMARKS
?Ung(s)_ [ Federal g:gl;:‘;;)ﬁd ] PE X RwW K 04/11/2014 SEQ 1 authorizing PE via lump sum appropriation .
P i [ state i [] E&P [ R Util I ) ) . ;
Final design shall not start until NEPA is approved.
E PS&E 04/11/2014  Project limits: Meadowview Rd from the light rail station to I-5 and along 24th St from Meadowview Rd to Florin Rd
FEDERAL REMARKS
Preliminary L Rignt of Way H PREPARED IN FADS BY: BATATAN, FERDINAND ON 04/01/2014  741-5704
: Engincering B PEgriares” "~ IE1 REVIEWED IN FADS BY: YANG, ALBERT OWN 0411172014 651-0015
State Allocation Date AUTHORIZATION .
Ry —— ~ wnorzerd  SUBMITTED IN FADS BY: VONGJESDA, SUNATE ON 0411212014 FOR CALTRA
Participating Cast (E-76 Auth. Date) |From: ST Tt = =T
Faricpaiing Cost o Y. TASIA PAPAJOHN 04/1572014

10
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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.



Participating Cost To Date

* Allocation Letter (State Funds) June 1, 2018
: : : Page 2 All ion Letter
» Expenditures can be incurred until ATPSB1L-5002(173) ocation Lette
the dates noted on the allocation
Ietter OR For This Allocaticn :
> Time Extensions fOf' EXpenditU re Funds allocated for project E & P are available for expenditure until: Not Applicable.
. Funds allocated for project PS & E are available for expenditure until: June 30, 2020.
= Must be requested at CTC meetlngs Funds allocated for project RW are available for expenditure until: June 30, 2020.

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

prior to the deadline, if needed.

* Finance Letter

> Agreement End Date FINANCE LETTER D co N ehctsac
Project No: ATPSB1L-5002(173)

(Federal Funds) Adv Project Id: 0314000217

= Can be adjusted at the next Agreement End Date: 12/30/2020

authorized phase or justification of
changes to cost, scope and

schedule. ATPSB1L-5002(173
ACCOUNTING INFORMATION s Cooperative Work Agreement
¢ Rever5|0n Date (BOth funds) ENCUMBRANCE  APPROP EXPENDITURE ENCUMBRANCE REVERSION APPROVED EXPIRATION
. . AMOUNT YEAR AMOUNT BALANCE DATE AMOUNT DATE
= A one-time extension request by
) $424,000.00 1718 $0.00 $424,000.00 06/30/23
Cooperative Work Agreement $443,000.00 1314 $443,000.00 50.00 0B/30/19

(CWA) for two years.




InsPECTOR (RENERAL

INDEPENDENT OFFICE OF AUDITS AND INVESTIGATIONS About I0AI Resources Audits Reports Ethics Helpline Contact Us Search

Indirect Cost

Architectural and Engineering Resources

i For |nVO|CeS Claim|ng |Oca| agency Indirect Cost Rate (ICR) Interpretive Guidance Accounting and Audit Guidelines for
. . . . Acceptance/Approval ID Find Interpretive Guidance for Contracts with Caltrans
indirect costs, local agency indirect
cost rates must be correct and par—
accepted/authorized by the
Independent Office of Audits and Safe Harbor Rate Form
Investigations (IOAI)- Download the Safe Harbor Rate Form (PDF)

Find your Indirect Cost Rate (ICR) Acceptance/Approval ID Find Guidelines to Accounting and Audits with Caltrans

» Labor Costs

Indirect Cost Rate Proposal / Indirect Cost Allocation Plan

* Go to the IOAl webpage:
http://lg.dOt.Ca.gOV/FGSOU rces ICAP /ICRP External Local Government] ICAP/ICRP Checklist ICAP/ICRP Local External Government

Rates ICAP/ICRP Checklist for Local Government Agencies FIXED WITH CARRYFORWARD

* Click on ICAP/ICRP External Local upmission Certicaton

Download the ICAP / ICRP Local External Government FIXED

Government Rates to see the list it Corytorvard Sobion Cenifestion )

. . P Indirect Cost Total direct salari d . ; P1590-
2018/2019 City of San Diego Public Utilities 138.7 ndirectiost fo rectsataries an Fixed Accepted 1/18/2018
Of a Cce pte d rates a p p rove d J u Iy . . Engineering & Capital :Twadt‘\erect Cost ;fti:\‘rect salaries and . 2’?;0—
2018/2019 City of San Diego . 77.5 Fixed Accepted 1/18/2018
h h I - I I . Projects Rate wages 0915
2 O 14 t ro u g J u y 2 O 19 (Stl I n 2018/2019 City of San Diego Transportation & Storm 74 Indirect Cost Total direct salaries and Fixed Accepted 1/18/2015 P1590-
Water Rate wages 0915
e,
. . . Indirect Cost Total direct salaries and . P1590-
t ra n S It I o n 2018/2019 City of San Diego Public Works-Contracts 324 Fixed Accepted 1/18/2018
. Rate wages 0915
. . . Indirect Cost Total Direct Salari d ) P1590-
2018/2019 City of Santa Barbara Engineering 90.03 neirecti-ost fo e a‘arles an .. Fixed Accepted 4/12/2019
Rate Wages plus Fringe Benefits 1006
. . . Fringe Total Direct Salaries and ) P1590-
2018/2019 City of Santa Barbara Engineering 42.54 € Fixed Accepted 4/12/2019
Benefits Wages 1006
. . . L Indirect Cost Direct Salaries and Wages _. P1590-
2018/2019 City of Turlock Engineering Division ) ) & Fixed Accepted 12/21/2018
Rate plus Fringe Benefits 0966
. . Public Works Department, Indirect Cost . L. P1590-
2018/2019 City of Vacaville . . p © 125.85 Salaries and Benefits Pravisional Accepted 3/21/2019
Engineering Services Rate 0986
City of West . Indirect Cost Total Direct Salari d P1590-
2018/2019 fhy ob e Department of Public Works 115.77 nerecttost 1o e a‘arles an . Fixed Accepted 6/28/2018
Sacramento Rate Wages plus Fringe Benefits 0947 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, 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.

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

Indirect Cost (continue)

* Enter the phase, year,
charges, and the appre

* Transfer this total ama
the invoice by phase.

SECTION 2: INDIRECT COST CALCULATION

Indirect Costs:
Phase FY Office/Department Direct Cost Base Expense Approved Indirect Subtotal
Cost Rate
PE E|2013-14 Public Works $ 3,700.24 |% 98.35($ 3,648.03
PE E|2014—15 Public Works $ 26,863.39 |% 9838 |$ 26,428.20
PE E|2[}15-16 Public Works $ 25,018.69 % 100.79($ 2521633
PE E|2[}16-17 Public Works $ 11,342.90 |% 116.27|$ 13,188.38
Phase PE E&P PS&E RW CE NI
Total Indirect Costs to Date | g6e 48094 | $0.00 $0.00 $0.00 $0.00 $0.00
Fund Authorized
. [X] Federal i ' PE X] RIW [JcE LN
Types) o tatzm Phase(s): % E&P ] RAW Util []CON CIFA
< PS&E
'E’;g'img‘r‘i‘% E Speérit{ggﬁbns a Right of Way Total
sumaltes

State Allocation Date

Federal Appropriation Code

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

Participating Cost To:

Total Indirect Cost to Date: g < s $ 0.00

[Total Direct Cost o Date: $] $ $ $ 0.00

Total Cost to Date: $. 0.00 $. 0.00 S. 0.00|% 0.00



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


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.

Federal/State Project No.

ATPSB1L-5002(173)

SECTION 3: BILLING SUMMARY

Preliminary Engineering

Description Work Performed (Dates) Vendor Receipt Total Direct Cost Less
y Number (for current invoice | Non-Participating Total Cost
(e-g., Staff Time, Consultants, etc.) From To (if applicable) period only) Cost
Staff Time, Permits, Postage 04/15/2014 | 09/14/2018 N/A $47.982.04 $47.982.04
Consultant (Environmental) Invoice| 04/15/2014 | 09/14/2018 EE-102333 @06.829.30 > $106,829.30
$154.811.34 $0.00]  $154,811.34]
Plans, Specifications & Estimates
Description Work Performed (Dates) Vendor Receipt Total Direct Cost Less
y Number (for current invoice | Non-Participating Total Cost
(e.g., Staff Time, Consultants, etc.) From To (if applicable) perio Cost
Staff Time 05/17/2018 | 09/14/2018 N/A < $38,402.56 $38,402.56
$0.00 $38.402.56
Right of Way
Description Work Performed (Dates) Vendor Receipt Total Direct Cost Less
y Number (for current invoice | Non-Participating Total Cost
(e.g., Staff Time, Consultants, etc.) From To (if applicable) perigd only) Cost
Staff Time 05/17/2018 | 09/14/2018 N/A Q $16,466.29 $0.00 $16,466.29
$16,466.29 $0.00 $16,466.29|

» 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
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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.



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
S$150,000 an Exhibit 10-K
must be received by IOAI.

SECTION 3: BILLING SUMMARY

Federal/State Project No. ~ ATPSB1L-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, Permits, Postage 04/15/2014 | 09/14/2018 N/A $47,982.04 $47,982.04
Consultant (Environmental) Invoice| 04/15/2014 | 09/14/2018 |  EE-102333 $106,829.30 $106,829.30
$154,811.34 $0.00 $154,811.34
Local Assistance Procedures Manual EXHIBIT 10-C

Consultznt Contraci Reviewers Checldst

EXHIBIT 10-C A&KE CONSULTANT CONTRACT REVIEWERS CHECKLIST

Date: 07/23/20138 Amendment: [7] yd District: 3
Agency Name: ~ City of Sacramenio

Federal or State Project Number: — S002(173)

Local Agency Contract Number/Solicitation Number: 2015-0010

Consultant Name: Benneti Engineering Services, Inc.

Original Contract Period: Begin:  01/08/2015 End: 12/21/2017
‘Original Contract Dollar Amount: $482,620 Funding: Federal
™No. DESCRIPTION

A [PROCUREMENT PLANNING
1 |Description of need for consultant;  The consultant has the staff éxpertise and availability to provide éngincering

services, incliding environmental documentation, public cutreagh, wiility coordination, and final design.

15
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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.



First Construction Contract Invoice

Before the first state funded construction contract invoice
can be paid we must receive:
v Local Agency Contract Award Checklist (LAPG Exhibit
22-A) shown here.
v 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

Local Assistance Program Guidelines

EXHIBIT 22-A
Request for Funding Allocation (Local ATP Projects)

EXHIBIT 22-A AWARD INFORMATION FOR ATP PROJECTS

To

Date:

District Local Assistance Engineer
Caltrans, Division of Local Assistance

PPNO:
Project ID:
Project No.

Project Description:

Exhibit 15-L

Lacal Ageney Contract Award Checklist

AWARD CHECKLIST

MMENT PROJECT

— Aduinisiering Agency)
IMBERLY LN

Date Project was Allocated:
Date Project was Advertised:
Award Date:

Award Amount:

Award Amount:
(ATP Portion anly, if different from above)

Estimated Date of Completion:

Name of Contractor:

NOTI: [ the answer is “00” W any of (e
sbove questions, a lefier of explanation is
reyuived. The DLAE shall review the
explanation and determine if the local
agency is eligible for federal Tunds.

Reviewed by:

* If the dale listed is more than 10-

ealendar days before bid opening, lucal Title:
agency must provide docwnentation that

web site was subsequenfly ehecked within Toate:
the 10-calendar day period or after bid.
opening, and there were 1o changes in
the applicable federal wage rates,
otherwise an addendum nuay be required.

Phone Number

Distribution: 1) Criginal plus one copy -DLAT
opy- Logal Agency Project files

M‘A»v 1 Q.L. 2

i post milcs limits)

yesz] w[]

ATTACHED
ves 7] mo [

leral funds included tor

ATTAGHED
ves o []
yes [ nofgl via [

ATTACHED
yesgl e[
Yes[Zl o[
yeslZ]  ne[]

919,300

i bidclers® propasal?

yes[Z] ned
1112812016
1200612016
121312018
870,426 00
ATTACHED
ATTACHED
ATTACHED

ves |7l me[d

9302016

(Signuture of Administered Agency Representative)

MARC A MATTOX

(Name printed or Lyped)

PUBLIC WORKS DIRECTOR / TOWN ENGINEER

12H2/2016

(530} 872-6291 X 125

Page Lol |
August 2016

16
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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 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.
 


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

Billing Summary (Contractor Pay Estimate)

The Billing Summary does not have to be a line by e I et st e I .

line duplicate of the Contractors Pay Estimate, it can : e : —
be the amount you paid the contractor. E E
NOTES: : ;

» Ensure you review the Allocation T : 15‘-351:45i

expenditure, AED, Reversion, and CWA dates ' Y S SEUS

as they apply. e o

» Transferring funds to another phase does not : - o

reset the reversion, CWA or expenditure date. NET PAVWENT 10 CONTRAGTOR
 ThieEstmate §_ 14933383 TotaltoDate § 44933399
AUTHORIZED PAYMENT THIS ESTIMATE TO CONTRACTOR | 5 145,333,809 I

Construction (Note: submit contractor pay estimate)
Description Work Performed (Dates) Vendor Receipt Total Direct Cost Less
P Number (for current invoice | Non-Participating Total Cost
(e.g., Contractor, Force Account, etc.) From To (if applicable) period only) Cost
contractor payment 09/03/2018 | 11/30/2018 CIP-12.03 $149,333.89 $149,333.89
$149,333.89 $0.00 $149,333.89
—_—



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. 


Reimbursement Ratios

1. Refer to the current FINANCE ITEMS PRO RATA OR TOTA‘IJ_v ggﬁr OF 'nz—ms‘gglé }:ART. [ FED. REIMB % |FEDERAL FUNDS|STATE SB-1 ATP | LOCAL FUNDS
signed Finance Letter Hr e L230 ISB1A
to find the
reimbursement ratios.
2 Transfer the Agency Preliminary Engineering|  Lump Sum $500,395.00 $500,395.00 88.53% $443,000.00 $0.00 $57,395.00
. . Plans, Specifications & Lump Sum $250,000.00 $250,000.00  0.00% $0.00 $250,000.00 $0.00
reimbu rsgment ratios Extiibtos o
to the Reimbursement Right of Way Lump Sum $174,00000  $174,000.00 0.00% $000  $174,000.00 §0.00
Ratio field on the Totals: 5924,395.uol §924,395.00 0.00% sm,uoo.u# saza,uoﬁq $57,395.00
invoice by phase.
T T | I I
Note: The Finance Letter will 0.00% for Total Participating Cost $ 0.00[$ 0.00|$ 0.00/$ 0.00
State Reimbursement Ratio-
state funds. To calculate the state Fae EIMDATSEmEnt 7a%0.
i ) o ederal Reimbursement Ratio:
reimbursement ratio, divide the Reimbursable Amount to Date- 4 0.00($ 0.00($ 0.00(s 0.00
el H Less: Cumulative Amount Paid on All
allocated state funds by the participating cumulatve Amou $ $ $ $ 0.00
costs. Reimbursable Participating Costs: % 0.00|% 0.00(% 0.00(% 0.00

- )


Presenter
Presentation Notes
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.



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):
+5209,680.19

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)

fat

reimnery ] soacticsions ] wiom crway
State Allocation Date 05/17/18 05/17/18
Federal Appropriation Code 1230 N/A N/A
Participating Cost (E-76 Auth. Date) |From: 04/15/14
Participating Cost To: 09/14/18 09/14/18 09/14/18
Total Indirect Cost to Date: $ 68.48094|% 0.00(% 0.00(% 68.480.94
Total Direct Cost to Date: $ 438,707.13|% 38,402.56|% 16,466.29 (% 493,575.98
Total Cost to Date: 3 507,188.07|% 38.402.56 (% 16,466.29|$ 56205692
Less: Non-Participating Cost $ 18,310.15|% $ $ 18,310.15
: Other Retention (consultant) 10% E $ 10,683.00(% % % 10,683.00
- Other Liquidated Damages B $ 4,500.00|% 3 $ 4.500.00
- Other Something else happened E $ 0.00(% 5 $ 0.00
Total Participating Cost to Date: $ 473,694.92|% 38,402.56|% 16,466.29 (% 528,563.77
Less: FLC:)TacllchLtl:ng()jost not Reimbursed s 0.00|$ 0.00ls 0.00|$ 0.00
Total 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: Cumlulative Amount Paid on All s 202757 555 0.00s 000($ 202.757.55
Previous Invoices i i
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 3 $ 3 $ 0.00
Amount of This Claim: $ 176,604.56 | $ 38,402 568 16,466.29|% 231,473 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: S;"e"\:ﬂsz‘ﬁfggg;m Paid on Al $ 202,757.55(% 0.00($ 0.00($ 202,757.55
Funds Remaining Prior to this Claim $ 240,242 45|$ 250,000.00($ 174,000.00|$ 664,242 45
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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

Prelimi [+
State Allocation Date Enginelrle.'r?rr'lg
Ijer Master Agreement with the State: eceral Appropraton Bod 1230
STATE will withhold th . ' Participating Cost (E-76 Auth. Date) |From: .
of the t e greater of either two (2) percent e To s
PROGR,Z:\Z/ of all federal/state funds encumbered for each T 09/14/18
SUPP . otal Indirect Cost to Date:
AGENCY submi LEMENT or $40,000 until ADMINISTERING Tt Dvect Costo Do . Sao
; | s: mits the Final Report of Expenditures for each oE s e i At
omplete PRO ac Less: Non-Participati 507,188.07
GRAM SUPPLEMENT PROJECT”, S Retetton (consdl s wsions
- Other Liguidated Darju o % $ 10,683.00
ages - -
Tmail F?::r_SI:J:]ething else happened [=] 2 4;502'33
. . cipating Cost to Date: -
Retention is held to ensure local agencies contin O Local Fundey L emenses : S
. u - unas
to complete the project and invoicin © Total Particpating Cost 5 -
$4O OOO ShO . . g process. The State Reimbursement Ratio: 473,694.92
i wn is a portion of PE funds billed o Tenener B
will be released after hori ) ¢ and Reimbursable Amount to Date: 88.53%
fund ) authorized with more federal Less: Sum_ulative Amount Paid on Al > 419,362 11
s, or the project is completed ' s Pati ;
R pleted and the Final Reimbursable Participating Costs.
eport of Expenditures is received Less: State Withheld Retention 5 419,362 11
. -: ;.tr:ount Exceeding Authorized Fund : 10.000.00
- er
Amount of This Claim: S
TOTAL INVOICE AMOUNT: i 379,362 11
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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 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.



STATE OF CALIFORNIA - DEPARTMENT OF TRANSPORTATION

Instruction: Reset Form Print Invoi
. . LOCAL AGENCY INVOICE - > - | it
LAFM 5-A (REV 04/2018)
| I I a l | r < ; ‘ ‘ I ; SECTION 4: CHECKLIST
Local Agency Name:
Billing Moz Federal [ State Project Mo:
Local Agency Caltrans
Frequency Confirm MIA Concur
1 Program 1t (PSA) on file with Local Agency. All Invoicas O
2 Submittal of one signed and completed Local Agency Inwoice (LAPM 5-A) which includes All Invoicas O O
M M . Section 1: Invoice, Section 2: Indirect Cost Calculation, Section 3: Biling Summary
1. ReVleW and Conflr” ] CheCkIISt (submit contractor pay estimate for construction invoices), and Secfion 4: Checklist
. 3 Reimbursable work claimed is after E-76 (Federal Authorization o Proceed) date All Invoicas O O
I t e m S andior Cakfornia Transporiation Commission (CTC) State Alliocation date.
* 4 Work performed is prior to any lapsing / expiring funds. All Invoices O O

=  Check E-T Reversion Date (Federal}
= Venfy Cooperative Work Agreement Approval (Federal | State)
- GTC State Allocation Letter Fund Expiration Deadline (State)

2. Sign and date checklist. 5 Iocs s corstr i e o e Lot s 0
Fund Types :e_ghgd‘u:u. RSTP, =tc.}

Available Balance of Federal | State Funds
Caosts incurred prior to authorized Agreement End Date (AED)

&  Invoiced amount shall be greater than 2% of the total Federal andfor State funds or 51,000, All Invoices O O
whichever is greater, unless authorized by District Local Assistance Engineer (DLAE] to
prevent inactivity.

7  Percentage of work comgplete is consistent with total Federal / State funds invoiced All Invoicas
(i.e.. project should not be B0% expended if only 20% complate).

&  Remaining balance should not be less than Caltrans required retention Al invoices prior to O O
(540,000 or 2% of the Federal { State funds, whichever is greater). Final Inwice

84 Al consuliant agreements | amendments must follow the Caltrans procuremeant and All Invoicas O O

oversight processes outined in Local Assistance Procedures Manual Chapter 10,
The following Exhibits must be sent to and received by the appropriate entities grior fo

InwDicang:
- Submit Exhibit 10-C to Division of Local Assistance HQ — Office of Guidance and AN First Consuliant D |:| |:|
Oiversight Invoices
Submit Exhibits 10-C1 and 10-02 to DLAE First Federal | a O
Caonsultant Contracts
. Submit Exhibit 10- to Independent Office of Audits and Investigations All Consultant |:| |:|
Contracts > $150K.
9B - Submit copy of executed coniract to the DLAE within 20 days of contract award or O O O
concurmently with first inwoice, whichever is earlier.
For on-call contracts, submit copy of issued task order and Exhibit 10-02 for the task order. O O O
10 Verification of Project Award: Attach LAPM Exhibit 15-L (Federal projects) or LAPG Exhibit First Consiruction O O O
22-A (State projects) with First Construction Invoice. Invoice:
11 Submit contractor pay estimate with Billing Summary. Construction nwoices O O O
ig f Local Agency Repr g Date Print Mame and Title
Signature of Caltrans Disfrict Reviewer Date Print Name/Title/Phone Number

Comments



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.



Disputed Invoices

1.

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).

Local Agency Invoice
Dispute Notification Letter

Local Agency: Sacramento Date: 10/31/18
Attention: Hector Barron Dist - Co - Rte: 03-5924-0-SAC
Address: 915 I Street. Room 2000 Project Number: 5002(173)
Invoice Number: 13
City, State, Zip: Sacramento. CA 95814 Invoice Amount: $40.000.00

OO0OX OXUOOO X O

Local Agency / State Agreement not executed

Incorrect Invoice Format / Content [see Chapter 5 Accounting / Invoices" of the Local Assistance
Procedures Manual (LAPM)]."

Invoice reflects component(s) / phase(s) of work not allocated / authorized and / or cost(s) that is /

are ineligible for reimbursement.

Insufficient Funds
Missing or inadequate Invoice Support Documentation
Contract Award Package required for construction phase of work

Final Invoice. Final Inspection Form and Final Report of Expenditures must be submitted and
approved prior to payment

Redate invoice upon resubmittal of Invoice Package (1 original & 2 copies of Invoice and 2 copies

of Invoice Support Documentation)

Reimbursement Ratios Incorrect

Lapsed Appropriation
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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:
e https://forms.dot.ca.gov/v2Forms/serviet/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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Local Agency
Invoice Training




STATE OF CALIFORNIA - CALIFORNIA STATE TRANSPORTATION AGENGY EDMUND G. BROWN Jr., Goverror

DEPARTMENT OF TRANSPORTATION
Division of Local Assistance

1120 N STREET

P.O. BOX 842874, MS# 1

Sacramento, CA 84274.0001

TTY 7114

03-3AC-D-SAC

ATPSBIL-5002(173)

O o o0z CTC Allocation Letter (Page 1)
Request No:i

June 1, 2018

Mr, Hector Barron
Director of Public Works
City of Sacramenio
915 | Sireet, Room 2000
Sacramento, CA 85814

Alin: Ms, Cecllyn Foote

Dear Mr. Barron:

- Your letter dated March 16, 2018 requesfed a fund allocation from the Active Transporiation Program for the City of
Sacramento Streeiscape Project - Meadowview Road: From light rail station o 1-5 and along 24th St from

Meadowview Road fo Florin Read. This project is pragrammed in the Acfive Transpartation Program (ATP), as Cl | C k on th e | ma ge tO g (0] tO Pa ge 2

amended,

At fheir May 17, 2018 meeling, the Califomia Transpertation Gommission (CTC) aliecated funding in the arﬁount(s)
showr below.

The Siate hereby makes the following allocafion on May 17, 2018, effective May 17, 2018.

Allogation No. 2018202 ATP FUND ALLOGATION

Senate District No, ;08
Assembly District Na. : 09

Amount Flscal Year Amount This
Pregranimed Programmed Previously Allocated Request
ROW $174,000 2018 $0 §174,000
PS&E $250,000 2018 N $0 $250,000
Federal Funds 50
Statg Funds . $424,000
Total Amount $424 000 30 $424.000

This allocation makes available $0 of federal funds® and $424 000 of State {or State-only) funds for a tofal of
$424,000.

* A separats request for authorization to proceed (E-76) is required prior 1o the start of reimbursable wark for
projects receiving Federal funds.

The effective date of aflocation serves as the authorization to proceed and establishes the dafe for the start of
reimbursable work for Stafe-cnly funded projects.



Mir. Hector Barron
June 1, 2018

Page 2
ATPSBIL-5002{173)

For This Allocation :

Funds allocated for project E & P are availabls for expendiure until: Not Applicable.
Funds allocated for project PS & E are available for expenditure until: June 30, 2020.
Funds allocated for project RW are available for expendiiure until: June 30, 2020.

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

After award of the contract, the Agency has up 1o 36 months to complete the construction or vehicle purchase
contract.

The Commission may grant a one-time exiension of up to 20 months to each of the deadlines specified above, if 1t
finds that an unforeseen and extraordinary circumstance beyond the control of the responsible agency has occurred
that justifies the extension. Please refer fo the Local Assistance website at www.dot.ca.gov/ha/LocalPrograms/ for
additional guidance.

The project's award information should be submitited to the District Local Assistance Engineer (DLAE) immediately
after award of the construction confract. A copy of the project's award package also needs 1o be included with the
suthmittal of the Administering Agency’s first invoice to the Local Programs Accounting Branch. Please refer to
Local Programs Procedures {(LPP) LFP 01-06 for guidance regarding the contents of the project award package.

This aliocation is not a commitment on the part of the State to make reimbursemenis 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 1o the Local Assistance Procedures Manual, LPPs and the current CTC guidelings for
detailed instructions and information.

.

WINTON EMMETT , Chief
Office of Project implementation - North
Divislon of Local Assistance

Sincerely,

Click on the image to return to slideshow

CTC Allocation Letter (Page 2)



AUTHORIZATION / AGREEMENT SUMMARY - (E-T6)

FEDERAL AID PROGRAM CALIFORNIA DEPARTMENT OF TRANSPORTAT
DLALOCATOR: 03-SAC-0-SAC PROJECT LOCATION:
PREFIX: STPL SEE COMMENTS
PROJECT NO:  5002(173) TYPE OF WORK:
SEQ NO: 1 STREETSCAPE PROJECT PREV AUTH | AGREE DATES:
STATE PROJ NO:0314000247L-N FED RR NO'S: PE:
AGENCY: SACRAMENTO PUC CODES: RW:
ROUTE: PROJ OVERSIGHT: DELEGATED/LOCAL ADMIN COM:
TIP DATA ENV STATUS/ DT: SPR:
MPO: SACOG RW STATUS/DT: MCS:
FSTIP YR: 1314 INV RTE: 0OTH:
STIP REF: BEG MP:
DISASTER NO: END MP:
BRIDGE NO'S:
PROG CODE LINE NO IMPY TYPE FUNC 5YS URBAN AREA URB/RURAL DEMOID
L230 10 15 P SACRAMENTO URBAN
FUNDING SUMMARY
PHASE PROJECT COST FEDERAL COST AC COST
PREV. OBLIGATION $0.00 §0.00 $0.00
PE THIS REQUEST $500,385.00 $443,000.00 $0.00
SUBTOTAL $500,395.00 $443,000.00 $0.00
PREV. OBLIGATION $0.00 $0.00 $0.00 . . .
RW THIS REQUEST $0.00 $0.00 0.0 Click on the image to return to slideshow
SUBTOTAL $0.00 §0.00 $0.00
PREV. OBLIGATION $0.00 §0.00 $0.00
CON THIS REQUEST $0.00 §0.00 $0.00
SUBTOTAL $0.00 $0.00 $0.00
TOTAL: $500,365.00 $443,000.00 $0.00
STATE REMARKS
0411172014 SEQ 1 authorizing PE via lump sum appropriation.
Final design shall not start until NEPA is approwed.
0411172014 Project limits: Meadowview Rd from the light rail station to 1-5 and along 24th 5t from Meadowview Rd to Florin Rd
FEDERAL REMARKS
AUTHORIZATION
AUTHORIZATION TO PROCEED WITH REQUEST.PRE PREPARED IN FADS BY: BATATAN, FERDINAND ON 0410172014 741-5704
FOR:PE REVIEWED IN FADS BY: YANG, ALBERT ON 041172014 651-0015
DOCUMENT TYPE: AAGR SUBMITTED IN FADS BY: VONGJESDA, SUNATE ON 041272014 FOR CALTRANS
PROCESSED IN FADS BY: HUEY, SHUN ON 0411572014 FORFHWA
APPROVED IN FMIS BY: TASIA PAPAJOHN ON 04572014
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DEPARTMENT OF TRANSPORTATION

DIVISION OF ACCOUNTIMNG

LOCAL PROGRAM ACCOUNTING BRANCH

Atention: City of Sacramento

FIMANCE LETTER

S —
LUBP SLIM
Agency Preliminary Engineering|  Lume Sum
Plans, Specifications & Lump Sum |
Estimates — ————
Right of Way Lamp Bum §74000 s 0.0
IE———— — e p—
Participation Ratio: 100.00%

Date: 06/1172018
D_CO | H'I" 03-SAC-0-SAC
Project No ATPSBLﬂm:
Adv Project Id:
Agreement End Date:

EA Na:

FEDERAL EE0TRTF |

LI SR

LLEE L

-

This Finance Letter was created based on specific Snancial information provided by the responsible local agency, The lollowing

encumbrance history is prepared by Local Assistance Accounting Office and is provided here for local agency’s information and action,

s L0

Titha: HC Sr. Area Enginear

Romarks: 2 Al e 16-17, 2018 maa CTC allocaled [ SB-1 (ATP ation) SOF for PS&E and 5174 000 of SB-1 (ATP Augmantation] SOF for RAW,
I ACCOUNTING INFORMATION aTPsILsonrn) [T tive Work Agrosment
I'W EMCIUMARAMCE APPROP PERDITURE ERNCLUMBAANCE REVEREZION APPROVED EXPIRATION
| ADN. PROJECT ID STATE PROG FEDMETATE AMOUNT YEAR nml BALAMNCE DATE | AROUNT DATE
‘ DA 14000ZT wioa | sesoraowo | 00 | $asdpoome 1718 %00 | saMoo000 | Demam | )
_ 00MO0MZTT | vioar | sedosioain F  PHA00000 | aM 0300000 $40,000 00 0an0NY |

For guestions regarding finance betber, contact:

Frinled Mama : Adam Ambrosini
Telephone Mo: 916-653-3840

Click on the image to return to slideshow
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**DON’T LOSE YOUR FEDERAL MONEY**

Top FIVE LOCAL AGEMNCY ISSUES

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/RFCs.

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

A detailed Independent cost estimate was 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 viclations include:

Amending an expired contract.

Making significant changes to the original scope of a contract.
Charging rates not cansistent 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.

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/for 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.

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.

5. Improper Charge of Indirect Costs- You are in viclation 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.

MNote: Caltrans Division of Local Assistance (DLA) reminds you to avoid these common mistakes that have

resulted in the loss of federal funds by local agencies.

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).

3

8/7/2019





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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12/30/2020





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.

11











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).  





12









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.  



13

















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
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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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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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Click on the image to return to slideshow
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STATE OF CALIFORNIA - DEPARTMENT OF TRANSPORTATION
LOCAL AGENCY INVOICE

LAPM 5-A (REV 04/2019)

Back to Form Print Instructions

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 builtin 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.

Remittance Address

Enter your agency remittance address.

Note: If Electronic Funds Transfer (EFT) payment is set up with Caltrans 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.

Date

Select the invoice 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

Caltrans District

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

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

Federal/State Project No.

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

Note: The Federal-Aid project number must match the number identified on the Authorization to Proceed
(E-76) document and other project documents.
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DEPARTMENT OF TRANSPORTATION

DIVISION OF ACCOUNTING

LOCAL PROGRAM ACCOUNTING BRANCH

Attention: of Sacramento

FINANCE LETTER Date: 06/11/2018
D_CO_RT: 03-SAC-0-SAC
Project No: ATPSBIL-5002(173)
Adv Project Id: 0314000217
Agreement End Date:

EANo:

——FANGETTEMS | PRORATAOR | TOTAL COST OF [ FEDERAL PART. | FED: REIMS % [FEDERAL FUNDSSTATE S6-1 ATP | COCALFUNGS
Lowe UM WORK Cost
L2 1sa1a
[Agency Preliminary Engineering| Lo Sum om0y S0M0y  BOsw | SHam0n W EEES
Plans, Specifcations & Gy Sum o000y SEOG000  000% o0 $2E0000) W
Estimates
Right of Way T s SHrA0n0q  $7 000 0% Wy s a0
— Totals: - Sa28,395 s I ST OO0 ST
Participation Ratio: 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.
Signature: % % 40 For questions regarding finance letter, contact:

Title:

Remarks: Seq #2: Al their May 16-17,

Printed Name : Adam Ambrosini
Telephone No: 916-653-3840

HQ Sr. Area Engineer

2018 meeting, CTC allocated $260,000 of SB-1 (ATP Augmentation) SOF for PSSE and $174,000 of SB-1 (ATP A \) SOF for RAW.

ATPSBILS002(173) P ——
ACCOUNTING INFORMATION Cooperative Work Agreement
APPROP. ENCUMBRANGE  APPROP EXPENDITURE  ENCUMBRANGE  REVERSION APPROVED  EXPIRATION
ov. proseeTio RSP sTATEPROG.  FEDISTATE ey S5 o e dey ROUNT DATE.
cvionoz7 | _Taos | Zowraos | | sasooo| e | 000 | $42400000 | 0RO T
ovwoooziT | Tatozr | zoaboigeto | F | s43go0e| M | sioao0000 | 4000000 | 08010 I .
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STATE OF GALIFORNI - GALIFORNIA STATE TRANSPORTATION AGENGY

EDMUND 5. BROWN 1, Govoror

DEPARTMENT OF TRANSPORTATION
Divislon of Local Assistance

1120 N STREET

P.0.BOX 042674, S 1

‘Sacramento, CA 64274-0001

™

June 1,2018

M. Hoctor Barron
Difsctorof Pubiic Works.
Gily of Socramento

915 1 Streat, Room 2000
Sacramonto, CA 95814

At Ms. Goclyn Foole

Dear lr. Barron:

08.SAC0.SAC
ATPSBIL5002(173)

Ad I 0314000217

PENO: 031771
Roquost N1

@

Your otor dated March 16, 2018 requestod a fund allocaton from the Actve Transpartation Program for tha ity of
‘Sacramento Sircetscape Project - Msadowdew Road: From lght ai staion t 1-5 and along 24ih St from
Meadowview Roat o Florn Read. This projectis programmed i the Activa Transportation Program (ATP), as

amended

Atthelr May 17, 2018 moeting, the Calforia Transportaton Commission (CTC) allocated funding in the amouri(s)

Shown below.

“The State haraby makes the following alocation on May 17, 2018, offective May 17, 2016.

Allocstion No. 2016:202 arp
Sonato st o 08
Resameny st No.: 00 maunt
Progranmed
RowW s174000
PsaE 280000
FadoralFunds
Stto Funds
Total Amount s424000

2018
2018

FUND ALLOCATION

e Proviousy Alocsod

50
50

S0
250000

0
5421000
8424000

“Tis alocation makes avallablo $0 o fderal unds® and $424,000 of Sato (or State-only) funds fo a total of

$424,000.

* A soperalo roquest for authorzallon 1o proceod (E-76) s required prio 0 the start of eimbursible work for

prects rocolving Federalfunds.

“The effectve dato of allocaton servos a8 the authorizalon o procoed and estabilshes the dato for tho start of

reimbursablo work forState-0nly fundad projects
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STATE OF CALIFORNIA - DEPARTMENT OF TRANSPORTATION

Instructions Reset Form Print Invoice

LOCAL AGENCY INVOICE

LAPM 5-A (REV 04/2019) 0an2r2019
SECTION 1: INVOICE

Local Agency Name Remittance Address Tax 1D

Date Caltrans District Federal/State Project No. [Advantage Project ID Invoice No. Biling No.lnactive

roject
Project Description
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Caltrans > Local Assistance > Inactive Project Information >

» DLA Sitemap
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Inactive Project Information
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DEPARTMENT OF TRANSPORTATION
DIVISION OF ACCOUNTING
LOCAL PROGRAM ACCOUNTING BRANCH

Attention:  City of Sacramento

FINANCE LETTER

Date: 06/11/2018 EA No:
D_CO_RT: 03-SAC-0-SAC
Project No: ATPSB1L-5002(173)
Adv Project Id: 0314000217

Agreement End Date:

FINANCE ITEMS PRORATA OR | TOTAL COST OF |FEDERAL PART. | FED. REIMB % |FEDERAL FUNDS [STATE SB-1 ATP | LOCAL FUNDS
LUMP SUM WORK cosT
L230 ISB1A

Agency Preliminary Engineering|  Lump Sum $500,395.00 $500,395.00) 88.53% $443,000.00) $0.00 $57,395.00]

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

Estimates
Right of Way Lump Sum $174,000.0 $174,000.00 0.00% $0.00 $174,000.00 $0.00]
Totals: $924,395.00 '$924,395.00 0.00% $443,000.00 $424,000.00) $57,395.00
Participation Ratio: 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.

Signature: /% ,/?/é; )

Title: HQ Sr. Area Engineer

For questions regarding finance letter, contact:

Printed Name : Adam Ambrosini
Telephone No: 916-653-3840

Remarks: Seq #2: At their May 16-17, 2018 meeting, CTC allocated $250,000 of SB-1 (ATP Augmentation) SOF for PS&E and $174,000 of SB-1 (ATP Augmentation) SOF for R/W.

ATPSBIL-5002(173) N
ACCOUNTING INFORMATION Cooperative Work Agreement
APPROP. ENCUMBRANCE  APPROP EXPENDITURE ~ ENCUMBRANCE  REVERSION APPROVED  EXPIRATION
ADV. PROJECTID "y STATEPROG. ~ FEDISTATE AMOLIT YEAR AMOUNT BALANCE BATE AMOUNT DATE
0314000217 18108 2030720100 $424,000.00 1718 $0.00 $424,000.00 06/30/23
0314000217 14102F | 2030010810 F $443,000.00 1314 $403,000.00 $40,000.00 06/30/19
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SECTION 1: INVOICE

Cocal Agency Name Remitiance Address [Tax D
City of Sacramento Engineering Services Division 1354
915 T street, RM 1900
Sacramento, GA 59812
Date Calfrans District Federal/State Project No. | Advantage Project ID Tnvoice No. BilingNo. _[Inactive
10/01/2018|D3 Marysville |aTPsBIL-5002173)  |0314000217 sAC_DOT 2 2 Prolect

Project Description

Streetscape Project on Meadowview Road: From light rail station to I-5 and along 24th St from Meadowview Road to Florin Road.

Fund
TyPe(s):

[X] Federal

R state

Authorized
Phase(s)
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O esp O R Ut [ con
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Participating Cost

[To:







image14.png

'STATE OF CALIFORNIA - GALIFORNIA STATE TRANSPORTATION AGENGY EDMUND G. BROWN Jr, Governor

DEPARTMENT OF TRANSPORTATION
Division of Local Assistance

1120 N STREET

P.0. BOX 942874, MS# 1

Sacramento, CA 94274-0001

TTY 711

03-SAC-0-SAC
ATPSBIL-5002(173)
Adv Id: 0314000217
PPNO: 03-1771
Request No:1

June 1, 2018

Mr. Hector Barron
Director of Public Works
Gily of Sacramento
9151 Street, Room 2000
Sacramento, CA 96814

Attn: Ms. Gedllyn Foote

Dear Mr. Barron:

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

Attheir May 17, 2018 meeting, the California Transportation Commission (CTC) allocaled 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

Senale District No, : 08
Assembly District No. : 09

Amount Fiscal Yoar Amount This
Programmed  Programmed _Previously Allocated Request

ROW $174,000 2018 $0 174,000
PS&E $250,000 2018 50 260,000
Federal Funds $0

State Funds $424,000

Total Amount $424,000 $0 424,000

This allocation makes avallable $0 of federal funds* and $424,000 of State (or State-only) funds for a total of
$424,000.
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AUTHORIZATION / AGREEMENT SUMMARY - (E-76)

FEDERAL AID PROGRAM CALIFORNIA DEPARTMENT OF TRANSPORTATION
DLA LOCATOR: 03-SAC-0-SAC PROJECT LOCATION:
PREFIX: STPL SEE COMMENTS
PROJECT NO:  5002(173) TYPE OF WORK:
SEQ NO: 1 STREETSCAPE PROJECT PREV AUTH / AGREE DATES:
STATE PROJ NO:0314000217L-N FED RR NO'S: PE:
AGENCY: SACRAMENTO PUC CODES: RAW:
ROUTE: PROJ OVERSIGHT: DELEGATED/LOCAL ADMIN CON:
TIP DATA ENV STATUS / DT: SPR:
WP SACOG RW STATUS / DT: MCS:
FSTIPYR: 13114 INV RTE: OTH:
STIP REF: BEG MP:
DISASTER NO: END MP:
BRIDGE NO'S:
PROG CODE LINE NO IMPV TYPE FUNCSYS  URBAN AREA URB/RURAL DEMO ID
1230 10 15 3 SACRAMENTO URBAN
FUNDING SUMMARY
PHASE PROJECT COST FEDERAL COST AC COST
PREV. OBLIGATION $0.00 $0.00 $0.00
PE THIS REQUEST $500,395.00 $443,000.00 $0.00
SUBTOTAL $500,395.00 $443,000.00 $0.00
PREV. OBLIGATION $0.00 $0.00 $0.00
RW THIS REQUEST $0.00 $0.00 $0.00
SUBTOTAL $0.00 $0.00 $0.00
PREV. OBLIGATION $0.00 $0.00 $0.00
CON THIS REQUEST $0.00 $0.00 $0.00
SUBTOTAL $0.00 $0.00 $0.00
TOTAL: $500,395.00 $443,000.00 $0.00

STATE REMARKS

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

Final design shall not start until NEPA is approved.
04/11/2014 Project limits: Meadowview Rd from the light rail station to I-5 and along 24th St from Meadowview Rd to Florin Rd

FEDERAL REMARKS

AUTHORIZATION
AUTHORIZATION TO PROCEED WITH REQUEST: PRE PREPARED IN FADS BY: BATATAN, FERDINAND ON 04/01/2014 741-5704
FOR: PE REVIEWED IN FADS BY: YANG, ALBERT ON 04/11/2014 651-0015
DOCUMENT TYPE: AAGR SUBMITTED IN FADS BY: VONGJESDA, SUNATE ON 04/12/2014 FOR CALTRANS
PROCESSED IN FADS BY: HUEY, SHUN ON 04/15/2014 FOR FHWA

APPROVED IN FMIS BY: TASIA PAPAJOHN ON 04/15/2014
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PREPARED IN FADS BY: BATATAN, FERDINAND
REVIEWED IN FADS BY: YANG, ALBERT

‘SUBMITTED IN FADS BY: VONGJESDA, SUNATE

PROCESSED IN FADS BY: HUEY, SHUN
APPROVED IN FMIS BY: TASIA PAPAJOHN

EEEEE]

0410172014
04112014
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0411512014
04/152014

7415704
6510015

FOR CALTRANS
FOR FHWA
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ACCOUNTING INFORMATION ATPSBILS002079) Cooperative Work Agreement

APPROP. _ ENCUMBRANCE  APPROP. EXPENDITURE  ENCUMBRANCE  REVERSION APPROVED  EXPIRATION
ADV. PROJECTID "y~ STATEPROG.  FEDISTATE ‘AMOUNT VEAR AMOUNT BALANCE DATE AMOUNT DATE
0314000217 8108 | 2030720100 Sa2200000 | 1718 000 $424.00000 [EETS)

0314000217 | 14102F | 2030010610 F S4300000 | 1314 542300000 5000 0630718
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June 1, 2018
Page 2
ATPSB1L-5002(173)

For This Allocation :

Funds allocated for project E & P are available for expenditure until: Not Applicable.
Funds allocated for project PS & E are available for expenditure until: June 30, 2020.
Funds allocated for project RW are available for expenditure until: June 30, 2020.

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

After award of the contract, the Agency has up to 36 months to complete the construction or vehicle purchase
contract.
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DEPARTMENT OF TRANSPORTATION
DIVISION OF ACCOUNTING

LOCAL PROGRAM ACCOUNTING BRANCH

Attention: ~ City of Sacramento

FINANCE

LETTER

Adv Project ld:

- 10/30/2018
- 03-SAC-0-SAC

ATPSBIL5002(173)
0314000217

Agreement End Date: 12/30/2020

FINANCE TTEWS PRORATA R | TOTAL COST OF |FEDERAL PART. | FED. REWG 7 |FEDERAL FUNDS | STATE SB-1 ATP | LOCAL FUNDS
LuMP suM WORK cosT.
w230 1sB1A
[Agency Preliminary Engineering|  Lums Sum 0039500 $5003%500  8853% 4430000 EL 357,395 0
Plans, Specifications & Tomp Sum 35000000 525000001 500% EL 250000 500
Estimates
Right of Way Tomp Sum STAD0000 17400001 500% EL 774000 500
Totals: T TR T 0000 24000 57300

E/
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About [OAI Resources Audits

=] Q < Q

Reports Ethics Helpline Contact Us Search

Resources

Architectural and Engineering Resources

Indirect Cost Rate (ICR Interpretive Guidance
Acceptance/Approval ID

Find your Indirect Cost Rate (ICR) Acceptance/Approval ID
here.

Find Interpretive Guidance for:

Labor Costs
Meals
Prevailing Wage

« Uncompensated Overtime

Safe Harbor Rate Form

Download the Safe Harbor Rate Form (PDF)

Indirect Cost Rate Proposal / Indirect Cost Allocation Plan

ICAP /ICRP External Local Government| ICAP/ICRP Checklist

Rates

ICAP/ICRP Checklist for Local Government Agencies
Find your ICAP / ICRP External Local Government Rate

Accounting and Audit Guidelines for
Contracts with Caltrans

Find Guidelines to Accounting and Audits with Caltrans

ICAP/ICRP Local External Government
FIXED WITH CARRYFORWARD
Submission Certification

Download the ICAP / ICRP Local External Government FIXED
With Carryforward Submission Certification (PDF)
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Indirect Cost Total direct salaries and P1590-

2018/2019 Cityof SanDiego  Public Utilities 138.7 Fixed Accepted 1/18/2018
Rate wages 0915
: " Engineering & Capital Indirect Cost Total direct salariesand P1590-
2018/2019 City of San Diego neineering & Capl 775 ndirectCost lotaldirectsalariesand o, g Accepted 1/18/2018
Projects Rate wages 0915
: " Transportation & St Indirect Cost Total direct salariesand P1590-
2018/2019 Cityof San Diego | o portation&storm - IndirectCost Totaldirect salariesand o, g Accepted 1/18/2018
Water Rate wages 0915
) " ) Indirect Cost Total direct salariesand P1590-
2018/2019 City of SanDiego  Public Works-Contracts 324 R"l"ec ost Toraldirectsalariesand  pived Accepted 1/18/2018 |
ate wages

Indirect Cost.Total Direct Sal d P1590
2018/2019 City of Santa Barbara Engineering g0z ndirecttost lotalDirectsalariesand Accepted 4/12/2019
Rate Wages plus Fringe Benefits 1006
- — Fri Total Direct Salariesand P1590-
2018/2019 City of Santa Barbara Engineering 4254 TNEE otalDirectsalariesand oy g Accepted 4/12/2019
Benefits  Wages 1006
) R Indirect Cost Direct Salaries and Wages __ P1590-
2018/2019 City of Turlock Engineering Division ndirectCost Directsalaries andWages o Accepted 12/21/2018
Rate plus Fringe Benefits 0966
: ) Public Works Department, Indirect Cost . P1590-
2018/2019 City of Vacaville ublic Works bepartment,  1,c g5 NAECCOS o lariesand Benefits  Provisional  Accepted 3/21/2019
Engineering Services Rate 0986
City of West ) Indirect Cost Total Direct Salariesand P1590-
2018/2019 S OV Department of Public Works 115.77 | o ot Totalbirectsalariesand =,y Accepted 6/28/2018

Sacramento Rate Wages plus Fringe Benefits 0947
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Indirect Costs:

SECTION 2: INDIRECT COST CALCULATION

Phase FY Office/Department Direct Cost Base Expense App(r:oved Indirect Subtotal
ost Rate

PE ~]|2013-14| Public Works $ 3,709.24 | % 98.35 |8 3,648.03
PE [x] 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 [x] 2016-17 |Public Works $ 11,342.90 | % 116.27 |$ 13,188.38

Phase PE E&P PS&E RW CE NI

Total Indirect Costs to Date | §68,480.94 $0.00 $0.00 $0.00 $0.00 $0.00
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SECTION 3: BILLING SUMMARY
Federal/State Project No. ~_ATPSB1L-5002(173)

Preliminary Enginesting
Description Work Performed (Dates) | Vendor Receipt | Total Direct Cost Less
Descrip Number (for current invoice | Non-Participating | Total Cost
(e.g. Staff Time, Consultants, etc.) From To (if applicable) period only) Cost
Staff Time, Permits, Postage 04/15/2014 | 09/14/2018 N/A $47,952.04] $47,982.04
Consultant (Environmental) Invoice| 04/15/2014[09/14/2018 | EE-102333 $106,829.30 $106,829.30 |G|
$154,811.34 $0.00]  $154.81134
Plans, Specifications & Estimates
Description Work Performed (Dates) | Vendor Receipt | Total Direct Cost Less
(e.g.. Staff Time, Consultants, etc.) From To G :‘:;',‘i::[ﬂe) “"'::::;‘;:};;"°’ Non-Participating | Total Cost
Staff Time 05/17/2018 | 09/14/2018 N/A $38,402.56 $38,402.56
$38,402.56| $0.00 $38,402.56
Right of Way
Description Work Performed (Dates) | Vendor Receipt | Total Direct Cost Less
(09, Staff Trae, Conmuitants, etc) Number (for current invoice | Non-Participating | Total Cost
g~ d » etc. From To (if applicable) period only) Cost
Staff Time 05/17/2018 | 09/14/2018 N/A $16,466.29 $0.00 $16,466.29
$16,466.29] $0.00 $16,466.29

Total Participating Cost: $209,680.19
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Local Assistance Procedures Manual EXHIBIT 10-C

Consultant Contract Reviewers Checldst

EXHIBIT 10-C A&E CONSULTANT CONTRACT REVIEWERS CHECKLIST

Date: 07/23/2018 Amendment: [7] / District: 3
Agency Name: City of Sacramenio -
Federal or State Project Number: 5002(173)

Local Agency Contract Number/Solicitation Number: 2015-0010

Consultant Name: Bennett Engineering Services, Inc.

Original Contract Period: Begini  01/08/2015

Original Cortract Doilar Amougt: $482,620

No. | DESCRIPTION

A, [PROCUREMENT PLANNING

L |Description of need for consultant: The consultant hasthe staff cxpettisc and availability to provide engincering
services, including environmental documentation, public cutreach, utility coordination, and final design.
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Local Assistance Procedures Manual shibit 15-L
Local Ageney Contract Awa

EXHIBIT 15-L LOCAL AGENCY CONTRACT AWARD CHECKLIST

Administering Agency TOWN OF BARADISE:

Fedoral-aid Project Number: HSIPL 5425 (025) CYPRESS CURVE REALIGNMENT PROJECT

Project Locator: 03.BUTTEQ

(Calrans District - County 0 or State Raute — Adwinisiering Agency)
Projict Limis CLARK ROAD BETWEEN ADAMS RD AND KIMBERLY LN

(Physical limits reference inlersavtions or pust mniles limits)

Hus Caltrans issued an “Authorization to Proceed” (7-76) in writing with fedral funds included for yesz] mol]
construction, and is the AMOUNE COFTECH? ...... i s

Cony of ensineers estimate: G ATTACHED
15 matetial lesting and sampling arranged? ysil el
Copy of low bidder's proposal ATTAGHED
Low Bid signed in ink? . vesBl wo[]

14 o Faith Fffnt Sotement of DB Paicpaon (Exmhn 15-H) included inthe lor bidder's ves[ mollwa[]
proposal? (Only requised if DBE goul is nat achieved) ..

Construction Contract DBE Commitment (Exhibit 15-G) . TTAGHED

s the Non-Collusion Affidavi (Exhibit 12-H, Sample Iid) inchuded i the low bidders® Vmpma” yesZl no[]
15 the Bid summary itemized bids for 3 lowest bidders) complete? Yesfg] mo[]
Addendum procedures adhercd o7 yeskZ] noJ
“TIP information, Authorized amoUT.....

910,300
Tncluds TIF page namber of amendment minbor herc:

Bid opening procedurcs were adhercd ... i v nold
Date DI.A"s Pederal Wage Rate wobsite was checked or updtes * 1112812016
Date of bid opening 1200612016
Tate of avard.. 1211312016
Amount of award e 879,426.00
Detail Fstimate (Lihibit 15-M):.... bt AT e ATTACHED
Finance Letter (Fxhibit 3-0): ATTACHED
Keﬁider\ﬂMMAM:Lun;LmLI\un Conlract Administration Checklist (Ebibit 15-B)..crr. ATTACHED

T successiul bidder icensed?........ - yesiZl moll
Estimated construction completion date it 0302016

. e
NOTE: tfihe answr s 0" .y o he e ™
explanation and determine if the local

(Name printed or typed)

(Signature of Administered Agency Representative)

* If the date listed is more than 10-

ealendar days before bid opening, local Title:  PUBLIC WORKS DIRECTOR / TOWN ENGINEER
agency must provide documeatation that

web site was subsequently ehecked within Date: 121212015

the 10-calendar day period o after bid

opening, and thers were no changes in Phone Number: (530) 872-6201 X 125
the applicable federal wage rates,
otherwise an addendum nixy be reduired.

Disteil

tion: 1) Origioalpins onc copy - DLAT
2) Cony-Local Agency Projeet s

Page Lol 1
August 2016
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Local Assistance Program Guidelines EXHIBIT 22-A
Request for Funding Allocation (Local ATP Projects)
EXHIBIT 22-A AWARD INFORMATION FOR ATP PROJECTS

Caltrans, Division of Local Assistance
PPNO:
Project ID:
Project No.:

Project Description:

Date Project was Allocated:
Date Project was Advertised:
Award Date:

Award Amount:

Award Amount:
(ATP Porticn cnly, if different from above)

Estimated Date of Completion:

Name of Contractor:
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Construction (Note: submit contractor pay estimate)

Description

Work Performed (Dates)

Vendor Receipt

Total Direct Cost

Less

Number (for current invoice | Non-Participating Total Cost
(e.g., Contractor, Force Account, etc.) From To (if applicable) period only) Cost
contractor payment 09/03/2018 | 11/30/2018 CIP-12.03 $149.333.89 $149.333.89

$149.333.89

$0.00

$149.333.89
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[Total Partcipating Cost:

0.00[S 0.00[S 000 000
[State Reimbursement Raio
[Federal Reimbursement Ratio
[Reimbursable Amount to Date: 0.00[s 0.00[s 000 000
[Less: Cumuiative Amount Paid on AT
Previous Invoices 000
Reimbursable Participating Costs 0.00[s 0.00[s 0.00) 0.00)
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Plans,
Specifications &g  Right of Way [

Total

Engineering o
State Allocation Date 05/17/18 05/17/18
Federal Appropriation Code L1230 N/A N/A
Participating Cost (E-76 Auth. Date) [From: 04/15/14
Participating Cost o 09/14/18 09/14/18 09/14/18
[ Total Indirect Cost to Date: s 68.480.94]$ 0.00[s 0.00[$ 68,480.94]
[ Total Direct Cost to Date: s 438,707.13|$ 38.402.56|$ 16,466.29(3 493,575.98
[Total Cost to Date: s 507.188.07[$ 38.402.56($ 16.466.29($ 562,056.92
Less: Non-Participating Cost s 18310.15[s s s 18,310.15
Other Retention (consultant) 10% [7] s 10,683.00[5 B s 10,683.00
Other Liquidated Damages =[s 4,500.00|$ s B 4,500.00
Other Something else happened [7] |5 0.00$ s s 0.00
Total Participating Cost to Date: B 473,694.92($ 38.402.56($ 16,466.29($ 528,563.77
Less: Participating Cost not Reimbursed
(Local Funds) H 0.00($ 0.00($ 0.00($ 0.00
[Total Participating Cost: B 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: B 419.362.11|$ 38.402.56$ 16.466.29($ 474.230.96|
Less: Cumulative Amount Paid on Al
Previous Invoices H 202,757.55($ 0.00($ 0.00($ 202,757.55
Reimbursable Participating Costs B 216,604.56($ 38.402.56$ 16.466.29($ 271.473.41
Less: State Withheld Retention s 40,000.00|$ s $ 40,000.00
Amount Exceeding Authorized Fund_[s s s s 0.00
Other s s s s 0.00
|Amount of This Claim: B 176,604.56|$ 38.402.56($ 16.466.29($ 231.473.41
[ TOTAL INVOICE AMOUNT: B 231.473.41
Refer to your Finance Letter
[Authorized Fund Amount s 443,000.00($ 250,000.00[$ 174,000.00|$ 867,000.00
Less: Cumulative Amount Paid on Al
Previous Invoices H 202,757.55($ 0.00($ 0.00($ 202,757.55
Funds Remaining Prior to this Claim $ 240,242.45|$ 250,000.00($ 174,000.00($ 664,242 45
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P ry E
Engineering
State Allocation Date
Federal Appropriation Code 1230
Participating Cost (E-76 Auth. Date) [From: 04/15/14
Participating Cost To 09/14/18
[Total Indirect Cost to Date s 68.480.94
[Total Direct Cost to Date: s 438,707.13
[Total Cost to Date: s 507,188.07
Less: Non-Participating Cost s 18310.15
Other Retention (consultant) 10% [ s 10,683.00
Other Liquidated Damages C[s 4,500.00
Other Something else happened [ |s 0.00
[Total Participating Cost to Date: s 473,694.92
Less: Pariicipating Cost nof Reimbursed | ¢ 000
(Local Funds)
[Total Participating Cost s 473,694.92
State Reimbursement Ratio:
Federal Reimbursement Ratio: 88.53%
Reimbursable Amount to Date: s 419362.11
Less: Cumulative Amount Paid on Al
Previous Invoices $
Reimbursable Participating Costs s 419362.11
Less: State Withheld Retention s 40,000.00
‘Amount Exceeding Authorized Fund_|$
Other B
[Amount of This Claim: s 379.362.11
[ TOTAL INVOICE AMOUNT:
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Local Agency Invoice

Dispute Notification Letter
Local Agency: Sacramento Date: 10/31118
Attention: Hector Barron Dist - Co - Rte: 03-5924-0-SAC
Address: 915 I Street. Room 2000 Project Number: 5002(173)
Invoice Number: 13
City. State. Zip: Sacramento, CA 95814 Invoice Amount: $40.000.00

O

Local Agency / State Agreement not executed

Incorrect Invoice Format / Content [see Chapter 5 Accounting / Invoices” of the Local Assistance
Procedures Manual (LAPM)]."

Invoice reflects component(s) / phase(s) of work not allocated / authorized and / or cost(s) that is /
are ineligible for reimbursement.

Insufficient Funds

Missing or inadequate Invoice Support Documentation
Contract Award Package required for construction phase of work

Final Invoice. Final Inspection Form and Final Report of Expenditures must be submitted and
approved prior to payment

Redate invoice upon resubmittal of Invoice Package (1 original & 2 copies of Invoice and 2 copies
of Invoice Support Documentation)

Reimbursement Ratios Incorrect

OO0 OXOOOX

Lapsed Appropriation






image39.png

STATE OF CALIFORNIA - CALIFORNIA STATE TRANSPORTATION AGENCY

EDMUND G, BROWN Jr., Goverror

DEPARTMENT OF TRANSPORTATION
Division of Local Assistance

1120 N STREET

P.0. BOX 942874, MS# 1

Sacramento, CA 94274-0001

TTY 711

June 1, 2018

Mr, Hector Barron
Director of Public Works
City of Sacramenio

915 | Sirest, Roem 2000
Sacramento, CA 95814

Aftn: Ms. Cecllyn Foote

Dear Mr. Barron;

03-8AC-0-SAC

ATPSB1L-5002(173)
Adv Id: 0314000217

PPNO: 031771
Request No:1

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

amended.

At their May 17, 2018 meeling, the Califomia Transportation Gommission (CTC) aliocated funding in the amount(s)

shown below.

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

Allacation No. 2019-202 ATP FUND ALLOCATION
Senate DistrictNo,: 08

Assembly Distriot No. ; 09 Amount Flscal Year  Amount This
Programmed  Programmed Previously Allocated  Request
ROW $174000 2018 30 $174,000
PS&E $250,000 2018 $0 $250,000
Faderal Funds 50
State Funds $424,000
Total Amount $424,000 $0 $424,000

This allocation makes available $0 of federal funds* and $424,000 of State (or State-only) funds for a tofal of

$424,000.

* A separate request for authorization to proceed (E-786) is required prior o the start of reimbursable work for

projects receiving Federal funds.

The effective date of allocation serves as the authorization fo proceed and establishes the date for the start of

reimbursable work for State-only funded projects.

CTC AT Lfr,
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Mr. Hector Barron
June 1,2018

Page 2
ATPSB1L-5002(173)

For This Allocation :

Funds allocated for project £ & P are availabls for expenditure until: Naot Applicable.
Funds allocated for project PS & E are available for expenditure until: June 30, 2020.
Funds allocated for project RW are available for expenditure until: June 30, 2020.

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

After award of the contract, the Agency has up to 36 months to complete the construgtion or vehicle purchase
contract.

The Commission may grant a one-time extension of up to 20 months to each of the deadlines specified above, if 1t
finds that an unforeseen and extracrdinary circumstance beyond the control of the respensible agency has occurred
that justifies the extension. Please refer to the Local Assistance website at www.dot.ca.goviha/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 confract. 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 Programs Accounting Branch. Please refer to
Local Programs Procedures {L.PP) LPP 01-08 for guidance regarding the contents of the project award package.

This allocation 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,

N EMMETT , Chief
Office of Project implementation - North
Divislon of Local Assistance

¢: SACOG

Attachment: CTC Vote Box

CTC ATP Lir.
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AUTHORIZATION | AGREEMENT SUMMARY - (E76)

FEDERAL AID PROGRAM 'CALIFORNIA DEPARTMENT OF TRANSPORTATION
DLALOCATOR: 03SACO-SAC PROJECT LOCATION:
PREFIX. STPL SEE COMMENTS.
PROJECTNO:  5002(173) TYPE OF WORK:
sEQNo: 1 STREETSCAPE PROJECT PREV AUTH / AGREE DATES:
STATE PROJNO:031400021TLN FEDRRNOS: E
AGENCY.  SACRAMENTO PUC CODES:
ROUTE PROJ OVERSIGHT. DELEGATEDILOCAL ADMIN
TIPDATA ENVSTATUS /T
PO, sacos RWSTATUS/OT:
FSTPYR 1314 INVRTE:
ST REF. BEGNP:
DISASTERNO: END WP
BRIDGENO'S:
PROG CODE LNENO  WRVTYPE FUNCSYS  URBANAREA URBIRURAL DEMOID
o0 0 3 F SACRAMENTO URBAN
FUNDING SUMMARY
PHASE PROJECT COST FEDERAL COST ACCOST
'PREV_ OBLIGATION 5000 000 000
3 THIS REQUEST 50039500 544300000 5000
SUBTOTAL 50039500 44300000 000
PREV_ OBLIGATION 000 00 00
R THIS REQUEST 5000 5000 5000
SUBTOTAL 00 5000 000
'PREV_OBLIGATION 5000 000 000
CoN THIS REQUEST 5000 5000 5000
SUBTOTAL 5000 000 5000
ToTAL. $500.395 00 SH300000 000
STATE REMARKS

04112014 SEQ 1 authorizing PE via ump sum appropraton.

Fina design shal ot start unti NEPA i approved.
0411172014 Projectimis: Meadowview R fom the ight i staton o 5 and along 24h S from Meadowview Rdto Floin R

FEDERAL REMARKS.
AUTHORZATION
"AUTHORIZATION T0 PROCEED WITH REQUEST.PRE. PREPARED N FADS BY: BATATAN, FERDINAND ON 04012014 7415704
FOR PE REVIEWED IN FADS BY: YANG, ALBERT ON 04/f12014 6510015
'DOCUMENT TYPE:AAGR 'SUBMITTED IN FADS BY: VONGUESDA, SUNATE. ON 04122014 FORCALTRANS
PROCESSED N FADS BY: HUEY, SHUN ON 04/152014 FORFHWA

APPROVED IN FMIS BY: TASIA PAPAJOHN ON 04152014
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Click on the image to return to slideshow
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‘DEPARTUENT OF TRANSPORTATION FINANCE LETTER Date: 0811018 EANO:
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**DON’T LOSE YOUR FEDERAL MONEY**

Top FIVE LOCAL AGENCY ISSUES

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, al 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.

* Adetailed Independent cost estimate was not prepared before oroposals are received

 Profit was not negotiated as a separate cost item.

2. Contract Adm
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 n key personnel without prior approval.

 Adding classifications or personnel without prior approval

* Method of payment i inconsistent with method of payment stated in the RFP and the signed contract

ration for Consultant’s Services Contracts- Failure to maintain contract administration

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, .¢. Contractor caused damage and repair.

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.

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.

Note: Caltrans Division of Local Assistance (DLA) reminds you to avoid these common mistakes that have
resulted in the loss of federal funds by local agencies.









Local Agency
Invoice Training






