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Standard Procedures and Requirements for District Review of 
Local Agency Invoices 

This Standard Operating Procedure (SOP) provides detailed instructions to help Caltrans Local Assistance District staff 
efficiently and effectively review local agency invoices.  This SOP aims to achieve statewide consistency with invoice 
review, reduce errors, and save time. It is organized around key source documents and databases to maintain quality 
information (e.g., LAPM 5-A, Finance Letter, E-76 Project Authorization, LP2000 database, Federal Aid Data System, 
California Transportation Commission Allocation Letter, Previous Invoice, Contractor Pay Estimate, Exhibit 15-L, 22-A, 
23-A, etc.). 
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STATE OF CALIFORNIA· DEPARTMENT OF TRANSPORTATION 
I 

Instructions 
1 1 

Reset Form 
1 1 

Print Invoice I LOCAL AGENCY INVOICE 
LAPM 5-A (REV 0312019) OJICIB/2019 

f U ~ SECTION 1: INVOICE 
Local Aqencv Name Remittance Address Taxi□ 

City of Sacramento 915 I Street, Room 2000 94-6000410 
Sacramento, CA 95814 

Date I Galtrans DIsuIu I1~eueraI1;:,1aLe Prniect No. IAdvantaae Proiect ID I ln1,1oice No. IBilllina No. I Inactive 
11/10/20161 D3 Marysville B IATPL-5002(179) 103 16000108 looT_T1516SO 11 

I Project□ 
Proiect Descriotion 
North 12th Street from American River to H Street 

Fund 1ZJ Federal 
Authorized C8J PE 0 RJW □ CE Type(s): 

□ St.ate 
Phase(s): 

□ R/W Util □ CON □ FA 
0 R/W Eng 
□ R/WAcq 

STATE OF CALIFORNIA· DEPARTMENT OF TRANSPORTATION 
I 

Instructions I 11 
Reset Form 

1 1 
Print Invoice I LOCAL AGENCY INVOICE 

LAPM 5-A (REV 0312019) I 03,'D8,'2D19 

~ .u ~ SECTION 1: INVOICE 
Local AQencv Name Remittance Address Taxi□ 

CityofS7 9l5 I Street, Room 2000 94-6000410 
Sacramento, CA 95814 

Date I 1;;:iltrans District Federal/state Proied No. I Advantaae Proiect ID I ln1,1oice No. IBill ina No. I Inactive 
11110.·20161 ~ 3 Marysville El ATPL-5002(179) 10316000108 looT_T15I6so 11 

I Project□ 
PrniPrt 110.,, iotion 
North 12th Street from American River to H Street 

Fund IZI Federal 
Authorized C8J PE □ RJW □ CE Type(s): 

□ St.ate 
Phase(s): 

□ R/W Util □ CON □ FA 
□ R/W Eng 
□ R/WAcq 

1. Verify LAPM 5-A Local Agency Invoice Is Complete 

Local agencies are required to mail one signed original LAPM 5-A and applicable documents to the respective Caltrans 
District Local Assistance Engineers for processing. 

1. Date stamp LAPM 5-A immediately upon receipt. 

2. Distribute LAPM 5-A to the respective invoice reviewers. 

3. Check for a complete invoice package which includes all four sections of LAPM 5-A: 

SECTION 1: INVOICE 

• Ensure latest version of LAPM 5-A is used: 
http://www.dot.ca.gov/hq/LocalPrograms/lam/forms/lapmforms.htm 

• The invoice should be dated no more than 30 days prior to the date received. 
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STATE OF CALIFORNIA• DEPARTMENT OF TRANSPORTATION 
I Instructions 1 1 Reset Form 11 Print lnVOice I LOCAL AGENCY INVOICE 

LAPM 5-A (REV 0312019) 

SECTION 2: INDIRECT COST CALCULATION 
Indirect Costs: 

Phase I FY 

I 

Office/Depar.:r,ent Direc, Cost Base Expense Approved Indirect Sulitotal Cost Rate 

3 $I oo l s 000 I 
Phase PE E&P PS&E R/W CE NI 

Total Indirect Costs to Date $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 

CERTIFICATION 
By signing this invoice, all local agency signatories certify to the best of my/our knowledge and belief that the invoice is true, complete, and accurate. The 
expenditures, disbursement, and cash receipts are for the purposes and objectives set forth in the terms and conditions of the Federal/State award. lfwe 
are aware of any false, fictitious, f raudulent information, or lhe omission of any materi al fact may subject me/us to criminal , civil or administ rative penalties 
for fraud, false statements, false claims or olherwise. (U.S. Code Title 18, Sect ion 1001 and Title 31, Section 3729-3730 and 3801-3812). I/we certify lhat 
the costs claimed follow pertinent and applicable guidelines and all Federal/State regulations. All consultant and contractor agreements have been 
reviewed and approved in accordance wtth LAPM Chapter 1 0 Consultant Selection and Chapter 16 Administer Construction Contracts. I/we understand 
that Caltrans may review this invoice and support documentation for reasonableness at this time and that all invoices related documentation is subject to 
future detailed review by the Federal Highway Administ rat ion and/or Caltrans. 

Signature of Local Agency Representative I Date .. 
Print Name IT Ile 

For questions regarding this invoice, please contact: 
II Contact Name I Title I Phone Number 1::-mal 

11 

STATE OF CALIFORNIA• DEPARTMENT OF TRANSPORTATION 
I Instructions 

111 
Reset Form 

1 1 
Print lnVOice I LOCAL AGENCY INVOICE 

LAPM 5-A (REV 0312019) 

SECTION 3: BILLING SUMMARY 
Federal/state Project No. ATPL-50021179) 

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 

so 00 - so 00 so 00 so 00 

SECTION 2: INDIRECT COST CALCULATION 

• The indirect cost calculation is completed if indirect costs are claimed. 
• The invoice is signed by the local agency representative. 

SECTION 3: BILLING SUMMARY 

• The billing summary is completed for all applicable phases claimed. 
• For construction invoices, the contractor pay estimate is required in addition to the completed billing 

summary. 
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OF CALIFORNIA• DEPARTMENT OF TRANSPORTATION 
LOCAL AGENCY INVOICE 
LAPM 5-A (REV 04/2019) 

SECTION 4 : CHECKLIST 

Reset Form 

Local Agency Name: ___________________________ _ 
Billing No: _________ _ Federal / State Project No: 

Local Agency 
Frequency Confirm - NiA 

Executed Program Supplement Agreement (PSA) on file with Local Agency . All Invoices 

2 Submittal of one signed and completed Local Agency Invoice (LAPM 5-A) which includes All Invoices □ Section 1: Invoice, Section 2: Indirect Cost Calculation , Section 3: Billing Summary 
(submit contractor pay estimate for construction invoices), and Section 4: Checklist. 

3 Reimbursable work claimed is after E-76 (Federal Authorization to Proceed) date All Invoices D 
and/or California Transportation Commission (CTC) State Allocation date. 

4 Work performed is prior to any lapsing / expiring funds. All Invoices 
Check E-76 Reversion Date (Federal) 
Verify Cooperative Work Agreement Approval (Federal/ State) 
CTC State Allocation Letter Fund Expiration Deadline (State) 

5 Invoice is consistent with current approved Finance Letter. All Invoices [l 
Phases of Work 
Fund Types (e.g. , CMAQ, RSTP, etc.) 
Reimbursement Ratios 
Available Balance of Federal / State Funds 
Costs incurred prior to authorized Agreement End Date (AED) 

6 Invoiced amount shall be greater than 2% of the tota l Federa l and/or State funds or $1,000, All Invoices 
whichever is greater, unless authorized by District Local Assistance Engineer (DLAE) to 
prevent inactivity. 

7 Percentage of work complete is consistent with total Federal / State funds invoiced All Invoices 
(i.e., project should not be 80% expended if only 20% complete). 

8 Remaining balance should not be less than Caltrans required retention All Invoices prior to LJ 
($40,000 or 2% of the Federal/ State funds, whichever is greater). Final Invoice 

9A All consultant agreements / amendments must follow the Caltrans procurement and All Invoices n 
oversight processes outlined in Local Assistance Procedures Manual Chapter 10. 

The following Exhibits must be sent to and received by the appropriate entities JlliQLlQ 
invoicing: 

Submit Exhibit 10-C to Division of Local Assistance HO - Office of Guidance and All First Consultant LJ c-; 
Oversight Invoices 

Submit Exhibits 10-01 and 10-02 to DLAE First Federal □ n 
Consultant Contracts 

Submit Exhibit 10-K to Independent Office of Audits and Investigations All Consultant [J □ Contracts > $150K 

9B Submit copy of executed contract to the DLAE within 30 days of contract award or [J 
concurrently with first invoice, whichever is earlier. 
For on-call contracts, submit copy of issued task order and ExhiM 10-02 for the task order. □ [7 

10 Verification of Project Award: Attach LAPM Exhibit 15-L (Federal projects) or LAPG Exhibit First Construction □ l 
22-A (State projects) with First Construction Invoice. Invoice 

11 Submit contractor pay estimate with Billing Summary. Construction Invoices □ l l 

Signature oTT.ocal Agency Representative Date Print Name and Title 

Signature of Caltrans District Reviewer Dale Print Nameffitle/Phone Number 

Comments 

Caltrar s 
ConcL 

□ 

[] 

[ 

L 

[ I 

[] 

[J 

[J 

i.J 
[J 

[l 

SECTION 4: CHECKLIST 

• The checklist is completed and signed by the local agency representative. 
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Fund 
~ Federal 

Authonzed 0 PE □ RNV □ CE □ NI Type(s): 
~ State 

Phase(s): 181 E&P O R/WU!il □ CON □ FA 
□ PS&E □ RNV Eng 

0 R/WAcq 

I 
Environmental i 

Sl~~~';! .• ~nd Total 

State Allocation Date 01121/16 
Federal Appropna'.1on Code r-.UEI 
Participating Cost (E-76 Auth. Dale) JFrom: 02/16116 
Participating Cost jTo: 06/14/16 

Total Indirect Cost to Date: SI s 0.00 
Total Direct Cost to Date: SI 46,842.55 S 46,842.55 
Total Cost to Date: s 46,842.55 S 46,842.55 
Less: Non-Participating Cost SI 45.712.99 S 45,712.99 

· Other l:l SI s 0.00 
: Other L:J SI s 0.00 

Other L:J SI s 0.00 
Total Participating Cost to Date: s 1,12956 S 1,129.56 
Less: Participating Cost not Reimbursed sl s 0.00 (Local Funds) 
Total Participating Cost s 1,129.56 S 1,129.56 
lstat ReimbUffiabl Ratio· 
Fe<leral Reimtiursement Ratio 8853°0 

.. v I> s '99.99 
Less: Cumulative Amount Paid on AU sl s 0.00 Previous Invoices 
Reimbursable Participating Costs: s 999.99 S '99.99 
Less: State Withheld Retention SI s 0.00 

: Amount Exceeding AuthOriZed Fund SI s 0.00 
: Other SI s 0.00 

Amount of This Claim: s 999.99 S '9999 
TOTAL INVOICE AMOUNT: s '99.99 

•»~ •· . 

Au:honzed Fund Ar10ur I l~0.000.00 S L~O ooo<J 
Less: cumul 

~ 

~ ec=es 
Funds Rema DEPARTMENT OF TRANSPORTATION Date : 05/21/2019 EA No: 
~ DIVISION OF ACCOUNTING D_CO_RT: 03-SAC-O-SAC 

LOCAL PROGRAM ACCOUNTING BRANCH Project No: ATPL-5002(179) 
Adv Project Id: 0316000108 

Attention : City of Sacramento Agreement End Date : 02/28/2026 

FINANCE ITEMS PRORATA R TOTAL COST OF FEDERAL PAR1' 

~ 
FEDERAL TAP FEDERAL TAP LOCAL OTHER 

LUMP SL WORK COST 
M3E1 .... Z301 

" I 1<111111•& Perrnns I Lump Su 150000.00 $13 5 •. 547 0 I ' 
·-

A I $00( $15,547.0( $14,4530( 
~ 

Plans, Specifications & Lump Sum $45 1,82500 $451 ,825.00 8853% $00( $400,000.00 $51,8250( $0.0( 

Estimates 
Totals: $601 ,826.00 $587,372.00 0.00% $120,000.00 $400,000.00 $67,372.0C $14,453.0( 

Participation Ratio: 97.60% This Finance Letter was created based on specific financial information provided by the responsible local agency. The foll owing 
encumbrance history is prepared by Local Assistance Accounting Office and is provided here for local agency's information and action . 

Signature A c/4u,n, A rn..b,;,eauu, For questions regarding finance letter, contact : 
-

Title HQ Sr. Area Enaineer Printed Name . Adam Ambrosini 

Telephone No: (9 16) 653-3840 

Remarks: CTC allocated $400 000/Fed for PS&E at their June 2018 meeting. 

ACCOUNTING INFORMATION ATPL-5002( 179) 
Cooperative Work Agreement 

APPROP ENCUMBR,o.J,JCE APPROP EXPENDITURE ENCUMBRANCE REVERSION APPROVED EXPIRATION 
ADV PROJECT ID UN~ STATE PROG FED/STATE AMOUNT YEAR AMOUNT BAL,IIJ\JCE DATE AMOUNT DATE 

0316000108 I 15108F 2030720100 I F I $120,000.00 I 14 15 I $1 20.000.00 I $0001 06/30/20 I 
0316000108 I 18108F 2030120100 I F I $400.000.00 I 17 18 I $ 14,330.581 $385 ,669 .42 I 06/30/23 I 

2. Use the Finance Letter to Verify Authorized Phases, Appropriation Codes,
Reimbursement Ratios, and Authorized Funds

Use the most current finance letter signed by HQ Area Engineer to verify the approved: 
1. Authorized phase(s) (e.g., PE, RW, CE, CON, etc.)
2. Appropriation code(s)
3. Reimbursement ratio(s)
4. Sufficient authorized fund amount available for reimbursement.  Remaining balance should not be less than

Caltrans required retention of $40,000 or 2% of federal/state funds, whichever is greater.
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d I A "d D s Monday,August 14,2017 e era I ata ystem ~ Youa,eloggedmas. 
S132553 FERDlrlMlD BATATMl • 

ER Reports 

Welcome to the Federal Aid Data System 3.0 
Please select from one of the options in the menu bar above. 

HOIT: 00 NOT USE YOUR BROWSER"S BACK OR 
REFRESH BUTTON. USE OF THESE Will CAUSE 

YOU TO BE LOGGED OUT OF THE SYSTI:M. 

For system support, please 
contact us 

by email 
fads.support@dot.ca.gov 

Federal Aid Data System ~ 

epo 

Project Reporting Menu 

To generate a report, click on desired report. 

I I 
FMIS Project Status ReQOrt -- FADSO4 
Projects Awartrng Action -- FADSO1 
r , -r ____ ,.. ___ " ···-;• •-- ... _ .. , __ r ~nn.n --

Report Request: Authorization/ Agreement Summary (E -76) 

Description: Displays project request details for the specifi ed project request sequence. 
Provides a funding summary by phase , comments and signature history. 

Enter complete or partial Federal Project Number or State Project Number and dick on the Search button. If 
entering a complete State Project Number, the hyphen must be induded 

Federal Project No 1;,I ~.,' ,.: .,,-....,....,....,....,~ 

State Proj No I I 

Project Results List - Click on desired sequence. Hold Ctr1 key to select multiple sequences 

Pro·ect No state Pro · No Sen No 
I 

I 
RunRecorts II Cancel I 

Monday, August 14, 2017 
You are logged 1n as 
5132553 FERDINAND BATATAN 

og 

3. Launch E-76 Project Authorization from Federal Aid Data System (FADS)

1. Launch FADS to retrieve the official E-76 Project Authorization.  Click “Reports” and select “Project Reports.”

2. Select “Authorization / Agreement Summary (E-76) – FADS 10.”

3. Enter the Federal- Aid Project No. of the invoice you are reviewing (without the parenthesis) in the first box. Click the
“Search” button. This will bring up the number of sequences (authorizations) this project has received. Select the most
current sequence and click “Run Reports” to generate the E-76.
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SECTION 3 : BILLING SUMM Environmental I 
Studies and 

Pennits 
Total FederaUState Project No. _A_T_PL_-_50_0--'2('--17_9_,_) --------------! 

State Allocation Date 01/21/16 Environmental Stud.es and Permits 

Federal Appropriation Code M3El 
Description 

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

Participating Cost (E-76 Auth. Date) !From C o~.1616 ~ Burden GF Reimb 

I Participating LOS! 11 o: 0('.)f.l4/H> , 

' 
Salaries GF Reimb 
Burden GF Reimb 
Salaries GF Reimb 
Burden GF Reimb 

AUntOFtJZAT ION / AGREEI.IEN'I' S (l!-1$) 
FEt>EIW. All) PROGAAM 
DLA LOCATOR: 03-S.AC-O-SAC PROJECT LOCATION: 
P!'leFl)lc I\TPL ..ORnt 1211'1 STJU: l:T FROM AM~ R TO H STREET 

TVPE OF WORK: 

Work Performed (Dates) 

From To 

02 02:'2016 3/3112016 
06 26 2016 2131/2016 
04 01 2016 5/3112016 
01 01 '2017 7112/2017 
""·"t "ln1,:;,. 6124/2016 

Vendor Receipt 
Number 

(if applicable} 

502090 
502090 
502090 
502090 
502090 

CAU FC RNIA DSPARTMEITT OF T'RAl<SPORTA TI O!>! 

F>RO..E.CT tlO: 500'l(179) 
SEO NO: 1 
STATE PROJ NO:031GOOQ1()8L-II 
AGEHCY: ~AAENTO 
ROO'TB 

BIKE: PAnt CLASS 114 CYCLE TRACK 
FEi RR NO'S: 

PRE\! AUTJt I AGREE 01,;n; s 
PE: 

PUC CODES: 

DISASTER NO: 
PROJ OVERSIGtlT; ASSVMEDILOCAL ACMH 
ENV STA'tUS /OT: 

RJw. 
CQN; 
SF'R: 
t.lCS! TIP DATA 

MPO: SACOG 
FSTll' YR! 16118 
SJIP Rl:F; 
FSTIP ID NO: 5AC2:•B~ 

EIRIIOOE:NO: 
MOGCODE. 
M:Je1 

LJNENO 
10 

IMP>l'TYPE: 
15 

RW STATlJS I D~ 
ltfVRTEc-
SEGWP, 
ENO MP: 

~ URB.•N AREA 

FUNDlt/0 SUMMARY 
l"HASEl PROJECT C0.5 T 

PE 

FWI 

CON 

0TH 

STATE RBMRl(S 

PRE\!_ 08LIGATION 
T HIS REQl,J!IBT 
.SUEl'l'OTAI. 
PREV 08!.IGATION 
msRE:O!.IE;ST 
SUE1TOTAL 
PR8/. OBLIGATION 
TH8 RE:QUlaST 
SUBTOTAL 
f'RE;V. OOLIGATION 

. THIS REQUlaST 
SUaTOTAL 

TOTl<I..: 

'''"PS&E shill n:,l • l,)tl unUI NEPA 1B ~ .··-
PEoeRAL RE:l.4ARKS 

AUTI-IORIZATlON 
AIJTHORIZA TION TO PROC=EO \\ITH REOUEST: PRE 

FOR: PE 
DOCUMENT TYPE: AAGR 

so_oo 
$100,000.00 
S 1&1,000_00 

so.co 
Sil.DO 
Sl)_[IO 

$1).110 
JlO 

1)11.00 
so.co 
M.00 
$0.00 

S1,0,000.CO 

I 

OlH: 

l!IRURAL llEll4D ID 

FEDERAL CO 

$0,0() \ 
tt20.000.0ll 
$1 20,000.00 

S0.00 \ S0.00 
$0,00 
S0.00 \ $00] 
$()()) 

S0.00 \ &0.00 
5000 

$120,00000 

PREPARE□ IN FADS BY: B.ATATAN. FERDINAND 
RE\lli;Y"iaO I~ FAD$ ~Y: YAH<) , AlBERT 

SUBMITTED Ill FADS BY: AMBROSINI. ADAl,,l 
. .. -- --nv, -- - C, LJ II O. I 

ACCOST 
$0.M 
$(),00 
$0.00 
$0.00 
$0.00 
SO.OD 
$ 0.00 
$1100 
SO.DO 
$0.00 
$0.00 
SO.DO 
S0.00 

201.-0 01 741-57(),1 
2011;.0 OS 6~Ul015 

~~ 01ij~. ~1 ~~~;,~:.RAAS 
.m JO· . o:: 1'.: •.J6. -~, ·.1 I 

4. Use the E-76 to Verify Participating Cost “From” Date Is the E-76 Authorization 
Date. Verify the Work Performed “From” Dates (Billing Summary) are On or After 
the E-76 Authorization Date. 

For federal funds, verify that the participating cost “from” date matches the E-76 authorization date. Agencies can only 
claim reimbursement for work performed from the day the project was authorized if the from date is the E-76 
authorization date. Verify the work performed from dates on the billing summary are on or after the E-76 authorization 
date. 

Participating Cost 
“From” Date = E-76 
Authorization Date Work Performed 

“From” Dates on the 
Billing Summary are on 

or after E-76 
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SECTIO N 3: BILLING SUMM Environmental I 
Studies and Total FederalJState Project No. ATPL-5002(179) 

Perm its 
State Allocation Date 01/21/16 Environmental Studies and Permits 

Description 
Work Perfo Vendor Receipt 

Federal Appropriation Code M3El (e.g., Staff Time, Consultants, etc.) From To 
Number 

(if applicable} 
Partic.ipating Cost (E-76 Auth. Date ) IFrom: 02/16/16 Burden GF Reimb 02/02/20H 03/31 2016 502090 

Participating Cost ITo C 06 ~4 16 ~ Salaries GF Reimb 06/26/20H l2'312016 502090 

.... Burden GF Reimb 04/01/2011 05•31'016 502090 
Salaries GF Reimb 01 /01/201 0712 2017 502090 

I I 

Burden GF Reimb 06/0l/20H 06 24. 1 016 502090 

I 

DEPARTMENT OF TRANSPORTATION FINANCE 
LE~ 

Date: 05/21 019 EA No: 
DIVISION OF ACCOUNTING D CO RT: 03-SA t -0-SAC 
LOCAL PROGRAM ACCOUNTING BRANCH Project No: ATPL-5002(179) 

I 
,v V ,v 

I Attention: City of Sacramento Agreement End Date 021L '2 □ :'6 

FINANCE ITEMS PRO RATA OR TOTAL COST OF FEDERAL PART. FED. REIMB% FEDERAL TAP FEDERAL TAP LOCAL OTHER 
LUMP SUM WORK COST 

M3E1 2301 

Enviromental Studies & Permits Lump Sum $150,000 00 $135,547 00 8853% $120,00000 $0 0( $15,547 0( $14,453 0( 

Plans , Specifications & Lump Sum $451,825 00 $451,825 00 88 53% $0.0( $400,000 .00 $51,825.0( $00( 

Estimates 
Totals: $601,825.00 $587,372.00 0.00% $120,000.00 $400,000.00 $67,372.0C $14,453.0( 

Participation Ratio: 97.60% This Finance Leiter was created based on specific financial information provi ded 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: /I dcun, /I inbUr<UH-~,' For questions regarding finance letter, contact: 

Title : HQ Sr. Area Engineer Printed Name : Adam Ambrosini 

Telephone No: (9 16) 653-3840 

Remarks: CTC allocated $400,000/Fed for PS&E at their June 2018 meeting. 

ACCOUNTING INFORMATION ATPL-5002(179) 
Cooperative Work Agreement 

APPROP ENCUMBRANCE APPROP EXPENDITURE ENCUMBRANCE REVERSION APPROVED EXPIRATION 
KJV PROJECT ID UNIT STATE PROG FED/STATE A.MOUNT YEAR A.MOUNT BALANCE DATE AMOUNT DATE 

0316000108 I 15108F I 2030720100 I F I $120.000.00 I 14 15 I $120.000.00 I $0.00 I 06/30/20 I 
0316000108 I 18108F I 20307201 oo I F I $400.000.00 I 17 18 I $14.330 .58 I $385.669 .42 I 06/30/23 I 

5. Use the Finance Letter to Verify that Participating Cost “To” Date on the Invoice
and Work Performed “To” Dates on the Billing Summary are On or Before the
Agreement End Date

For federal funds, verify that the participating cost “to” date is on or before the Agreement End Date.  Verify that 
the work performed from dates on the billing summary are on or before the Agreement End Date. 

Participating Cost 
“To” Date is Before 

AED Date Work Performed “To” 
Dates are Before AED 

Date 
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6. Use the Cooperative Work Agreement (CWA) Information in LP2000 Database to
Verify Possible Expired/Lapsed/De-Obligated Funds

There are two cases when you need to verify if there is a CWA in place for potential lapsed, expired, or de-obligated 
funds for the applicable phases. 

1. If the fund is nearing the reversion date found on the finance letter
2. If the Participating Cost (E-76 Auth. Date) “from” date listed on the invoice is five years or older than today’s

date

To search for the CWA information in LP2000, go to the “Account” tab. Click on one of the funds (if there are multiple 
funds authorized) under “Encumbrance Amount.”  The corresponding “CWA Information” will be displayed if 
applicable. 
Note: You could also use the “Encumbrance Balance” from this section in LP2000 to determine the authorized funds 
remaining on the project. 

CWA Information in LP2000 Account tab: 
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Environmental I 
Studies and Total 

n._;..~ 

State Allocation Da:e 

Federal Appropriation Code 

Participating Cost (E-76 Auth_ Date) I From: 

Participating Cost ITo: 

UAIE Of CA! lfQRNtA:-<:AI lf0RNIA5JAH: TRAN~l'QKIAT!ON AQENCY 

DEPARTMENT OF TRANSPORTATION 
Division of local Assistance, MSI 
1120 N STREET 
P, Q_ BOX !!42873 
SACRAMENTO, CA 94273-0001 
PHONE (916)654,5266 
FAX (916)654-6608 
TIV (916) 653-4086 

February 5, 2016 

Mr_ Jerry W~y 
Director of Public WorM · · 
City of Sacramento 
915 I Street, Room 2000 
Sascramento, CA 95814 

At1enlion: Ms. Lucinda Wilcox 

Dear Mr. Way, 

' •J: 1 

01 ~I 16 

M3El 

02/16/16 
06/24/16 

Fl,x}'Olll'pDl~~r! 
/w t'llfTf!J'CffiJ:i~HI! 

03-SAC-0-SAC 
ATPL-5002(179) 
Adv ID: 0316000 I 08 
PPNO: 03-1685 
Request No.: I 

Your lelterdated Novembcrelv20l~·, itqu~stcd Hund allocation from the Active Transportation Program (A 11') for 
· the C[tjmf Sacramento p,:oj<.(:t:to convert the:westbi'nmost travel lane into a two-way cycle track 011 Nortl\ 12"' 
Street•be!weeh-Ril:luirdSJ Blvd anp <CSireetC'l!his,project is included in the C~lifomia Trnnsportation Commission 
(CTC) adopted ATP Program, as· amended. 

·_• _.i\t:iheir Jamuiry,20'2:l;i20l6·me'cting; 'meeting, the CTC allocated funding in the amount shown below. 

1·h~ Slate hereby makes the following allocation, effective January 21, 2016. 

Allocation No. ATP l6-01 

Senate Distric;t No.: 06 
Asse,nbl)' District No. : 07 

PA&ED 

FEDERAL FUNDS 

PROGRAMMED FUNDS 

Amount State 
Progr:unined B11dget Year 

S 120,000 2014- 15 

FUND ALLOCATION 

Amount 
Previously Allocated 

This 
Request 

-----------------------------
so S 120,000 

S 120,000 

This allocation makes available $120,000 of Federal funds and $0 of State (or State-only) funds for a total of 
$120,000. 

For State-only funded projects, the effective date of allocati o11 serves as the authorization to proceed and 
establishes the date for the sla,1 of reimbursable work. 

7. For State Funded Projects: Use the CTC Allocation Letter to Verify State Allocation 
Date and Available Funds for State Funded Projects 

For state funded projects, the state allocation date and funds are documented in the California Transportation 
Commission (CTC) allocation letter.  Any costs incurred prior to the allocation date are not reimbursable. 

Add link to shared drive 

State Allocation Date on Invoice: 

Allocation Letter: 
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Cdav ~ About IOAI o settmgs 

- 1aSPECTOR 
ENERAL C"'t Resources Audits Reports Ethics Helpline Search 

A&E Contracts with Ca ltrans Submitta l Checklist (X LSX) 

Accounting and Auditing Guideline for Contracts 
Resource(HTML) 

with Caltrans 

Sa fe Harbor Rate Appl icat ion Fu ll Resource (PDF) 

ICAP/ ICRP Process (PDF) 
AttachmentA- ICAP/ ICRP Process (PDF) 
Attachment B - Flowchart of Submission &Approval Process (PDF} 
Attachment C - Check List (PDF) 
Attachment D - Certification (PDF) 

ICAP/ ICRP External Loca l Government Attachment E - Sample Schedules (PDF) 
Supplementary Guidance (PDF) 
Local Agency ICAP/ ICRP Q&A (PDF) 

I 
'2~~iciwi~ ~~t;tifi,itigc U~!;2~l 

I ~ 

City of Sacrament o 
--r-- • u • •- l l l U I -- • •- ,~ , -··o···--· 11 10 2013/2014 98.35 Ind irect Cost Rate Direct sa laries and wages plus fringe b 
Division 

City of Sacrament o 
Department of Public Works, Engineering 

2014/ 2015 98.38 Ind irect Cost Rate 
Total d irect salaries and wages plus fri 

Division benefits 

City of Sacrament o 
Department of Transportation, Div. of 

2011/ 2012 82.99 Ind irect Cost Rate 
Total d irect sa laries and wages plus fri 

Ene- ineerine- benefits 
City of Sacrament o, Department of Publ ic Department of Publ ic Works, Engineering c 20,s,203X::: 100.79 ) Ind irect Cost Rate 

Total direct sa laries and wages plus frin 
Works FY 15-16 Services benefits 

City of San Diego '"•'~"""¥ -'"" ~ ·· 
Direct sa laries and w ages plus compen 
t ime off 

City of San Diego Development Services Departme 2009/2010 131.60 d irect Cost Rate 
Direct sa laries and w ages plus compen 
t ime off. 

City of San Diego City Planning and Comm velopment 2009/2010 88.60 lndir Cost Rate 
Direct Salaries and Wages plus com pe1 
time off 

City of San Diego Real Estate Ass 2009/ 2010 104.80 Indirect Co ate 
Direct salaries and w ages plus com pen 

--
/ ' / SECTION 2: INDIRECT COST CALCULATION " Indirect Costs: 

Phase FY ✓ Office/Department Direct Cost Base Expense App~ d Indirect 
Co ·0 ~•~ Subtotal 

E&P If 15/16 }):oj ect Delive1y $I 5,678.45 %I ( 100.79 ~ 5,723.30 
-

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

Total Indirect Costs to Date $0.00 $5,723.30 $0.00 $0.00 $0.00 $0.00 

8. For Local Agency Indirect Cost Rates: Use the Independent Office of Audits and 
Investigations (IOAI) Spreadsheet to Verify Authorized Local Agency Indirect Cost 
Rates 

For invoices claiming local agency indirect costs, verify that the local agency indirect cost rates are correct and 
accepted/authorized by IOAI using the ICAP/ICRP External Local Government/Rates Accepted and Approved spreadsheet 
on the IOAI webpage. 

1. Go to IOAI webpage: http://ig.dot.ca.gov/resources/landing-resources.html 
2. Click on ICAP/ICRP External Local Government/Rates Accepted and Approved – July 1, 2014 through December 

31, 2018 (XLS) to open the spreadsheet. 
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OF CAI IFO BNIA::::::CA I IOO RN IA SIA'J1==- TBANSPOR.TATlON AGENCY FDMlJND G RB QWN Jr Gowrncr 

D E PARTMENT OF TRANSPORTATION 
AUDITS D INVESTIGATIONS 
P.O. Box 942874, M S -2 
SA RAMENTO, C A 94274-000 I 
P H O E (916) 323-711 1 
FAX (9 16)323-7ldl 
TrY711 
www.dot.ca.gov 

M ay 17, 2017 

And rew Sisk 
Aud itor Controller 
Pl ace r County D epartment of Public W orks 
2970 Richardson Drive 
Auburn, CA 95603 

Dear M L isk: 

Serious d,·ovghl.. 
l ·lelp Scnie ~Vate,·.' 

The Cal ifomia Departm ent of Transportation (Call.rans), Audits a nd Investigations (A&I) 
received Placer County. D epartn1ent of Public Works' (County) Indirect Cost R ate Proposal 
(ICRP) for fisca l year (FY) 201 6/17, on May 2, 2017. Caltrnns fou nd the ICRP p a ckage to b e in 
compliance with the submission requirements of Title 2 Code of Federal Regulations Part 200. 

The County is authorized to use the following ICRP rates for FY 2016/ 17 billing and 
reitnborsen1ent purposes. 

RateTvne Effective Period Rate * Annlicable To 
Fixed 2016/17 129.97% Engineering 
Fixed 2016/17 71.42% R oad M ain tenance 
Fixed 2016/17 103.13 % Transit 

You can also refer to the indirect cost rate proposal approval letter: 
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Complete and submit the inactive cover page with
the invoice to LPA for expedited processing.

1,_,.~, A Name 
SECTION 1: INVOICE 

Remittance Address 
I< ty ofSacr.u:ncnto 
Id• 1

9 15 I Street, Rm 2000 
Sacramento, CA 9S814 

Date IC".;i ltransOistrict 

11 10 '"!016103 Marysville 
Federal/State I No. Mvantaae Proiecl 10 

H ATPL-5002(179) 1031 6000108 
rintion 

North 12th Street from American River to H Street 

Fund 
Type(s): 18:1 Federal 

18:1 Stale 

AuthOrtZed 
Phase{s): 

0 PE 
181 E&P 
0 PS&E 

Environm. enta 1, I 
Studies and 

Permits 
Total 

state Allocation Date 

Federal Appropriation Code 

Participating Cost (E-76 Auth. Date) IFrom: 

Participating Cost 

Total Indirect Cost to Date 

Total Direct Cost to Dale: 

Total Cost to Date: 

Less: Non-Participating Cost 

: other 
· other 

: other 

To: 

sl 
SI 

SI 
~ SI 
I: SI 
l:I SI 

Total Participating CosttoDate· $ 

Tota1Participalitl1lcost: $ 
State Rekmursable Ratio· I 

1n-im 

Relf"IJllrsa!JleAITT':." lltoDate 

Previous Invoices 
Reimbursable Participating Costs· 

Less: State Withheld Retention 

I 

sl 
SI 

· Amount Exceeding AuthoriZed Fund SI 
: other 

Amount of This Claim• 

TOTAL INVOICE AMOUNT: 

Relertoyour Finance Letter 
Auttlortzed Fund Amount 

Less: Cumulative Amount Paid on AH 
Previous Invoices 

Funds RemaininO Priof to this Cla im 

SI 

sl 
sl 

01/11/16 

MJEI 
02/16/16 
06/24/16 

0.00 
46,842.SS S 46,842.SS 
46,842.55 S 46,842.55 
45,712.99 S 45,712.99 

' 000 
s 0.00 
s 0.00 

1,129.56$ 1,129.56 

0.00 
1,129.56 $ 1,129.56 

999 

0.00 

999.99 $ 999.99 
s 000 
s 0.00 

0.00 
999.99 $ 999.99 

s 999.99 

120,000.00 $ 120,000.00 

000 

120,000.00 $ 120,000.00 

□ RIW 
□ R/WUlil 
□ R/WEng 
0 R/WAcq 

I : -6000410 

Invoice No 1; B1llm_g No unactive 
('°I""□ loor n s1•<><l 1 

□ CE 
□ CON 

□ NI 
□ FA 

Loca A Name 
City fSacr.u:ncnto 

L, 

SECTION 1: INVOICE 
Remittance Address 

1

915 I Street, Rm 2000 
Sacramento, CA 95814 

1 uate I L.tltrans District 
0705.:'0171 ~ 3Marysville 

on 

Federal/State Pf No. Advantaoe Proiect ID 
l~ATPL-5002(179) 10316000108 

'""" Type(s) IZI Federal 
IZ! State 

Authorized 
Phase{s) 0 PE 

181 E&P 
0 PS&E 

□ RIW 
□ R/WUlil 
0 R/W Eno 
0 R/WACQ 

Total 

State Allocation Date 

Federal Appropriation Code 

Participatino cost (E-76 Auth. Date) f rom: 

Participating cost 110· 

Total Indirect Cost to Date· SI 
Total Direct Cost to Date: SI 
Total Cost to Date: S 
Less: Non-Participating Cost SI 

: Other l.:l SI 
· Olher I.: SI 
: Other I: SI 

TotalParticipatingCosttoDate S 

Tota1Participatin9COst: 
State Reirmuisable Ratio• 

Federal Reimbursement Ratio: 
Reimbursable Amount to Date· 
Le~s 

I 
I 

Less: StateWrthheldRetention SI 
: Amount Exceeding AuthoriZed Fund S I 
· Olher ISi 

i\mou to!Th'- la1rn 

Refer to your Finance Leiter 
Authorized Fund Amount 

Less: ~~-utalive Amount Paid on Al 

FunasRe 1arli . PriortothsCla11 

SI 
sl 

01/11/16 

MJEI 
02/16/16 
06'12117 

s ,n3.30 s 
336,117.96 S 
341 ,841.26$ 
259,609.25 S 

82,232.01 S 

82,232.01 $ 

88.53". 
72199.99 $ 

99991 ~ 

s 
71.8000: S 

120,000.00 S 

999.99 $ 

11900001 S 

5,723.30 
336,11 7.96 
341,841.26 
259,609.25 

000 
0.00 
000 

82,232.01 

0.00 

82,232.01 

72,799.99 

999.99 

71,800.00 
0.00 
000 
0.00 

999.99 

:::80000 ] 

120,000.001 

119.00001 

Tax D 

1
94- 000410 

,I, 

lnVOice No. I I Billing No t active 
r roject□ 

□ CE 
□ CON 

□ NI 
□ FA 

Complete and submit the inactive cover page
with the invoice to LPA for expedited processing.

9. Use the Current and Previous Invoices to Verify Inactive Project, Sequential Billing
Number, Total Participating Costs to Date, and Funds Remaining

1. If the Inactive Project box is not checked, verify if it
has been six months or more since the previous invoice. 
If yes, check the Inactive Project List for inactivity: 
http://www.dot.ca.gov/hq/LocalPrograms/Inactiveproje 
cts.htm. Attach an inactive cover page with the invoice 
and submit to Local Program Accounting for expedited 
processing. 

2. Verify if the billing numbers on the current and
previous invoices are sequential. This tracks any 
missed invoices. 

Previous Invoice Current Invoice 

3. Verify if the “Reimbursable Amount to Date” on
the previous invoice is carried over to “Less:
Cumulative Amount Paid on All Previous Invoices”
on the current invoice.

4. On the current invoice, verify that the “Amount
of This Claim” is less than or equal to the “Funds
Remaining Prior to this Claim.”
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SECTION 3: BILLING SUMMARY 

Federal/State Project No. ATPL-5002(179) 

Environmental Studies and Permits 

Description 
Work Performed (Dates) Vendor Recei pt Total Direct Cost Less 

I 
Number (for current invoice NorM'articipating Total Cost (e.g., Staff l1me, Consultants, etc.) From To (if applicable) period only) Cost 

Burden GF Reimb 02/02/2016 03/31/201 6 502090 $26,331.13 $26,33 1.1 3 $0.00-
Salaries GF Reimb 06/26/2016 12/31/201 6 502090 $14,533.95 $14,533.95 

""J Burden GF Reimb 04/01/2016 05/31/201 6 502090 $4,977.47 $4,476.43 $501.04 
Salaries GF Reimb 01/01/201 7 07/12/2017 502090 $791.43 $371.48 $419.95 
Burden GF Reimb 06/01/2016 06/24/201 6 502090 $208.57 $208.57 

$46,842.55 ,. $45.71299 ,-+ $1,129.56 ~ 

Total PartiCil!ating Cost: I $1,129.56 I 

SECTION 1: INVOICE 
Local Ai:iencv Name Remittance Address Ti3 ~ ID 
City of Sacramento 915 I Street, Rm 2000 94 60004 10 

Sacramento, CA 95814 

Date I Galtrans District I Federal/state Proiect No. I Advantaae Pr liect lD Invoice No. IBillina N l . I Inactive 
11/10/20161 D3 Marysville HI A TPL-5002(179) 1031 6000108 DOT_Tl51600 I 1 I Project□ 

Proiect Descriotion 
North 12th Street from American River to H Street 

Fund 181 Federal AulhoriZed 0 PE □ lJW □ CE 0NI 
Type(s): 181 State 

Phase(s): 181 E&P □ lJW Ulil □ CON □ FA 
□ PS&E □ lJW Eng 

□ lJW AcQ 

Environmental 
Studies and Total 

Permits 
State Allocation Date 01/21116 

Federal Appropriation Code M3El 
Participating Cost (E-76 Auth. Date) I From: 02/16/16 
Participating Cost ITo: 06/24116 

£. I 
Total Indirect Cost to Date : I t I $ 0.00 
Total Direct Cost to Date $ -16.8-12.55 $ -. .,, 
Total Cost lo Dale: $ 46 842.55 S 46,842.55 
Less $ -15.712.99 s - . _., &.:.. • .,>J 

: Other ~ SI s 0.00 
: Other ~ SI $ 0.00 
: Other l • I IS I s 0.00 

Total Participating Cos: m Daie $ I 129 56 S , & L.~.JV C 
Less: Participating Casi not Reimbursed 

s l $ 0.00 (Local Funds) 
Total Participating Cost: s 1,129.56 $ 1,129.56 
State Reimbursable RatK>: I 
Federal Reimbursement Ratio: I 88.53% 
Reimbursable Amount to Date: s 999.99 S 999.99 
Less: Cumulative Amount Paid on AU 

s l s 0.00 Previous Invoices 
Reimbursable Participating Costs: s 999.99 $ 999.99 
Less: Stale W~hheld Retention SI $ 0.00 

: Amount Exceeding Authorized Fund SI s 0.00 
: Other s l s 0.00 

Amount of This Claim $ 999.99 . '""00 D 
TOTAL INVOICE AMOUNT: s 999.99 

Refer to your Finance Letter 
Authorized Fund Amount s l 120,000.00 $ 120,000.00 
Less: Cumulative Amount Paid on All 

s l s 0.00 Previous Invoices 
Funds Remaining Prior to this Clafrn s 120,000.00 $ 120,000.00 

10. For Billing #1, Use the Current Invoice and Billing Summary to Cross Check 
Amounts Claimed (for reference only) 
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For Subsequent Invoices, Use the Previous Invoice, Current Invoice, and Billing 

 
 

   
    

 

 

  

 

  
 

 

 

 

  

SECTION 3: BILLING SUMMARY 
Federal/State Project No. ATPL-5002(179) 

Environmental Studies and Permits 

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

Cost Reimb - Credit 06/25/2016 07/3112016 419020 $1 ,625.09 $ 1,625.09 
Cost Reimb - Emp Srv 06/25/2016 07/31 /2016 419020 $1 ,265.43 $1 ,265.43 
CIP 06/25/2016 06/12/2016 502120 $28,506.24 $28,506.24 
Consultants 06/2512016 12/3 1/2016 43 1020 $103,637.95 $103,63 7.95 $0.00 
Salaries GF Reimb 06/25/2016 12/31/2016 502080 $33,370.43 $33,370.43 
Salaries GF Reimb 06/2512016 12/31/2016 502080 $11,676.40 $6,559.26 $5,11 7. 14 
Consultants 01 /01/2017 06/12/2017 431020 $99,235.22 $99,235.22 $0.00 
Other Prof Services 01 /01/2017 06/12/2017 433060 $1 ,364.20 $712.06 $652. 14 
Salaries GF Reimb 01/01/2017 06/12/201 7 502080 $4,842.68 $4,842.68 
Burden GF Reimb 01/01/201 7 06/ 12/2017 502090 $3,75 1.77 $3,75 1.77 $0.00 

S289 275 4 0 S213 896 26 $75,379.15 
Total Partici11ating Cost: r I S75 379.151 □ 

SECTION 1: INVOICE 
Local Agency Name Remittance Address Tax ID City of Sacramento 915 I Street, Rm 2000 94-6000410 

Sacramento. CA 95814 

Dale I caItrans District I Federal/State Proiect No. IAdvantaae Proiect ID I Invoice No. IBillina No. I Inactive 

07/05/20171D3 Marysville HIA TPL-5002(179) 103 16000 108 looT_Tl 516ool2 I Project□ 

Proiect Descri otion 

Fund 1:8:] Federal Authorized 0 PE □ RJW □ CE □ N I Type(s): 1:8:] State 
Phase(s): 1:81 E&P □ R/1/VUtil □ CON □ FA 

□ PS&E □ R/1/VEng 
0 R/1/VAcq 

Environmental I 
Studies and Total SECTION 2: INDIRECT COST CALCULATION 

Permijs Indirect Costs: 
State Allocation Date 01/21/16 Phase I FY I Office/Department I Direct Cost Base Expense I Ap~: ~=rect I Subtotal I 
Federal Appropriation Code M3El EM ICJI I S/16 IProject lle1""')' ISi 5,678.4Sl 'Y,I 100.79 1$ s,m .3o 111 

Participating Cost (E-76 Auth. Date ) !From: 02/16/16 Phase I PE I E&P I PS&E R1W I CE I NI I 
Participating Cost ITo: 06/12/17 To } sis to Date ~ l ss,723.30 lso.oo $0.00 I so.oo I so.oo I 

Total Indirect Cos, to Date· $ 5.7233( I~ 5,723.30 
Total Direct Cost to Dale $ 336.11796 $ ..__ 336,117.96 r-CJ I olal "°"' lo Uale: IS 341,841.26 $ 341,841.20 
Less $ 259.609 ~) IS.... 259,609.25 

: u u,er ~ $ $ -----.0 00 I : Other ~ $ $ 0.00 
: Other ~ $ $ 0.00 

Total Participating Cost to Date: $ 82,232.01 $ 82,232.01 
Less: Participating Cost not Reimbursed $ $ 0.00 (Local Funds) 
Total Participating Cost: $ 82.232.01 $ 82,232.01 
State Reimbursable Ratio: 
Federal Reimbursement Ratio: 88.53% 
Reimbursable Amount to Date: $ 72,799.99 $ 72,799.99 

IL€SS 
$ 999.9~ $ ~ --

Reimbursable Participating Costs: $ 71 ,800.00 $ 71,800.00 
Less: State w nhheld Retention $ $ 0.00 

: Amount Exceeding Authorized Fund $ $ 0.00 
: Other l.t $ 0.00 I Amoun~ of This Claim $ 71.800.00 , ~~ . , --- I j lUIALm ,u,1..tcAMUUNI: $ 71 ,800.00 

Refer to your Finance Letter 
Authorized Fund Amount $ 120,000.00 $ 120,000.00 
Less: Cumulative Amount Paid on All $ 999.99 $ 999.99 Previous Invoices 
Funds Remaining Prior to this Claim $ 119,000.01 $ 119,000.01 

Summary to Cross Check Amounts Claimed (for reference only) 

E 

F G 
H

A + F 

B + G 

D 

(E + H) x Reimbursement Ratio % 



 
 

        
              

 
          

          
  

 

   
 

 
 
 
 
 
 
 
 

 

•• Ill I, ' 

Eroject t,ctions ~dit Secord !3eports ~etters cr0grarnrn ing Maintenance !::!elp 'l!'indow 

Project: RPSTPL - 5916(102) 
cfll" Project Id: 0313000187 

District: 03 County. 5916 
Route: o-CR 

Agen,:Y. (5916) Yuba County 
status: ACTIVE 

Milestones entered by District 

General Authorization 

General Milestones 

SERF Received By CT 
SEMP Received By CT 
Anticipated Award 

Project Advertisement 
Bid Opening 

Allocation 

Estimated I Forecast Completion 
Construction I NI Project Completed 
Final Report & lmroice 

Final Inspection I Report • 
Final Voucher • 
Maintenance Review * 

Award" 
Date 

10'25-"2016 

■ Milestones entered by HQ 

Env. Doc. RN/ 

$5.063.999.00 R & R Horn . Inc. 

Location: In the community of Linda, on Horth Beale Rd, from Undhurst Ave to Hamm onton 
0 Entered by All 

Prag. S~ec. Invoice Review other 

Amount Comments t-11111 
,____ __________ ____, I 

• Used for work activity reporting 

11. For First Construction and/or First Consultant Invoices Only: 
Verify Award Information in LP2000 

For first construction invoices only, go to LP2000 “Milestones” and under the “General” tab verify the “Award” 
information. If this section is blank, check with the District Geographic Engineer for award information. Construction 
invoices cannot be paid without an award package. 

LP2000 General Milestone Tab - Award Information  
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Exbibir l S-L 
Loca l A p u ~· Contrul A1.-a rd C linkliSI 

E XHIBIT l :"--L L OC.-\L .-\CEXC\"CO~"TR-\CT .-\W.-\RDCHECKl..lST 

Admini$tering Agency· 

Fedenl~id Projee1Nwnber: _____________ _ 

Projectl.ocatoc: 
(Caltrans Dmnct - County - 0 or Sule Route- Admimstfflng ,\gff,cy) 

Pro~ctUm.m 

Has Calnm issued an - Authonzatio11 to Proceed" (E. 76) m wnll"ll wuh fedttal funds mcluded fOT 

~':r":r:~s"~~an;unt co_=_•_· =======-= ======== 
lsm.oteri.al~tingand sampling:unnged? .. 

~°!;;,~1:;:~i~~~u.l ============·===----==----
Is a Good Faith Effort Statement of DBE Partidp.1tion(Exhibi1 15-H) included in the low bidder's 
propou.l? (OWy requu-ed if DBE goa l ,s 001 adue,-ed) ... 
Construction Connet DBE Conunitmoenl (Exhibit 15--G) .. 
h th. Non-Collus,011 Aftid.avi1 (Exhibit 11-H. Sam.pie Bid) mduded in the low bu:lders ' proposal? 
la th. Bid summary (itemi:z:M bids for 3 lo,.·est bidd= ) complere? Addendwnproceduresadhered10?--:::============ ~~::!0~!=~ ::.~z:1 ~'1:'.,':;;~,n~r here: ... ____ _ 
Bid opetwlg procedw-es were adMn,:l 10? .... ... . .. 
Date DLA '1 FP<ieral Wage Rate .. ·dnite ,. ... cbed,ed for updates • 

g::: :~=~~T.~' " =====================--
~:~f~~t~i~·i· ·=· =========-====== 
RMi~nl Ei:,gin,eer"s Corumx,tion Co111rKt Adminisntion Ched.liS! {Exhibil 15-8) 
lssuccttSfulbidderlicmsed? .. __________ _ 

Esum.a1edcons1JUCno11com.pletionda!e __________ _ 

lobeanached 
)~• □ no □ 

tobe imached 
)"es D 110 D 

res□ no□ w'• □ 

tobeattached 
)~• □ noO 
)~• □ no O 
)~• □ no□ 

($11moun1 ) 

)~• □ noO 
(date) 
(datll) 
(data) 

~~'7:C~ 
lobeanached 
IObellllaChed 

)~• □ no □ 

(date ) 

:'>OTE: tfth.answer,s "no~ toanyofthe 
abo,.~ questions.• leltfl" ofnpbmtion u 
~ -~DI.A£wll=-iewtbe 
'""J'lmatiottand~iflhelocal 
agency i• eligible f~ federal flmds 

(Siguaiutt of Administered Agency Representati,~) 

• UtM d utlis1Nlll mo.-.,1banl0-
u ltndarda~-,, Mfortbid~nill:, loc,1l 
a:nri· m,m p~•i dt doc,•1.,,.o.urio11 that 
1'"tb$itt1'"1$$UbSNj_ut11tly(bKktdni1bin 
tb t l0-<1lu1dardaypt1fodor a f1trbid 
op•nia;.a11d 11i. ,... .... ,...11o~ha11;t1 i11 
tbtappliubltfNltral..-at• n lM, 
01h• rni, t a addnidum ma~- M rtquirtd. 

l ) Orip.>lplm-<"1)1-DLI.E 
:!}C"l'J'"Loc.ol~P<ojectllln 

(Name prinred or typed) 

P11 t l o f l 
.-\o.111s1 20 l 6 

EXHIBIT ll-A 
Award Wonutiota for STIP Projtcts 

D..'11.IBIT 23-A A WARD INFOIUIIA TION FOR STIP PROJECTS 

To:~~~~~~-
Di1mk1 Local Asr.istance Engineer 
Caltrans, Division of Local Assistance 

PPNO: ______ _ 

EA. ______ _ 

Project No.: ____ _ 

Project Desc:rip1ion: 

Date Project was Allocated: ___ _ 

Date Project was Ach·ertised: ___ _ 

Bid Opening Date: _____ _ 

AwarclDatc: _______ _ 

AwarclAmom1t: ______ _ 

Estimated Date of Completion: _____ _ 

Name of Contractor: _______ _ 

Date: 

lAcal.'Uliata.a,PrognmGo.otldi.es I.XHIBIT!!-A 
RlqlM!lt for Fudag .-\IleutiN (Local ATP Projeda) 

ExmBIT 22-AAw.ua, t;:T010.1An ONFORATP PROJECTS 

To:~~~~-~~---
District Local Assistance Engineer 
Caltrans, Di\ision of Local Assistance 

PPNO· _ ___ _ 

Pi-ojectID: ____ _ 

Pi-oject No ____ _ 

Date: ____ _ 

Pi-ojectDescription: __________________ _ 

Date Projectw:u . .\llocated ____ _ 

DateProject wuAd\·enised: ____ _ 

AwardDate: -----
AwardA.mount: ____ _ 

Award A.mount: 
(,\iPPoniollallly,ifdiff"i!r~. ~m~..,,--~,,~ 
Estimated Daui of Completion: ____ _ 

Na.meofContractor: __________ _ 

PROGRF.'!S PA YMEHT FOR 
WORK DOHEONCOUl'lTY HIOHWAY 

COUNTY OF YUBA 

D.EPARTMQff Of" PUBLIC WORKS 
EST IMATt No. 1 

""""""""' 
North sm Ro.d Comple:e S:rocts !'hue I 

C:w:r.:,tNo., 2016-224 1 
Fcdcnl No.Rf'STI>I .F.•:1'1 111 ( 101) 

NAM E R&Rllon.lne 

7/ st rJ 

~:Z?,i;Zy 7/ ,/n 

mmMAn-: Pl'.IUOO 
T,; 

STRl'.h"T: 1'0 11<!,6~~1 
Cbi<oCAt,m 

.... 

12. For First Construction Invoices Only: 
Ensure the Contractor Pay Estimate and Exhibit 15-L (Federal Projects) or 
Exhibit 22-A (ATP Projects) or Exhibit 23-A (STIP Projects) are Received Before 
Invoicing 

Exhibit 15-L: Local Agency Contract Award Checklist Exhibit 22-A: Award Information for ATP Projects 

Exhibit 23-A: Award Information for STIP Projects Contractor Pay Estimate Example (submit with invoice) 
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Con1ain, ti,tinpof&11PstUdo Coc!eo 
Thisistho?.iamrlillll'f 
mPno;ect,._fo,questioasaboulITTp<oject5,pleueeo11tac10...'id 
S.ait916--6Sl-6872 
Alldemo,manion, ~priorityprq«t<ll!d SlP,arma,bduinf:bad 
10l9S61ocwrm1. 

Ptt>Dn, tte,.wa.•O.tabas.e--F«questioasaboli1Proces1R.o,iow, please 
COllt.aetEu,,,,,oShy at (916)65l-6SS2 

Forque<tioo<,pt..a<eC011ta,tM~•Hart,pnt1(916)6SJ--69J0« 
Mz y.H.1epa:1No1.cap 
Eligible T! proJOCI dttails. F0<ques1ioo5, cont.1e1 April.KiuosJd<x .ca. 
p or(916)653-1450 
En,iroamen1a!Ellhaocemn1a!ld:'.\iiliptioc(tEM)Pr~0.11i1 
~-Plet.lt CO<IU<:t April !'>il10S fOf q,,t1,tioia. 
Conm11ctiot!O,.-.nip!D1111>u,_~contae1FrankCao11916-6'3 
-ll!tSSfor ql>OStlOIIS . 
• -1.<:•M T_,poru,...., Progrm, (All'). Contact Apnl?-,:i,.,..ld<>t.ca. 
p orBreada.Hern,,:,$ dol.ca,!O" &t(916)-6B-IJ40. 

E~Rtlirf~ContactBrmdaH....,,,:gdolca.!O"'M(916) 
-6H-ll 40 
R~~u Pr~Co,ura,tllrffld&HM'Ol:l:gdolca.t<"' at 
(916)653-8140 
~Rout, ToScbooll'rogrm,. Conli.:tB<U1da.Hmonldo1.ca.go,·a1 
(916)6SJ.IJ40 

• I Voew AS: ~ 

t 

Exhibit 10-C 

IO-( Summa9 

t 

References 

Division of Local Assistance 
A&E DATABASE 

Version J.0--0 1/04/201 7 

/,~-- ~ 

\ __ ') 

Exhibit 10-U 

IIMJ&i 

ProfectSpeclflc 
NotAccepted 

Mulllphau 
Adoptedl.APM 
AdoptedCPM 
Adopt.dLPAPP 

[ LPA Manual Approval J 

O.· 

• ii 11 j 

13. For First Consultant Invoices Only: 
Verify Exhibit 10-C, Exhibit 10-01, and Exhibit 10-02 are Received 
Before Invoicing 

Local Agencies must have the following documents to get reimbursed for any consultant charges: 

1. Exhibit 10-C A&E Consultant Contract Reviewers Checklist: 
Check the HQ database and verify if Exhibit 10-C has been received. 
1. Launch the DLA FileMaker Databases and click “A&E Database.” Sign in as a guest. 
2. Click “Exhibit 10-C Summary” 
3. To search for a particular Exhibit 10-C, click the “Perform Find” button 
4. Enter the Local Agency’s locode in the “Federal/ State #” box 
5. Click “Perform Find” button 

2 

1 

3 and 5 

4 
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Project: CML - 5095(023) 
Adv* Project Id: 0316000182 

dv-* Draft Id 0316000182 

District: 03 

status: ACTIVE 
County: 5919 A g e ncy: (5095) Rocklin 

Route: 0-ROC L ocation: Pacific Str-ee t and Rocklin Road 

Gen eral Allocation Identifiers Local Agency Contacts Account. Dist Info DBE Mileslones ERDAF Staff Assignments 

.,..~ DBE Pro1ect Assoc1at1ons X 

DBE PROJECT ASSOCIATIONS I 

L ead 
PCPiGGl Id I PEPI APGDGY Contract NP 

... 0 

[ I I II 

"0951023 2015-211 

' I II 
r;:; . s j, 
r:. ~ J1 
r:::, ,e,:] II 
r::; E'=I J, 

2-.c = ,!,"3 J1 

l ·)H-llhb'I M•J:l■=ilM ~tWM 1111:falM n::JiB•::,u>-tii\W 

Work Descr isrtion: Traffic Related - other-

PRIP!E CotlTRACTOR'CotlSULTAtlT llffO AWAllfJ UllllElllllE NO FINAL UllllElllllE NO 

Contrnct Type 1 .. ··-~-~' ~ . .,JJJ.;).[J... 

Prime is a Certif"aed UDBE r 
Con sultant or Controctor Nome (Kimley H om 

Loca l Agency Conl,act No '"I 2-0-1-6--2-, -, ---------, 

No Contract Goal I 

Reason 

Contract UDBE Goal '¥Ii ~ 

Good Faith Effort r 
c omments 

M·i•illfi1@N 

I Phase(s): 
PE 

r., 
ROW 

r 

0id Opening Dote ~---~ 

Contract Aword.Jt:xec Dote (09/ 13120 10 

T nta l C:nntrnci Aw-,1rd Amt 

Total $ Amt All Subcontractor s 

Total # All Subcontractor s 1 

M&Willl 

$37 8 ,1'12.00 

$1 on 

CONS T 

' 
CC 

' 
Cont.-oct COfflP Dote 

rinal Cont.-oct Amt 

Total Record(s): 1 

M#d-81-iiA• MM --------------

2. Exhibit 10-01 Consultant Proposal DBE Commitment and Exhibit 10-02 Consultant Contract DBE Commitment 
Check if Exhibit 10-01 and 10-02 have been received and is logged into LP2000. 

a. In LP2000, select the “DBE” tab and click “DBE CONTRACTS” 
b. View consultant info under the Consultant contract type in the PRIME CONTRACTOR/CONSULTANT INFO 
c. View AWARD UDBE/DBE INFO tab 
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or Contractor Name: Kimley Horn Local Agency Contract No: 2016 -211 

Contract UDBE Goal \'o: 13.44 Total Contract Award Ami: $378,142.00 
Phase(s): PE Total'NI. Avg.% 100.00 % 

Work Contractor Firm Information 
UOBE DBE 

Contract AwardJExec Date: 09/13/201 6 

Award RC Max: 
Fed. Reimb. Amt: 

fed Reimb % Cale 
UDBE DBE 

$50,822.28 
$378,142.00 

AmtPe.- Sub 
$ RC $ RN 

Delete 
Row Nern No Type DBE Cert No Name Phone Ethn Gend ~r::::::::iici~SU~B~:::::::~~~~"'°""~~~==:::::1;1 ~:::~=~•N:-ll~l:N~Ll:AN:G~==rj(925~§)9<::1-00~:17:AS~:1A:N~e:A•:zu:i1~==~::~~~~=====~ ~ 7.9ee.OO S.00 l~ r 

[1 [sus~l42001 ,S Am 1c1A F ERNAND< <~H1SPAN1c F ll-....:::==:;....--=~lll=----.;..,.----. L:_i:2.85!5.28 s13.6-43.n n 

Awa,d Doi .... Amt ~ 

S-47.SM.001 s. S-47.9ee.OO , .oo 
$1 6,500. $ . $ 10.500.00 '-"" 

E:::3, : I F··:,...-----1--1---•----+:---•i------E l 3 ~ E:::31 I F 1 1- I c J =:J ~. 

I 

L ""-"'"'-""L S.00~.405-00L_ S.00~.822.28 ~ .e-(3.n 

~ "' Lae ,. 

W·itltt:l#WM WitMiiiiHiiM Mi·i■iU1·ihM 
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OF CALIFORNIA· DEPARTMENT OF TRANSPORTATION 
LOCAL AGENCY INVOICE 
LAPM 5-A (REV 04/2019) 

SECTION 4: CHECKLIST 

Reset Form 

Local Agency Name: ___________________________ _ 

Billing No: _________ _ Federal / State Project No: 

Local Agency 
Frequency Confirm N/A 

Executed Program Supplement Agreement (PSA) on file with Local Agency . All Invoices □ 
2 Submittal of one signed and completed Local Agency Invoice (LAPM 5-A) which includes A ll Invoices □ Section 1: Invoice, Section 2: Indirect Cost Calculation , Section 3: Billing Summary 

(submit contractor pay estimate for construction invoices), and Section 4: Checklist. 

3 Reimbursable work claimed is after E-76 (Federa l Authorization to Proceed) date All Invoices □ and/or California Transportation Commission (CTC) State Allocation date. 

4 Work performed is prior to any lapsing / expiring funds. All Invoices □ Check E-76 Reversion Date (Federal) 
Verify Cooperative Work Agreement Approval (Federal / State) 
CTC State Allocation Letter Fund Expiration Deadline (State) 

5 Invoice is consistent with current approved Finance Letter. A ll Invoices □ Phases of Work 
Fund Types (e.g., CMAQ, RSTP, etc.) 
Reimbursement Ratios 
Ava ilable Ba lance of Federal/ State Funds 
Costs incurred prior to authorized Agreement End Date (AED) 

6 Invoiced amount shall be greater than 2% of the total Federal and/or State funds or $1 ,000, All Invoices □ whichever is greater, unless authorized by District Local Assistance Engineer (DLAE) to 
prevent inactivity. 

7 Percentage of work complete is consistent with total Federal / State funds invoiced All Invoices □ (i.e., project should not be 80% expended if only 20% complete). 

8 Remaining balance should not be less than Caltrans required retention All Invoices prior to □ ($40,000 or 2% of the Federal/ State funds, whichever is greater). Final Invoice 

9A All consultant agreements I amendments must follow the Caltrans procurement and All Invoices □ □ oversight processes outlined in Local Assistance Procedures Manual Chapter 1 0. 

The following Exhibits must be sent to and received by the appropriate entities l1Ii2Lm 
irnl2i&ing: 

Submit Exhibit 10-C to Division of Local Assistance HQ - Office of Guidance and All First Consultant □ □ Oversight Invoices 

Submit Exhibits 10-01 and 10-02 to DLAE First Federal □ □ 
Consultant Contracts 

Submit Exhibit 10-K to Independent Office of Audits and Investigations All Consultant □ □ Contracts > $1 S0K 

9B Submit copy of executed contract to the DLAE within 30 days of contract award or □ □ concurrently with first invoice, whichever is earlier. 
For on-call contracts, submit copy of issued task order and ExhiM 10-02 for the task order. □ □ 

10 Verification of Project Award : Attach LAPM Exhibit 15-L (Federal projects) or LAPG Exhibit First Construction □ □ 22-A (State projects) with First Construction Invoice. Invoice 

11 Submit contractor pay estimate with Billing Summary. Construction Invoices □ □ 

Signature of Local Agency Representative Date Print Name and Tille 

Signature of Caltrans District 'r\evTewer Date Print NamefTitle/Phone Number 

Comments 

Caltrans 
Concur 

□ 

n 

□ 

[] 

,, 

LJ 

J 

14. Review Checklist for Concurrence 

Review the checklist and select concur as applicable. Print your name/phone number in the Caltrans District Reviewer 
section at the bottom of the checklist. 
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 orm

e • . ,, .... 
ero1ect ~ct,ons l;d1t Secord Beports ,etters cr',~rnmmiri~ 1,1a1ntenance t,elp Window 

'~13 Project - Progress lnvoi ce 

District: 03 County. 6916 Agency: (6916) Yuba County Project: RPSTPL - 6916(102) 
c1v~ Project Id: 0313000187 

C"'I Entered by Dill1rict 
status: ACTIVE Route: 0-CR 

• Entered by Accounting 
Location: In the community of Linda, on North Beale Rd, from Undhurst Ave to Hammonton 5 

O 'iJll'iUlll.lllLIIIL...-, 
General Authorization Allocation Env. Doc. RIM 

Progress Invoices 

Final Billing Agency 
Invoice? No. Invoice No. F.. 2 

Invoice 

Print Dispute tlollficat,on Letter 

Dote 
District 

Received 

Dote 
District 

Prag. Spec. 

Dote 
District Dote 

Accounting 
Received 

Other 

Dote Invoice Dote 
Accounting Amount Accounting 
Returned Reimbursed Forwarded 
To Agency ($) to SCO Comment• 

Inactive 

Pr1nt Invoice RevleW CheckMst 

,::3' Dispute Notice Letter :;-i 

Dispute Notification Letter Options 

Contact: 
Address: 

Cily: ;-------------------

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) I phase(s) of work not allocated/ author1zed and / or cost(s) that Is / are Ineligible for reimbursemenl 
Insufficient Funds 
l~lsslng or lnadeQuate 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 

Other. 
Comments: 

I Accounting r'-------------------------------------------
Signature: ,------------------------

Prmt Lerter eMail Letter EXIT 

~ 

15. Dispute Invoices (if applicable)

If the invoice needs to be disputed, you can print out the Dispute Letter from LP2000. 
Go to “Milestones,” then “Invoice Review.” From that section, click the “Print Dispute Notification Letter.” 

F  Field 

Select the areas from the list and / or write other comments on the box provided. Click “Print Letter” when done. 

Add comments – exact dispute reasons, next submittal is 2A and new date 

24 



 
 

 

 

 

 

 

 

cal Agency Invoice 
Dispute Notification Letter 

Local Agency: Yuba County 
Attention: Tim Young 

Date : 
Dist- Co - Rte : 

09/05/17 
03-5916-0-CR. 

5916(102) 
2 

$97,151.26 

A.ddre.ss : 915 8th Street, Suite 123 Project Number: 
Invoice umber: 

City, State, Zip : MarysviUe, CA 95901 Invoice Amount: 

□ 

□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 

Loe.al Agency / State Agreement not executed 

Incorrect Invoice Fonnat I Content [ see Chapter 5 Amounting / Invoices" of the Local Assistance 
Procedures Mamlal (LAPM)]." 
Invoice reflects component(s) / phase(s) of work uot allocated / authorized and / or c.ost(s) that is / 
are ineligible fo r reimbursement. 
Insufficient Funds 

lvlissing or inadequate Invoice Support Documentation 

Contract Aw,u-d Package required for constrnction phase of work 

Final Invoice, Final Inspection Form and Final Report of Expenditures must be submitted and 
approved prior to payment 
Redate invoice upOll re.submittal of Invoice Package (1 original & 2 copies of Invoice and 2 copies 
of Invoice Support Documentation) 
Reimbursement Ratios Incorrect 

L,psed Appropriation 

[8J Other: identtify fatal flaw not listed Oil the above. 

Comments: List all the fatal flaws, hO\v to correct it and how to re-submit the invoice in 
sequence (i.e. 2A) 

li' you have any questi011,; please contact your Local Assistance District Alea Engineer. 

District Local Assist.ance Engineer 
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OLP2000 12cAS - Production 

Eroject t ctions !;dit Becord Beports ~etters Erogramming Maintenance t!elp Window 

<► ProJect - Progress 1nvo1ce 

Project: BRLO - 5919(099) 

Adv' Project Id: 0300020732 

Entered by District 

General Authorization 

Agency 
Billing Final Invoice 

No. No. 
P_ RC1509 
P_RC1499 

14 RC1480 

13 RC1455 
12 RC1425 

11 RC1391 

10 RC1334 

9 RC1310 

8 RC1260 

RC1204 

District: 03 

Status: ACTIV E 

County: 5919 

Route:o.cR 

■ Entered by Accounting 

Allocation Env. Doc. R/W 

Date 
Invoice Date Distrtct 
Amount Invoice District Returned 

(S) Date Received 
$44,398.76 06/14/18 ~ 06/21/18 m 

$54,010.96 05/14118 " 05/18/18 " 
$95,074.80 04/10/18 " 04/13/18 " 
$10,608.03 12/04/17 " 12J08/17 ... 
$36,621.10 07/26/17 " 07131/17 " 
$16,413.48 03/22/17 " 03/28/17 ... 
$29,693.68 07/15/16 " 07/26/16 " 
$19,024.16 03/20/16 " 04/04/16 " 
$10,346.66 01/05/16 " 01/08/16 " 
$36,750.94 07/24115 " 07/27/15 :!'.! 

Print Dispute Notification Letter 

Progress Invoices 

Agency: (5919) Placer County 

Location:vankee Jim Road at ~iorth Fork American River 1.5 m iles w est of Shirtail Canyon Re 
0 Entered b A ll 

Prog. Spec. Invoice Review Other 

Date 
Accounting 

unting Returned 
To Agency Comments 

" " 
" ... 12/11/17 " 12/13117 

" 08/01/17 " 08/03117 ... 03/30/17 " 04/04/17 

" 07/26/16 " 07/28/16 ... 04/05/16 " 04/06/16 

" 01/11/16 " 01/12116 

", 07/29115 " 07/31/15 

Print Invoice Review Checklist 

J 

16. Log the Invoice Information in LP2000

It is imperative that data is collected for all invoices to effectively and efficiently train agencies in the deficient areas. 
a. Select Invoice Review tab
b. Enter the Billing No.
c. Check Final Invoice box as appropriate
d. Enter agency invoice number. It is important that you put P_ followed by the invoice number for the new LAPM

5-A invoices so data can be tracked.
e. Enter invoice amount ($)
f. Enter Invoice Date
g. Enter Date District Received Invoice
h. Enter Date District Returned to Agency, if applicable
i. Enter Date District Forwarded to Accounting
j. Enter District Review Time (in min.)
k. Enter Invoice Errors/Omissions. Make sure to list all errors (e.g., pencil corrections, fatal flaws, etc.). This will

help identify the specific deficiencies, provide agency with data, and to better focus agency training.
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stAlT.O,~---•---LOCALAGENCYl<IVOICE 

PROO RE!..<; r11 YMENT f"OR 
WORK DONE ON COUNTY HIGHWA V 

Nunh ~- Road Complt:t Sln:cl:I l'llue t 

ComactNo . . 20!'--224 1 
l'...i.n1No. P.l'STP\ .E-S'l l6( 1U2) 

7J.'.:~7 
7/,f '7 

:;;;::;:;[ 1/,/11 

. .. 

.. .. .. .. .. .. .. .. .. 

, . .. 
, . . . . . . . . .. 

I- -=---C • 1-- I •. - l. - I .. • l.. · -., ___ ,. ____ ..... _______ .,. _______ _ ________ _..,. ____ ,. _______ -___ .,.,._______ ·-----·----·-· 
r 

COUNTY Of/ YUBA 

DEPARThU!NTOF PUBUC WORKS 
ESTIM."TE No. 1 

... 

lM°"""'-"-. 
1 .... 0.. .. 

OONTRACl"Qll 
N,U,.tl!· RARllom.lN: 
STRrz,-. l'URr.-o"691 
CITY: Chk,o(A \ll'm 

DALA !<l.:li.U.11111>«1-....n; 

"'"-"'~·--"'-~""' LOCALAGENCYINVOICE ~~-....,, .. 

I 

___ '-!!'., _ __ ,_, ____ , __ .. ~ 
' ________ ,__ - c-f~ 
, ==s:-::..-:--=.~-:.~=-. - --·----·--_ ___ ICT<:) __ _ 

. ~~=--~=== . --- ---: =r~-..;.~ 
:-.:· .. __ .. 
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Inactive Project 
Status: 

I Current/Future I 

Please Prioritize 
Invoice 

I 

17. Scan, Save, and Mail LAPM 5-A and Applicable Documents to Local 
Program Accounting (LPA) 

Scan and save all pages of the LAPM 5-A, contractor pay estimate for construction invoices only, and inactive flag if 
applicable. Mail the original signed LAPM 5-A, contractor pay estimate for construction invoices only, and inactive flag if 
applicable to LPA for processing. Do not send any other supporting documentation to LPA unless requested. 

LAPM 5-A (Four Sections) 

Contractor Pay Estimate Example (for construction invoices) Inactive Cover (if applicable) 
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Invoice Review Steps At-A-Glance 

1 

2 

3 

4 

5 

6 

7 

8 

9 

10 

11 

12 

13 

14 

15 

16 

17 

Verify LAPM 5-A Local Agency Invoice is complete 

Use the Finance Letter to verify Authorized Phases, Appropriation Codes, Reimbursement Ratios, and 
Authorized Funds 

Launch E-76 Project Authorization from FADS 

Use the E-76 to verify Participating Cost “From” Date on the Invoice is the E-76 Authorization Date. 
Work Performed “From” Dates on the Billing Summary are On or After the E-76 Authorization Date 

Use the Finance Letter to verify Participating Cost “To” Date on the Invoice and Work Performed “To” 
Dates on the Billing Summary are On or Before the Agreement End Date 

Use the Cooperative Work Agreement (CWA) Information in LP2000 Database to verify possible 
Expired/Lapsed/De-obligated Funds 

For State Funded Projects: 
Use the CTC Allocation Letter to verify State Allocation Date and Available Funds 

For Local Agency Indirect Cost Rates: 
Use the Independent Office of Audits and Investigations (IOAI) spreadsheet to verify authorized local 
agency indirect cost rates 

Use the Current and Previous Invoices to verify Inactive Project, Sequential Billing Number, Total 
Participating Costs to Date, and Funds Remaining 

For Billing #1: 
Use the Current Invoice and Billing Summary to cross check the amounts claimed (for reference only) 
For Subsequent Billing #s: 
Use the Current Invoice, Previous Invoice, and Billing Summary to cross check the amounts claimed 

For First Construction and/or Consultant Invoices Only: 
Verify Award Information in LP2000 Database 

For First Construction Invoices Only: 
Ensure Contractor Pay Estimate and Exhibit 15-L (Federal Projects) or Exhibit 22-A (ATP Projects) or 
Exhibit 23-A (STIP Projects) are Received Before Invoicing 

For First Consultant Invoices Only: 
Verify Exhibit 10-C, Exhibit 10-01, and Exhibit 10-02 are Received Before Invoicing 

Review Checklist for Concurrence 

Create Invoice Dispute Letter if applicable 

Log Invoice Information in LP2000 

Scan, Save, and Mail Original LAPM 5-A and Required Documentation to Local Program Accounting 
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[bookmark: _Toc516653934][bookmark: _Toc9314764]Standard Procedures and Requirements for District Review of 

[bookmark: _Toc516644840][bookmark: _Toc516653935][bookmark: _Toc9314765]Local Agency Invoices



This Standard Operating Procedure (SOP) provides detailed instructions to help Caltrans Local Assistance District staff efficiently and effectively review local agency invoices.  This SOP aims to achieve statewide consistency with invoice review, reduce errors, and save time.  It is organized around key source documents and databases to maintain quality information (e.g., LAPM 5-A, Finance Letter, E-76 Project Authorization, LP2000 database, Federal Aid Data System, California Transportation Commission Allocation Letter, Previous Invoice, Contractor Pay Estimate, Exhibit 15-L, 22-A, 23-A, etc.). 
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1. [bookmark: _Toc9314766]Verify LAPM 5-A Local Agency Invoice Is Complete



Local agencies are required to mail one signed original LAPM 5-A and applicable documents to the respective Caltrans District Local Assistance Engineers for processing. 

1. Date stamp LAPM 5-A immediately upon receipt. 

[image: ][image: ]

2. Distribute LAPM 5-A to the respective invoice reviewers. 



3. Check for a complete invoice package which includes all four sections of LAPM 5-A: 

SECTION 1: INVOICE

· Ensure latest version of LAPM 5-A is used: http://www.dot.ca.gov/hq/LocalPrograms/lam/forms/lapmforms.htm

· The invoice should be dated no more than 30 days prior to the date received. 



[image: ][image: ]

	

SECTION 2: INDIRECT COST CALCULATION 

· The indirect cost calculation is completed if indirect costs are claimed. 

· The invoice is signed by the local agency representative. 

[image: ]

SECTION 3: BILLING SUMMARY 

· The billing summary is completed for all applicable phases claimed. 

· For construction invoices, the contractor pay estimate is required in addition to the completed billing summary. 

[image: ]	



SECTION 4: CHECKLIST 

· [image: ]The checklist is completed and signed by the local agency representative.





2. [bookmark: _Toc9314767]Use the Finance Letter to Verify Authorized Phases, Appropriation Codes, Reimbursement Ratios, and Authorized Funds 



Use the most current finance letter signed by HQ Area Engineer to verify the approved:

1. Authorized phase(s) (e.g., PE, RW, CE, CON, etc.) 

2. Appropriation code(s)

3. Reimbursement ratio(s)

4. Sufficient authorized fund amount available for reimbursement.  Remaining balance should not be less than Caltrans required retention of $40,000 or 2% of federal/state funds, whichever is greater.
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3. [bookmark: _Toc9314768]Launch E-76 Project Authorization from Federal Aid Data System (FADS)



1. Launch FADS to retrieve the official E-76 Project Authorization.  Click “Reports” and select “Project Reports.”

[image: ]



2. Select “Authorization / Agreement Summary (E-76) – FADS 10.” 

[image: ]

3. Enter the Federal- Aid Project No. of the invoice you are reviewing (without the parenthesis) in the first box. Click the “Search” button. This will bring up the number of sequences (authorizations) this project has received. Select the most current sequence and click “Run Reports” to generate the E-76.
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4. [bookmark: _Toc9314769]Use the E-76 to Verify Participating Cost “From” Date Is the E-76 Authorization Date. Verify the Work Performed “From” Dates (Billing Summary) are On or After the E-76 Authorization Date.



For federal funds, verify that the participating cost “from” date matches the E-76 authorization date.  Agencies can only claim reimbursement for work performed from the day the project was authorized if the from date is the E-76 authorization date. Verify the work performed from dates on the billing summary are on or after the E-76 authorization date.
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Participating Cost “From” Date = E-76 Authorization Date



Work Performed “From” Dates on the Billing Summary are on or after E-76 Authorization Date
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5. [bookmark: _Toc9314770]Use the Finance Letter to Verify that Participating Cost “To” Date on the Invoice and Work Performed “To” Dates on the Billing Summary are On or Before the Agreement End Date 



For federal funds, verify that the participating cost “to” date is on or before the Agreement End Date.  Verify that the work performed from dates on the billing summary are on or before the Agreement End Date.
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Participating Cost “To” Date is Before AED Date



Work Performed “To” Dates are Before AED Date
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6. [bookmark: _Toc9314771]Use the Cooperative Work Agreement (CWA) Information in LP2000 Database to Verify Possible Expired/Lapsed/De-Obligated Funds 



There are two cases when you need to verify if there is a CWA in place for potential lapsed, expired, or de-obligated funds for the applicable phases.  



1. If the fund is nearing the reversion date found on the finance letter

2. If the Participating Cost (E-76 Auth. Date) “from” date listed on the invoice is five years or older than today’s date



To search for the CWA information in LP2000, go to the “Account” tab.  Click on one of the funds (if there are multiple funds authorized) under “Encumbrance Amount.”  The corresponding “CWA Information” will be displayed if applicable. 

Note: You could also use the “Encumbrance Balance” from this section in LP2000 to determine the authorized funds remaining on the project. 

CWA Information in LP2000 Account tab:

[image: cid:image001.jpg@01D3DE3B.1CD4A110]































7. [bookmark: _Toc9314772]For State Funded Projects: Use the CTC Allocation Letter to Verify State Allocation Date and Available Funds for State Funded Projects 



For state funded projects, the state allocation date and funds are documented in the California Transportation Commission (CTC) allocation letter.  Any costs incurred prior to the allocation date are not reimbursable. 

Add link to shared drive

State Allocation Date on Invoice: 

[image: ] 













Allocation Letter:
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8. [bookmark: _Toc9314773]For Local Agency Indirect Cost Rates: Use the Independent Office of Audits and Investigations (IOAI) Spreadsheet to Verify Authorized Local Agency Indirect Cost Rates 



For invoices claiming local agency indirect costs, verify that the local agency indirect cost rates are correct and accepted/authorized by IOAI using the ICAP/ICRP External Local Government/Rates Accepted and Approved spreadsheet on the IOAI webpage. 



1. Go to IOAI webpage: http://ig.dot.ca.gov/resources/landing-resources.html

2. Click on ICAP/ICRP External Local Government/Rates Accepted and Approved – July 1, 2014 through December 31, 2018 (XLS) to open the spreadsheet.  



[image: ]



[image: ]

[image: ]















You can also refer to the indirect cost rate proposal approval letter:
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9. [bookmark: _Toc9314774]Use the Current and Previous Invoices to Verify Inactive Project, Sequential Billing Number, Total Participating Costs to Date, and Funds Remaining 



Complete and submit the inactive cover page with the invoice to LPA for expedited processing.





1. If the Inactive Project box is not checked, verify if it has been six months or more since the previous invoice.  If yes, check the Inactive Project List for inactivity: http://www.dot.ca.gov/hq/LocalPrograms/Inactiveprojects.htm.  Attach an inactive cover page with the invoice and submit to Local Program Accounting for expedited processing. 





 



2. Verify if the billing numbers on the current and previous invoices are sequential. This tracks any missed invoices. 



Complete and submit the inactive cover page with the invoice to LPA for expedited processing.

















Previous Invoice							Current Invoice
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4. On the current invoice, verify that the “Amount of This Claim” is less than or equal to the “Funds Remaining Prior to this Claim.”



3. Verify if the “Reimbursable Amount to Date” on the previous invoice is carried over to “Less: Cumulative Amount Paid on All Previous Invoices” on the current invoice.




















10. [bookmark: _Toc9314775][image: ][image: ]For Billing #1, Use the Current Invoice and Billing Summary to Cross Check     Amounts Claimed (for reference only)
A

B

C

D



For Subsequent Invoices, Use the Previous Invoice, Current Invoice, and Billing Summary to Cross Check Amounts Claimed (for reference only)

[image: ]



[image: ][image: ]
(E + H) x Reimbursement Ratio %

D

B + G

A + F

E

H

G

F



11. [bookmark: _Toc9314776]For First Construction and/or First Consultant Invoices Only: 

[bookmark: _Toc516653947][bookmark: _Toc9314777]          Verify Award Information in LP2000



For first construction invoices only, go to LP2000 “Milestones” and under the “General” tab verify the “Award” information. If this section is blank, check with the District Geographic Engineer for award information.  Construction invoices cannot be paid without an award package. 
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  LP2000 General Milestone Tab - Award Information  





















12. [bookmark: _Toc9314778]For First Construction Invoices Only: 

[bookmark: _Toc516653949][bookmark: _Toc9314779]Ensure the Contractor Pay Estimate and Exhibit 15-L (Federal Projects) or Exhibit 22-A (ATP Projects) or Exhibit 23-A (STIP Projects) are Received Before Invoicing 



Exhibit 15-L: Local Agency Contract Award Checklist  			Exhibit 22-A: Award Information for ATP Projects  



[image: ][image: ] 











































 Exhibit 23-A: Award Information for STIP Projects                                           Contractor Pay Estimate Example (submit with invoice) 

[image: ][image: ]

































13. [bookmark: _Toc9314780]For First Consultant Invoices Only:

[bookmark: _Toc516653951][bookmark: _Toc9314781]     	Verify Exhibit 10-C, Exhibit 10-01, and Exhibit 10-02 are Received     

[bookmark: _Toc516653952][bookmark: _Toc9314782]     	Before Invoicing



Local Agencies must have the following documents to get reimbursed for any consultant charges:

1. Exhibit 10-C A&E Consultant Contract Reviewers Checklist:

Check the HQ database and verify if Exhibit 10-C has been received.

1. Launch the DLA FileMaker Databases and click “A&E Database.”  Sign in as a guest.

2. Click “Exhibit 10-C Summary”  

3. To search for a particular Exhibit 10-C, click the “Perform Find” button 

4. Enter the Local Agency’s locode in the “Federal/ State #” box 

5. Click “Perform Find” button 
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2. Exhibit 10-01 Consultant Proposal DBE Commitment and Exhibit 10-02 Consultant Contract DBE Commitment

Check if Exhibit 10-01 and 10-02 have been received and is logged into LP2000.

a. In LP2000, select the “DBE” tab and click “DBE CONTRACTS”

b. View consultant info under the Consultant contract type in the PRIME CONTRACTOR/CONSULTANT INFO

c. View AWARD UDBE/DBE INFO tab
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14. [bookmark: _Toc9314783]Review Checklist for Concurrence 



Review the checklist and select concur as applicable.  Print your name/phone number in the Caltrans District Reviewer section at the bottom of the checklist.  

[image: ]

15. [bookmark: _Toc9314784]Dispute Invoices (if applicable) 



If the invoice needs to be disputed, you can print out the Dispute Letter from LP2000.       

Go to “Milestones,” then “Invoice Review.” From that section, click the “Print Dispute Notification Letter.”

[image: ]Form Field





	Select the areas from the list and / or write other comments on the box provided. Click “Print Letter” when done. 

Add comments – exact dispute reasons, next submittal is 2A and new date
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16. [bookmark: _Toc9314785]Log the Invoice Information in LP2000 



It is imperative that data is collected for all invoices to effectively and efficiently train agencies in the deficient areas.

a. Select Invoice Review tab

b. Enter the Billing No. 

c. Check Final Invoice box as appropriate

d. Enter agency invoice number. It is important that you put P_ followed by the invoice number for the new LAPM 5-A invoices so data can be tracked.

e. Enter invoice amount ($)

f. Enter Invoice Date

g. Enter Date District Received Invoice

h. Enter Date District Returned to Agency, if applicable

i. Enter Date District Forwarded to Accounting 

j. Enter District Review Time (in min.) 

k. Enter Invoice Errors/Omissions.  Make sure to list all errors (e.g., pencil corrections, fatal flaws, etc.).  This will help identify the specific deficiencies, provide agency with data, and to better focus agency training.  
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17. [bookmark: _Toc9314786]Scan, Save, and Mail LAPM 5-A and Applicable Documents to Local       Program Accounting (LPA)



Scan and save all pages of the LAPM 5-A, contractor pay estimate for construction invoices only, and inactive flag if applicable.  Mail the original signed LAPM 5-A, contractor pay estimate for construction invoices only, and inactive flag if applicable to LPA for processing. Do not send any other supporting documentation to LPA unless requested.



[image: ]LAPM 5-A (Four Sections)	
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Contractor Pay Estimate Example (for construction invoices) 			Inactive Cover (if applicable)
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		Invoice Review Steps At-A-Glance      



		1

		Verify LAPM 5-A Local Agency Invoice is complete



		2

		Use the Finance Letter to verify Authorized Phases, Appropriation Codes, Reimbursement Ratios, and Authorized Funds



		3

		Launch E-76 Project Authorization from FADS



		   4

		Use the E-76 to verify Participating Cost “From” Date on the Invoice is the E-76 Authorization Date. Work Performed “From” Dates on the Billing Summary are On or After the E-76 Authorization Date



		   5

		Use the Finance Letter to verify Participating Cost “To” Date on the Invoice and Work Performed “To” Dates on the Billing Summary are On or Before the Agreement End Date



		6

		Use the Cooperative Work Agreement (CWA) Information in LP2000 Database to verify possible Expired/Lapsed/De-obligated Funds 



		7

		For State Funded Projects: 

Use the CTC Allocation Letter to verify State Allocation Date and Available Funds 



		8

		For Local Agency Indirect Cost Rates:

Use the Independent Office of Audits and Investigations (IOAI) spreadsheet to verify authorized local agency indirect cost rates 



		9

		Use the Current and Previous Invoices to verify Inactive Project, Sequential Billing Number, Total Participating Costs to Date, and Funds Remaining



		10

		For Billing #1:

Use the Current Invoice and Billing Summary to cross check the amounts claimed (for reference only)

For Subsequent Billing #s:

Use the Current Invoice, Previous Invoice, and Billing Summary to cross check the amounts claimed



		11

		For First Construction and/or Consultant Invoices Only:

Verify Award Information in LP2000 Database



		12

		For First Construction Invoices Only: 

Ensure Contractor Pay Estimate and Exhibit 15-L (Federal Projects) or Exhibit 22-A (ATP Projects) or Exhibit 23-A (STIP Projects) are Received Before Invoicing



		13

		For First Consultant Invoices Only:

Verify Exhibit 10-C, Exhibit 10-01, and Exhibit 10-02 are Received Before Invoicing



		14

		Review Checklist for Concurrence 



		15

		Create Invoice Dispute Letter if applicable



		16

		Log Invoice Information in LP2000



		17

		Scan, Save, and Mail Original LAPM 5-A and Required Documentation to Local Program Accounting
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