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Section 1: Applicability

This policy pertains to the requirements for submitting, reviewing, and approving grant
payment requests, as well as, financial reporting requirements for sponsors. Unless
noted otherwise the requirements within this policy apply uniformly to all grant sponsors,
including those States participating in the State Block Grant Program (SBGP).

Section 2: Payment Request Method
U.S. Department of Transportation (DOT) Electronic Grants Payment System

All sponsors must submit their grant payment requests electronically through the DOT
Electronic Grants Payment System, Delphi elnvoicing. All grant sponsor users must
complete an e-Authentication process to acquire system access and maintain an active
registration in Delphi elnvoicing to ensure timely payment. Further guidance on e-
Authentication process is available online at:

http://www.faa.gov/airports/aip/grant payments/.

U.S. DOT Electronic Grants Payment System Waiver Policy

On a very limited basis the DOT’s Office of Financial Management may issue sponsors
a system waiver that permits payment requests be submitted by hard copy rather than
electronically through Delphi elnvoicing. All sponsors requesting a system waiver must
first consult with their Regional Office /Airport District Office (RO/ADO) before
submitting their request. All sponsors seeking a system waiver must complete the
Waiver Request Form (Appendix A) and follow the instructions on the form for submittal.
The Federal Aviation Administration (FAA) will only make waiver recommendations to
DOT for sponsors that can clearly demonstrate they are unable to use or access the
internet to register and enter payment requests through Delphi elnvoicing. Sponsors
must provide a copy of their Waiver Request Form to their RO/ADO before submittal for
review. All requests will be reviewed by the DOT’s Office of Financial Management and
sponsors will receive a written response confirming or denying their request from the
DOT.

Sponsors issued a system waiver must submit all payment requests through hard paper
copy to their appropriate RO/ADO for review. Payment requests must include the
completed SF-271, Outlay Report and Request for Reimbursement for Construction
Programs, or for non-construction projects, the SF-270, Request for Advance or
Reimbursement. An approved equivalent form may also be used in place of these
forms. Sponsors must also include any other required supporting documentation
associated with their grant payment risk level, as outlined in Table 2: Grant Payment
Supporting Documentation Requirements (Table 2). All sponsors issued a system
waiver are still expected to meet the payment frequency requirements outlined in
Section 3.
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Section 3: Payment Request Frequency

Sponsors must initiate a payment request for project accomplishments in accordance
with project progress and receipt of contractor invoices. This will typically be monthly
but may vary depending on the type of project. It should be noted that continued grant
payment inactivity, defined as no drawdowns over a 12 month period, can be cause for
termination of a grant agreement. For further guidance on grant termination policies
and procedures please coordinate with Airport Compliance Division (ACO) and Airport
Improvement Program Branch (APP-520) or refer to the most current version of FAA
Order 5100.38 (Airport Improvement Program) and FAA Order 5190.6 (Airport
Compliance Manual).

Section 4: Authorized Payment Requesters

Only those users that have successfully completed the eAuthentication process and
have been granted access to Delphi elnvoicing may submit payment requests.
Sponsors are not limited in the number of users they designate as authorized to request
payments on their behalf. Sponsors may assign a designee to prepare and save
payment requests on their behalf in Delphi elnvoicing; however, sponsors must review
any designee prepared payment requests for accuracy before the sponsor submits a
payment request. It is the responsibility of the sponsor to ensure all payment requests
are accurate and meet all grant payment requirements.

Section 5: Payment Request Supporting Documentation Requirements

All sponsors are required to provide supporting documentation for all payment requests.
Supporting documentation must be uploaded electronically, as attachments to the
payment request, in Delphi elnvoicing. The sponsor’s grant payment risk level will be
used to determine the supporting documentation required to accompany their payment
requests.

Section 5.1 Grant Payment Risk Level

Each sponsor will be assigned a grant payment risk level of nominal, moderate or
elevated. A sponsor’s grant payment risk level pertains solely to their risk associated
with submitting grant payments and may differ from the risk level assigned to the
sponsor for other grant administration activities defined in the Revised Guidance to
FAA’s Risk Based Approach to Grant Oversight of the Airport Improvement Program
(AIP). Grant payment risk levels will be determined based on the factors illustrated in
Table 1, which are established in accordance with the Revised Guidance to FAA’s Risk
Based Approach to Grant Oversight of the Airport Improvement Program (AIP). All
sponsors are considered nominal until a specific issue warrants an increase or
decrease in their risk level. The RO/ADO must complete an Oversight Area Risk
Documentation Form (Appendix B) to document any change to the sponsor’s grant
payment risk level.
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Table 1: Grant Payment Risk Levels

Grant Payment Risk-Level

Risk Level Factors

Nominal Risk Sponsor

Pose minimal risk of improper use of grant funds.

Moderate Risk Sponsorl

Has a documented record of deviation from
appropriate grant payment processes and
documentation; such as, finding of lack of supporting
documentation during payment requests; repeated
grant draw down irregularities; or Single Audit findings

requiring payments to the Federal

Government in excess of $100,000.

Has a blatant or reckless violation of a grant
agreement; Finding of waste, fraud, or abuse; or a

Elevated Risk Sponsor repeat of any of the moderate risk factors.

Section 5.2 Supporting Documentation

Supporting documentation must be uploaded electronically to all payment requests in
Delphi elnvoicing. The assigned grant payment risk level for each sponsor will
determine the supporting documentation that sponsors must provide with each payment
request. See Table 2 for the supporting documentation requirements associated for
each grant payment risk level. Supporting documentation must be clearly labeled by
sponsors to ensure it is identifiable and searchable. States participating in the State
Block Grant Program must also meet the supporting documentation requirements in
Table 2. All payment requests from states participating in the SBGP must be based on
billed invoices and not requests from sub awardees. As a result, invoice summaries
down to the worksite level and billed invoice documentation must be provided as
required in Table 2.

In cases where sponsors submit a single payment request combining several grants,
required supporting documentation as outlined in Table 2 must still be submitted by the
sponsor. Sponsors must breakout supporting documentation to clearly illustrate the
grant that expenses are associated with in the payment request. For example, an
invoice summary document must be broken out and attached for each grant that is
associated with the payment request.

1 All single grants over $20 million must be treated as a moderate risk regardless of the sponsors overall
payment risk level (excluding the state block grants).
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Table 2: Grant Payment Supporting Documentation Requirements

Documentation Requirements

Nominal
Risk
Sponsor

Moderate
Risk
Sponsor

Elevated
Risk
Sponsor

Invoice Summary: A summary document
generated by the sponsor that includes the
following information for each Pay
Application/Invoice: contractor name?, the date of
invoice, invoice number, billed amount, breakout
of AIP and Non-AlIP participating costs, worksite
name, and a short summary of services/material
billed (See Appendix C For Example).

Contractor Pay Request2: Each Pay
Application/Invoice with Line Item Summary from
contractor (See Appendix D for Examples).

Sponsor Certification Letter & Other
Supporting Documentation: A letter from the
Airport Director/Grant Signer that certifies the
billed services meet contract pricing and bill
guantity requirements as well as all documentation
to support billing; such as, line item details
accompanying each pay request, supplier
invoices, inspector/observation reports (sponsor or
contractor prepared), all associated
sponsor/engineer analysis, and labor summary.
(See Attachment E for Examples).

Pursuant to 49 U.S.C. 47107, it is the sponsor’s responsibility to maintain all original
source documentation that supports grant payments from the FAA to the sponsor and
payments made by the sponsor for the project. This includes all related documentation
for prime as well as sub-contractor payments. These accounting records must be made
available upon request to FAA, the DOT’s Office of the Inspector General, Government
Accountability Office, independent auditors, and any other auditors acting on behalf of
those offices or the FAA, DOT and Congress. In accordance with 2 CFR §200.333, all
original documentation that supports grant payments must be retained for three years
after the grantee submits the final expenditure report.

% The use of contractor here and throughout the document references not just construction contractors but
also vendors and any service providers that have billed sponsors for work under the payment request.
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Section 6: Review and Approval of Payment Requests
Section 6.1 Approval Process Overview

The Delphi elnvoicing system will automatically check the grant’s available balance in
Delphi to verify the availability of funds before a payment request may be successfully
submitted by a sponsor. Once a payment request is successfully submitted it will follow
the approval process assigned by the RO/ADO. There are two types of approval
processes in Delphi elnvoicing, ‘auto-approval’ and ‘manual approval.’

Auto-Approval: This is an approval process whereby payment requests do not
require approval by the RO/ADO staff and are processed automatically for
payment once successfully submitted. However, all credit memo requests,
refunds and any payment request that would bring the total drawdown request to
more than 90 percent of the total grant amount will be re-routed to a manual
approval process requiring RO/ADO staff approval (See Sections 6.9 and 7 for
more information). Sponsors that are on an auto-approval process are still
required to submit supporting documentation as outlined in Table 2 and all such
documentation is subject to review and audit.

Manual Approval: This is an approval process whereby every payment request
requires the approval by RO/ADO staff before the payment request is processed
for payment.

Section 6.2 Assignment of Approval Process

Payment approval processes in Delphi elnvoicing will be assigned on a sponsor level,
or in very limited cases, an individual grant level. The RO/ADO will assign each airport
sponsor an ‘auto-approval’ or ‘manual approval’ process in Delphi elnvoicing based on
the sponsor’s grant payment risk level. Table 3: Sponsor Approval Process
Requirements specifies the approval process to assign for each grant payment risk
level. All nominal grant payment risk level sponsors must be assigned an ‘auto-
approval’ review process. Terminal, environmental, land, planning, parking lots, or
multi-year projects may need more oversight but do not always necessarily require it.
As a result, only in cases were more oversight is deemed appropriate by the RO/ADO
staff; the RO/ADO is permitted to assign a manual approval process to these specific
projects under nominal sponsors. All other nominal sponsor grants for projects must be
assigned an auto-approval process. All moderate and elevated grant payment risk level
sponsors must be assigned a manual approval process in Delphi elnvoicing. Any
sponsor that has been granted a system waiver by DOT must be assigned a manual
approval process regardless of their grant payment risk level.
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Table 3: Sponsor Approval Process Assignment Requirements

Grant Payment Risk-Level

Delphi elnvoicing Approval Process®

Nominal

Auto-Approval — No RO/ADO approval required
with the exception of payment requests within the
final 10 percent of the grant award amount.

At the discretion of the RO/ADO, specific grants
to nominal risk sponsors for terminal,
environmental, land, planning, parking lots, and
multi-year projects may be assigned a manual
approval process. These projects must still meet
nominal risk sponsor documentation
requirements.

Moderate

Manual Approval - Approval hierarchy must
include at least one level of RO/ADO approval.

All grants exceeding $20 million (excluding state
block grants) regardless of sponsor risk level
must be assigned a manual approval process.

Elevated

Manual Approval — Approval hierarchy must
include at least two levels of RO/ADO approval of
which one level must be conducted by a
RO/ADO manager.

Section 6.3 Approval Hierarchy

Approval hierarchies are created to assign approval processes for payment requests.
Each grant must be assigned an approval hierarchy by which payment requests are
routed to the designated RO/ADO staff for electronic approval. It will be the
responsibility of the RO/ADO manager to designate the appropriate staff in Delphi
elnvoicing to be approvers for specific sponsors and/or grants. This hierarchy can be
changed by submitting the Hierarchy Assignment Form (Appendix F) to the Enterprise
Services Center (ESC) DOT helpdesk to be processed in the system or filling out the
online form?*. Whenever a new grant is issued the default hierarchy will automatically be
assigned to that grant. If, in accordance with the requirements in Table 3, a different
hierarchy, needs to be assigned to that particular grant; the RO/ADO must complete a

% Sponsors that have been granted a system waiver from the U.S. DOT must be assigned a manual
approval process in Delphi elnvoicing regardless of their grant payment risk level.

4 Delphi elnvoicing Hierarchy forms are also available online at:

http://support-isupplier.esc.gov/hierarchy forms.aspx.
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Hierarchy Assignment Form (Appendix F) or fill out the online form. This form must be
sent to the ESC Helpdesk after receiving the Purchase Order (PO) number from the
FAA Accounting Technician.

To update, remove, or add FAA approvers to an existing approval hierarchy the
RO/ADO manager must complete the Approval Hierarchy Request Form (Appendix G)
and send it to the ESC Helpdesk to be processed in the system or fill out the online
form. This can be done at any time. It is the responsibility of the RO/ADO manager to
ensure approval hierarchies in Delphi elnvoicing are current and accurate. In the limited
circumstances where a new approval hierarchy needs to be created the RO/ADO must
complete the Approval Hierarchy Request Form (Appendix G) and send it to the ESC
Helpdesk to be processed in the system. All new approval hierarchies must maintain
the same naming convention to be consistent with existing RO/ADO approval
hierarchies. All approval hierarchies must be labeled according to the following naming
convention “<AlP>-<RO>-<ADO>-<Approval Process Type>-<Number>.” For example,
a manual approval hierarchy in the Washington ADO would be labeled as AIP-AEA-
WAS-MANUAL-1 or an auto-approval hierarchy in the Central Region as AIP-ACE-
AUTO-1.

Section 6.4 Review of Payment Requests from Sponsors on Manual Approval

The RO/ADO staff will receive an email notification for all payment requests requiring
manual approval. The RO/ADO must review all payment requests electronically in
Delphi elnvoicing for those sponsors and/or grants assigned a manual approval
payment process. When reviewing the payment request the RO/ADO must ensure that
the following criteria are met before approving the payment request:

e The costis reasonable and allowable;

e All required supporting documentation has been attached to the payment
request;

e Work covered by the payment is already completed and in line with the project
schedule and/or scope of services; and

e Payment request is consistent with the most recent project progress and financial
performance reports provided by the sponsors

A sponsor must only request payment in the amount of allowable project costs that have
been incurred by the Sponsor. These are costs that the sponsor has been billed for and
paid. However, there are times when advance payments may be necessary. An
advance payment is when a sponsor may request payment for services billed but not
yet paid by the sponsor. All advance payments must still provide documentation
showing that the payment is based upon invoices and billing statements. Please see
the most current version of FAA Order 5100.38 (Airport Improvement Program) for more
details on advance payment policies.
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Section 6.5 Review of Payment Requests from Sponsors Issued a System Waiver

For those sponsors who have been granted a system waiver the process for reviewing
payment request will be different because the sponsor must initiate the payment request
from outside the system. All sponsors issued a system waiver will submit a hard copy
of the payment request to the RO/ADO outside the Delphi elnvoicing system. Once the
RO/ADO receives the hard copy payment request they must review it in accordance
with the criteria established in Section 6.4. Following the review if the payment request
needs to be corrected or cannot be approved then the RO/ADO must contact the
sponsor to resubmit a new hard copy payment request with the corrections. Once
approved the RO/ADO must forward all payment request materials, including the
supporting documentation, to their designated FAA Accounting Technician to be
processed manually into Delphi Accounts Payable (A/P) module.

Section 6.6 Review of Payment Requests from Sponsors on Auto-Approval

There is no approval action necessary for payment requests submitted by sponsors
assigned an auto-approval process. However, the RO/ADO staff must still monitor
payments on a quarterly basis to ensure the required supporting documentation is
uploaded with each request and the draw downs are consistent with sponsor project
progress and financial performance. This review must be completed 30 days after the
end of each quarter.

During this quarterly review, the RO/ADOs will select payments to review based on the
following risk based approach:

Table 4. Payment Review Selection

For sponsor’s payments... RO/ADOs must select...
Without supporting documentation All payment requests submitted without
uploaded. documentation during the quarter.

Select one payment per sponsor with the
With supporting documentation uploaded. | highest dollar amount of payment request
submitted during the quarter.
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The RO/ADOs must review payment requests for the following:
e All required supporting documentation is uploaded with each payment requests;
e Each payment requested amount matches the supporting documentation;

e All work completed in the payment requests are consistent with the construction
or non-construction progress reports submitted by the sponsor for the project;
and

e There are no findings of any obvious unreasonable or unallowable costs.

NOTE: If the RO/ADO finds that during their payment review the payment selected does
not meet the above quality standards, ALL payments for that sponsor, that quarter, must
be reviewed. If a problem is noted, a payment risk level increase may be warranted.

The RO/ADO has the option of continuously reviewing all payment requests where the
RO/ADO determines this is necessary and needed due to operational or efficiency
issues.

Section 6.7 Approval of Payment Requests

For sponsors on manual approval, the RO/ADO staff will automatically receive e-mail
notifications from Delphi elnvoicing when a payment request is submitted by a sponsor
and is awaiting action. RO/ADO staff must access Delphi elnvoicing and review
payment requests within 30 days of the payment request being made. Upon a
successful review, the RO/ADO must approve the payment requests in Delphi
elnvoicing. RO/ADO staff must not change the payment request amount or redistribute
the accounting line in which the payment amount draws from. All payments will be
made on a First-In-First-Out (FIFO) accounting basis. Any changes to the accounting
lines will be performed by the designated FAA Accounting Technician. Once all the
designated approvers identified in the hierarchy workflow for the sponsor and/or grant
have approved the payment request it will be electronically batched in Delphi and sent
to the U.S. Treasury for payment. An email will also be sent to the sponsor informing
them that their request has been approved and is now pending payment.

For sponsors on auto-approval, no approval action is required and the payment will be
electronically batched in Delphi and sent to the U.S. Treasury for payment.

Section 6.8 Rejection of Payment Requests

When the RO/ADO staff determines a requested payment amount is not reasonable,
allowable, or justified the entire payment request must be rejected in Delphi elnvoicing.
No partial payments will be allowed in Delphi elnvoicing. The RO/ADO staff rejecting
the payment must provide the reason the payment request was rejected and the
corrective action required in the comments field. All sponsors will be notified by Delphi
elnvoicing when their payment request is rejected. Once corrected, the sponsor must
resubmit a new payment request with the required supporting documentation again in
Delphi elnvoicing.
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When sponsors submit a payment request or an invoice with less than one dollar
($1.00), FAA accounting will reject the invoice in Delphi elnvoicing. Due to system
limitations, Delphi only allows billing amount of one dollar ($1.00) or more. Sponsors
will be notified by the RO/ADO if a payment request is rejected.

With the exception of final payments (Section 6.9), payment requests from sponsors on
auto-approval cannot be rejected in Delphi elnvoicing by the RO/ADO staff. If there are
any errors in payment requests the sponsor must immediately contact their RO/ADO as
well as submit a credit memo, as outlined in Section 7, to correct the payment.

Section 6.9 Final Payment Request

As directed in statute, “Payments totaling not more than 90 percent of United States
Government’s share of the project’s estimated allowable cost may be made before the
project is completed if the sponsor certifies to the Secretary that the total amount
expended from the advance payments at any time will not be more than the cost of the
airport development work completed on the project at that time.” (49 U.S.C. § 47111)

All payment requests within the final 10 percent of the Government’s share of grant
funds will require RO/ADO approval. For the purposes of complying with the 90 percent
statutory provision, a project FAA determines is “substantially complete” can receive
payment within the last 10 percent of the grant agreement provided other parts of this
section are met.

The RO/ADO may authorize staff to approve payments beyond 90 percent of the total
grant amount in connection with specific projects that the FAA determines to be
substantially complete per the contract terms. This includes finding the work covered by
the payment is already completed and in line with the project schedule and/or scope of
service and may be used for its intended purpose; cost is reasonable and allowable;
and the request is consistent with the most recent project progress and financial
performance reports. The airport sponsor’s request must be grant specific and the
below conditions must be met for the specific project or projects within the grant
agreement that will be reimbursed by no more than 7.5 percent of the remaining 10
percent of grant funds. The RO/ADO must consider each grant on a case-by-case basis
before approving payments exceeding 90 percent of the grant award.

® Substantial completion is generally a defined term in a contract and is the stage of the project when
work is sufficiently complete in accordance with the contract documents so that the owner can occupy or
use the project for its intended purpose. The substantial completion date typically triggers: retainage
release; the warranty period; determination of any actual or liquidated damages; the start of the statute of
limitations; and related actions.
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Conditions:
e the sponsor is in the “Nominal” risk category; and

e the project results in a complete, usable unit of work as defined in the grant
agreement;

It shall be the sponsor’s responsibility to submit all required documentation to the
RO/ADO, including the contract section, evidencing the sponsor has found the project
substantially complete per the contract requirements, for FAA’s consideration in
determining whether the project is substantially complete. The FAA is the decision-
maker in findings of substantial completeness for purposes of approving payment under
this policy.

The RO/ADO may not approve payment for the final 2.5 percent of the grant amount
until all required closeout documentation (administrative, technical and financial) is
received by the FAA.

Any grants on an auto-approval process will automatically be re-assigned a manual
approval process when the total drawdown amount reaches 90 percent of the grant
award amount to enable the required approval by RO/ADO staff for the remaining 10
percent of available grant funds.

If a grant amendment is initiated that would increase the award amount, the sponsor
may continue to request payment on those additional funds up until the total drawdown
amount equals the re-calculated 90 percent threshold. At that point, grants will be
automatically reassigned to a manual approval process.

The RO/ADO may exclude block grants to States participating in the State Block Grant
Program (SBGP) from the final 10 percent hold. In these cases, the State is not the
“sponsor” of a project and therefore the block grant is not subject to this provision.
Under such cases the State may drawdown the full 100 percent of the grant award
amount prior to submitting financial closeout documentation. However, States are
required to follow the final 10 percent hold for all sub-award projects consistent with the
statute. Block grant states may also follow the criteria established for payments within
the final 10 percent of a sub-award project similar to the ADO process outlined above.

Section 6.10 Holding Payment Requests

If a particular sponsor is determined to be in non-compliance with grant conditions or is
indebted to the U.S. Government the RO/ADO staff may put a hold on all payment
requests for a particular sponsor in Delphi elnvoicing by contacting their FAA
Accounting Technician to suspend the sponsor’s Delphi elnvoicing account. All
sponsors with a hold on payment requests will not be able to submit payment requests
in Delphi elnvoicing. The RO/ADO staff may not withhold payment for approved
incurred costs for more than 180 days unless the sponsor has failed to comply with
grant conditions, has been notified in writing by the Regional Airports Division Manager,
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and has been given an opportunity for a hearing. RO/ADO staff must contact the FAA
Office of Airports Compliance, ACO-100, for specific procedures and requirements
before attempting to withhold payments for non-compliance.

Section 7: Improper Payments

If a sponsor submits an improper payment in Delphi elnvoicing they must immediately
contact their RO/ADO. If the improper payment has not yet been approved the RO/ADO
must reject the payment request in Delphi elnvoicing.

Any improper payments that have already been processed and received by the

sponsor require a credit memo or a refund to the federal government be processed to
return the funds The Sponsor will notify their RO/ADO that they are either offsetting or
returning funds for a specific grant. The RO/ADO will verify if the grant is open or
closed.

Open Grants

If the grant is open and the Sponsor will be submitting a payment request in Delphi
elnvoicing, the following process must be applied:

e Sponsors must contact their RO/ADO and submit a credit memo in Delphi
elnvoicing for at least one dollar over the amount of the improper payment
received, which may include overpayments or any payments received from the
incorrect grant.

e Sponsors must not deduct the improper payment amount from the next payment
amount requested.

e Sponsors submitting a credit memo must upload in Delphi elnvoicing supporting
documentation, which includes an official letter from the sponsor’s authorized
representative who accepted the grant explaining the reason for the credit memo.

e All credit memo requests will require approval by the RO/ADO. Credit memo
requests will be automatically assigned a manual approval process in Delphi
elnvoicing regardless of the sponsor grant payment risk level.

e Approved credit memo requests will be held for 29 days in the system until a
subsequent payment request is made that will offset the returned amount.

o |If after 29 days no subsequent payment has been made to offset the returned
amount, the credit memo will be removed from Delphi elnvoicing and sent to FAA
Accounts Receivable (A/R) for collections processing. A bill for collection is sent
by A/R to the sponsor.
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e Sponsor will send the check to FAA Accounts Receivable (A/R), referencing the
Purchase Order (PO) number, to the following address:

DOT/FAA/Mike Monroney Aeronautical Center, AMK-322,
6500 South Macarthur Boulevard

Modular Building 264-7

Oklahoma City, OK 73169-6901

Closed or Open Grants with No Draw Downs Remaining

If the grant is closed, has no further drawdowns, or has no funding available and a
refund is necessary, the following process must be applied outside the Delphi elnvoicing
system:

e Sponsor notifies the RO/ADO that they are returning funds for a specific grant.

e If appropriate Sponsor should submit supporting documentation for RO/ADO
review and approval.RO/ADO notifies their FAA Accounting Technician that the
funds will be returned to and provides the associated PO number to be reopened
in Delphi (if grant or PO is closed).

e RO/ADO instructs the Sponsor to send the check to FAA Accounts Receivable
(A/R) referencing the purchase order number and at the following address:

DOT/FAA, Mike Monroney Aeronautical Center, AMK-322
6500 South Macarthur Boulevard

Modular Building 264-7

Oklahoma City, OK 73169-6901

e Sponsor emails a copy of the refund check to the RO/ADO and FAA Accounting
Technician for reference.

e Once the returned funds have been received and processed by FAA A/R and
Accounts Payable (A/P), A/P will notify the RO/ADO to adjust the funds in the
Office of Airports database system. The normal closeout process is followed at
this point.

Section 8: Payment

Once payment requests are approved they will be electronically batched in Delphi and
sent to the U.S. Treasury for payment to the sponsor’s bank through Electronic Funds
Transfer (EFT). Approved payment requests are electronically batched daily in Delphi
and sponsors should receive their payment within two business days of approval.
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Section 9: Financial Reporting

In accordance with 2 CFR §200.327 sponsors are required to submit certain financial
reports to summarize grant expenditures and the status of project funds. These
financial reports must be collected outside of the Delphi elnvoicing system. Delphi e-
Invoicing is limited to grant payments and does not currently provide the full capabilities
to manage financial reporting requirements. All sponsors must prepare and submit the
following financial reporting forms to the appropriate RO/ADO in accordance with the
frequency requirements specified below.

SF — 425, Federal Financial Report (Appendix H): This report, or approved
equivalent, must be submitted annually for each open grant, due 90 days after
the end of each FAA’s fiscal year, by sponsors to monitor outlays and program
income on a cash or accrual basis. In addition, this report must be submitted as
a final financial report during closeout in accordance with2 CFR §200.327.

SF — 271, Outlay Report and Request for Reimbursement for Construction
Program (Appendix I): This report, or approved equivalent, is used for
construction projects only and must be submitted annually, due 90 days after the
end of each FAA'’s fiscal year, by sponsors to summarize requests for
reimbursements. In addition, this report must be submitted as a final financial
report during closeout in accordance with 2 CFR §200.343. Please note that only
those sponsors issued Delphi elnvoicing system waivers are required to use this
form with each payment request as well as annually.

SF-270, Request for Advance or Reimbursement (Appendix J): This report, or
approved equivalent, is used for non-construction projects only and must be
submitted annually, due 90 days after the end of each FAA’s fiscal year, by
sponsors to summarize requests for reimbursements. In addition, this report
must be submitted as a final financial report during closeout in accordance with
2 CFR 8200.343. Please note that only those sponsors issued Delphi elnvoicing
system waivers are required to use this form with each payment request as well
as annually.

AIP Grant Payment and Sponsor Issued on December 31, 2015 Page 16 of 49
Financial Reporting Policy ARP



Appendix A. System Waiver Request Form

See also the Waiver Request Form on the Department of Transportation website.
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http://www.dot.gov/mission/budget/waiver-request-form

OMi8 Control Mumber: 21 05-0564

o I%’ﬁ‘ U.S. Department of Transportation Expiration Date: 03302017
f Delphi elnvoicing Payment Request System
s ? Waiver Request Form - Instructions

o
Dﬁmﬂ"?
General Instructions. ‘Once complete and validated by DOT, the Director of the Office of
Financial Management will review the request and provide a response
Purpose of Form approving or denying the request via mail or e-mail to the redipient
The DOT and its Operating Administrations (OA's) are modemizing its paoint of contact. The review process should take approximatedy thirty
financial management systems, and as a result there will be changes to the {30} days from the time the request is received by the Office of
way grant recipients submit payment requests to the Department. Financial Management.
Recipients will be required to have elecironic intemet access to register in
DOT's elactronic payment system, Delphi elmoicing. Mailing Instructions
Mail via certified USPS, UPS, Fedex, etc. to:
Under limited conditions, DOT Financial Management officials may allow U5 Department of Transportation
exceptions to the requirement that grantees register in and submit (Office of Financial Management,
payment requests through the Delphi elnvoicing system. The endosed 1200 New Jersey Avenwe SE, Room Wo3-322
fiorm is used to request awaiver fromi wsing tha Dalphi elnvoicing system. ‘Washington DT 20590-0001
Applicability Paperwork Reduction Act (44 U.S.C. 3501) Burden 5Statement: A
All recipients of grants o cobperative sgraements submitting paymient federal agency may not conduct or sponsor, and a person is mot
requests to the Department of Transportation must be registered in and required to respond to the requirements of the Paperwork Reduction
submit payment requests through DOT's Delphi elnvoicing system. Act undess that collection of information displays a currently valid OMB
Control Mumber. The OME Control Mumber for this information
Mate: This process is not applicable to grant redipients cumently requesting {ulbl:tlun if 21050564, Public lepu'tng for ) this collection of
payment eliecronically through the Mational Highway Traffic Safety information i estimated to be approxdmately 30 minutes per response,
Administration's Grant Tracking System {GTS), the Federal Highway including the time for reviewing instructions, searching existing data
Administration's Aapid Approval State Payment System (RASPS), or the spurces, gathering and maintaining the data needed, completing and
Federal Transit Administration grant recipients currently raquesting reviewing the collection of information. All responses to this collection
payment through the Electronic Clearing Howse Operating System [ECHO), of information are required to request grant related payments from the
DOT. Send comments regarding this burden estimate or any other
‘Walver Process aspect of this collection, including suggestions for reducing this

If you are unable to access the intemnet, or are otherwise unable to use the burden to: Information Collection Clearance Officer, Department of
DOTs Delphi elnvoicing system, your organization must submit and be Transportation, 1200 New Jersey Avenue 5W, Washington, DC 20590,
granted a waiver of compliance. Refer to DOT Form 2770.4 and related 583

instrusctions for information regarding the waiver process. Recipients may

apply for an exemption or waiver by submitting a written waiver request to Privacy Act Statement: Privacy Act Statement (5 US.C. §
DOT Office Financial Manzgement. This request must contzin the following 552a_as amended]: AUTHORITY: 31 USC 3512, authorizes DOT

information: to collect this information. PURPOSE(S): DOT will use the
information provided to establish your identify prior to your

1.Name, address, grantee institution or entity name, phone numiber receiving an account within our system, and is intended sclely

and email address. to establish a unigue identity and proof thereof. ROUTINE

USE(S: In accordance with DOTs system of records notice,
2 Recipients must provide specific reasons as to why they are unable to DOT/ALL 7 Departmental Accounting and Financial Information

use or access the intemet to register and enter payment requasts wusing Systern, DAFIS, the information provided may be disclosed to

the online payment system. “consumer reporting agencies” as defined in the Fair Credit
] Reporting Act (15 US.C 1681alfl) or the Federal Claims
All requests should be sent to Director of the Office of Financial Collection Act of 1982 (31 USLC. 3701(al3)). DISCLOSURE:

Management, LIS Department of Transportation, B-30, room We3-322, 1200 Provision of the requested information is voluntary; however
Mew lersey Avenue S_E»W“h'"ﬂmnu[;&?mf'ﬁhﬂ . failure to fumish the requested information may result in an
: ives will not consider req mata'u:m-' aguphtnaa inability of the Department to grant you acress to our system.
Mote: Concerns ower system security are not valid reasons and will not be
granted awaiver from DOT Financal Management because the Delphi
elnvoicing system is fully secure and meets the latest tachnical security
requirements as proscribed by the Office of Management and Budget and
the Mational Institute of Standards and Technology (NIST).

DOTF 27704 ‘0P Office of Finandal Maregement, B-30
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OB Control Number: 2705-0564
Expiration Date: 09/30/2017

Sy, U.S. Department of Transportation
$ $§ Delphi elnvoidng system
% ~$ Waiver Request Form
Srares d*‘#
Contact Information:

RecipientLegal Name:

Doing Buisness As(DBA) Name:

Point of Contact (POC) Name:

Phone Number:

Recipient DUNS Number:

Recipient AddressLine 1:

Recipient AddressLine 2:

Recipient City/State/Zip Code:

Waiver Justification:

Provide a detailed justification providing specific reasons as to why the grantee organizationis unable to use or access the internetto
register and enter payment requests using the online payment system.

Waiver
Justification
Grantee POC Signature Date
OSTF 27704 OPI: Office of Financial Management, B-30
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OMB Control Number: 2105-0564
Expiration Date: 09/30/2017

DOT Response Required for Non-concur:

DOT Response

DOT Financial Management Representative Signature Date

Mail via certified USPS, UPS, Fedex, etc. to:

DOT Enterprise Services Center
FAA Accounts Payable, AMZ-100
PO Box 25710

Oklahoma City, OK 73125

OSTF 27704 OPI: Office of Financial Management, B-30
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Appendix B. Oversight Area Risk Documentation Form
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Oversight Area Risk Documentation Form

Sponsor Name:

Overall Sponsor Risk and associated requirements are outlined in the AIP Grant Oversight Risk Model
Policy. This form documents needed additional sponsor oversight (i.e., moderate or elevated risk). Itis
understood that sponsors are considered nominal until a specific issue warrants an increase or

decrease in their risk

level.

For the specific oversight area please indicate below the: 1) date of determination 2) risk level 3)
reason for risk level rating and 4) full name of person updating the form. Also document once the
sponsor no longer needs additional oversight.

Oversight Area: Grant Payments®

Date of Risk Risk Level . .
Determination (Nominal, Moderate, Reason for Risk Level Rating Updated By
or Elevated)
'See AIP Grant Oversight Risk Model Policy.
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Oversight Area: TBD?

Date of Risk Risk Level : .
Determination | (Nominal, Moderate, Reason for Risk Level Rating Updated By

or Elevated)

Oversight Area: TBD?

Date of Risk Risk Level : :
Determination | (Nominal, Moderate, Reason for Risk Level Rating Updated By
or Elevated)
% Reserved for future oversight area guidance.
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Appendix C. Example of Invoice Summary
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Summary of Sponsor Invoice # 15

Grant # 3-00-0000-001-2011

Short Summary of

Contractor/Consultant | Contractor Invoice Billed Non-AlIP Services/Materials
Name Invoice # Date Due Date Amount AIP Costs Costs Worksite Name Billed
St. Augusta 300 hours of project
B & D Associates 7 3/30/2012 | 4/30/2012 | $35,400.00 | $31,860.00 | $3,540.00 - AUGUS assessment and
Regional Airport . :
inspection
Removal of 63 square
yards of pavement,
installed 3,837 tons of
Point Industries 4 5/3/2012 | 6/3/2012 | $325,312.00 | $292,780.00 | $32,532.00 St. Augusta crushed aggregate
Regional Airport base course and
installed 6,243 tons of
bituminous binder
course.
Total Requested $324,640.00
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SAMPLE 1 - INVOICE SUMMARY for DEVELOPMENT PROJECT (Cumulative)

GRANT RECIPIENT INFORMATION PROJECT INEFORMATION
Name: ABC Airport Authority Grant Number: 3-XX-XXXX-XX
Airport: _ ABC Municipal Airport Description: _ Rehabilitate Taxiway
Address: 2222 Airport Road
City/State: _Airport City, USA Reimbursement No.: 4 Federal Share %: 90%
(1a) (1b) (1c) X (2) (3) (4) (5) (6) (7) (8)
Vendor/Class/Description Contract Previously Invoice Invoice Due Invoice AIP Eligible Non- AIP Share
Payments Number Date Date Amount Costs Participating
Costs
Administrative $ - S - s - s °
Daily Dispatch - RFQ n/a 50.00 1 10/1/11 | 11/1/11 | $ 50.00 S 50.00 S - 1S 45
Daily Dispatch - IFB n/a 250.00 2 4/1/12 5/1/12 S 250.00 S 125.00 S 125.00 S 113
Fedex - Project Manual n/a 35.00 1 1/1/12 2/1/12 $ 35.00 $ 35.00 S -1 S 32
Fedex - Grant Agreement n/a 15.00 2 6/1/12 7/1/12 $ 15.00 $ 15.00 S - S 14
Engineering - Design Services
AIP Consutants Inc: (2012D127) $60,000.00 $ 55,000.00
Design, Bid Services 2012D127-1 | 12/1/11 | 1/1/12 $ 15,000.00 | S 15,000.00 | $ - 1S 13,500
Design, Bid Services 2012D127-2 | 1/1/12 2/1/12 $ 25,000.00 | S 23,000.00 | $ 2,000.00 | S 20,700
Design, Bid Services 2012D127-3 | 2/1/12 | 3/1/12 | $ 15,000.00 | $ 15,000.00 | $ - s 13,500
Design, Bid Services X | 2012D127-4 | 4/1/12 5/1/12 $ 5,000.00 $ 5,000.00 $ -1 8 4,500
Construction Phase Services - Observation and Testing
AIP Consutants Inc: (#2012C157) $75,000.00 $0.00
Construction Services-March2012 X | 2012C157-1 | 4/1/12 5/1/12 $ 2,500.00 $ 2,500.00 S -1 S 2,250
Construction Services-April 2012 X | 2012C157-2 | 5/1/12 6/1/12 $ 10,257.00 | $ 10,257.00 | $ -1 s 9,231
Construction
Airport Paving Inc. $800,000.00 $0.00
Construct Taxiway X 1 6/1/12 7/1/12 $ 50,000.00 | $ 50,000.00 | $ -1 S 45,000
x= Current Invoice Submmital TOTAL $
108,884
Format Features PREVIOUS REIMBURSEMENTS | $ 47,903
- Allows tracking of all invoices submitted under the project to date. AMOUNT OF THIS REIMBURSEMENT | $ 60,981
- Groups invoices into appropriate cost classifications (e.g. Design)
- Identifies specific invoices addressed under current outlay
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Appendix D. Example of Contract Pay Request and Line Item Summary
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Example of Contract Pay Request

APPLICATION AND CERTIFICATE FOR PAYMENT

No. 1 Page__1_of 2
Period from : 6/18/2012 To: 7/16/2012
B h
CONTRACT DATE: June 18, 2012
ORIGINAL CONTRACT SUM $634,153.80
Change Order No.
Change Order No.
Change Order No.
Net Change by Change Orders $0.00
CONTRACT SUM TO DATE $634,153.80
Amount Amount Less 1%
Eamed Retainage Eamed Gross
Estimate This Held This Less Receipts
No. Estimate Estimate Retainage Tax Total
One 150,320.00 7,516.00 142,804.00 1,428.04 141,375.96
Totals: 150,320.00 7,516.00 142,804.00 1.428.04 141,375.98
Less Previous Certificates for Payment: 0.00
Less Liquidated Damages: 0.00
Current Payment Due: 141,375.96

CONTRACTOR'S CERTIFICATE
The undarsigned Contracior certifies that the Work covered by this Application for Payment has been completed in accordance with the

Contract Documents, that all amounts have baen paid by him for Work for which provious Certificates for payment were issued and
payments receivad from tho Owner, and that current payment shown herein is due.

Daxed:AUc z/ﬁz 20/7

g

ENGINEER'S CERTIFICATE FOR PAYMENT

This & {with i ion) meets tha i of tha Contract Documents and payment of the above
“Cument Payment Dus” is recommanded.

Dsted: 07{ /7£ /l

I

Engineer

By
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INVOICE

July 10, 2012
Invoice No 66768

Project 526700,0000 OBSTRUCTION REMOVAL RUNWAY 9-27 (SURVEY & DESIGN) - EXTEND
RUNWAY 9-27 PH 3 (ENVIRONMENTAL COORDINATION}

For enginesring services performed in connection with the Public Involvement for Environmental Assessment Phase 3, Benefit Cost Analysis (BCA),
and Obstruction Evaluation. In accordance with the Agreement dated July 15, 2011,

Brofessional Bervices frem June 01, 2012 to June 30, 2012
4101 - ADMINISTRATION

Fee
Percent Previous Current
Billing Phase Fee Complete Earned Fee Biliing Fee Billing
0101 Administration 7.904.00 .00 5,532.80 5,532.80 0.00
0102 Benefit Cost Analysis 13,300.00 100.00 13,300,00 13.300.00 0.00
0103 Safety Phasing 3,066.00 .00 0.00 0.00
£104 Obstruction Design 20,900.00 75.00 15,675.00 10,450.00 Qﬁj@
0105 Utility Coordination 7.866.00 9000 7.079.40 7.079.40 0.00
04106 GIS 2,743.00 25.00 685,75 685.75 0.00
(301 Environmental 24,410.00 85.00 20,748.50 18,307.50 2,441.(}0"171”5
0401 Survey 14,262.00 10000 14,262.00 13.548.90 7o)
Total Fee 94,451.00 77,283.45 68.904.35 $,379.10
Total Fee 8,379,180
Total this Phase %£8,379.14
0301 - ENVIRONMENTAL
HReimbursable Expensez
Legal Notice 43.41
Total Reimbursables 43.41 43.41
Total this Phase $43.41 - 7
9901 - ADDITIONAL SERVICES
Total this Phase $0.00
9902 - ADDITIONAL SERVICES - AERIAL SUBCONTRACTOR
‘Total this Phase $0.80
Billing Limits Current Prior To-Date
Consultants 0.00 26,674.00 26,674.00
Limit 30,900,060
Remaining 4,226,00
Page 1
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"Proj ect . 526700.0000 PUBLIC INVOLVEMENT ENVIRONMENTAL PHASE 3 Tnvoice 66768

Expenses 43,41 610.28 653.69
Limit 3,200.00
Remaining 2,546.31

Total this Invoice
Billings to Date

Current Prior Total
Fee 8.379.10 68,904,353 77,283.45
Labor 0.00 2,726.50 2,726.50
Consultant 0.00 26,674.00 26,674.00
Expenss 43.41 610.28 653.69
Unit 0.00 490,16 490.16
Totals §,422.51 99,405.29 107,827.80

Thank You,
Page 2
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Appendix E. Example of Sponsor Certification Letter and Supporting Documentation to
Support Pay Requests for Elevated Sponsors
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Appendix E - Example of Sponsor Certification Letter
St. Augusta Regional Airport
1234 Airport Road, Juniper, TN 55421

| have reveiwed the payment request for $324,640 and certify that it is based on invoices where the
billed price is the contract price, the billed quanity agrees with the Authority records, and the
contract requirments have been met.

Authorized Signature

[[Name of Airport Director/Grant Signer]]
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Contractor
CN
Project

Item Number:

Project Description: Bituminous Binder Course

Appendix E - Example of Line Item Details

Point Industries
175

Rehabilitate Runway 12/30

00034-6-G

Planned Quantity:
Units:

280,000
Ton

Financial Reporting Policy

ARP

QTY Currently QTY Applied to
Date Work Location/Description Applied Date Percent Complete
2/12/2012|Phase 1 63,880 100%
2/28/2012|Phase 1A 25,000 100%
3/12/2012|Phase 3 900 100%
3/24/2012|Phase 3A 3,000 100%
3/29/2012|Phase 4 700 100%
4/5/2012|Phase 4B & C 2,000 2,000 99%
4/14/2012|Phase 5 900 900 98%
4/30/2012|Phase 6 3,000 3,000 92%
5/1/2012|Phase 8 343 343 91%
TOTAL 6,243 193,203 69%
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Appendix E - Example of Supplier Invoice

Aggregate Concrete Control No. 734899
5553 Goodie Lane, Timbucktwo, AL 55992
Ticket No. 3562780
Date Time Hauler N{Truck No.
4/23/2012 1:00 PM|AQR 900 456
Customer No. Purchase Order No. | Product Code | Sale Type Zone Plant No. | Project No Loads Accum Amt.
896789 12 A1789 Pickup 678|SP-98790 45| S 46,067.30 |

Customer Name I

Job Name/Directions I

St. Augusta Regional Airport Runway 12/30
Point Industries St. Augusta Regional Airport
3456 Address Ave
Cornerstone, FL 22222 Deliver North side access road; add $4.00 gas surcharge on all cement products
MAX GROSS WEIGHT 80,000; MAX NET 26.93
Product Quantity Unit Price Amount Pounds Tons
Ton GROSS 12486000 6243
P-403, Plant Mix Bituminous Pavement RaulRat TARE 26140 13.07
Tax TN Net 40320 20.16
Total Due
ARRIVE JOB DEPART JOB WAIT TIME
1/we relieve the seller of any liability for personal injury or property
damage when delivery is made beyond the curb line. (disclaimer)
Authorized Signature:
THE PERSON SIGNING THIS DELIVERY TICKET IS AUTHORIZED TO
ACCEPT MATERIALS DELIVERED. IN CASE OF EMERGENCY CALL 1-800-
HELP-MEE Name/Title (please print)
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Appendix E - Example of Labor Summary

B&D Associates Labor Summary

Item # 2 - Project Assessment

|Project Number |Emp|oyee |Week Ending |Hours |Rate |Tota|
66-555-0142-02 Green 3/14/2012 40 118 4720
66-555-0142-02 Brown 3/9/2012 50 118 5900
66-555-0142-02 Jay 3/21/2012 40 118 4720
66-555-0142-02 Green 3/30/2012 40 118 4720
66-555-0142-02 Green 3/9/2012 50 118 5900
66-555-0142-02 Adeal 3/21/2012 40 118 4720
66-555-0142-02 Franklin 3/30/2012 40 118 4720
TOTAL: $ 35,400

AIP Grant Payment and Sponsor
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Appendix F. Hierarchy Assignment Form
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| Hierarchy Assignment to Grant Purchase Orders \
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| Hierarchy Assignment to Grant Purchase Orders
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Appendix G. Approval Hierarchy Request Form
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Approval Hierarchy Request Form

Section 1 Organization Information

1.1 What is the Operating Administration (OA) for this hierarchy?
1.2 Who is requesting this approval hierarchy change?
1.3 Request date?

Section 2 Basic Hierarchy Information

2.1 What is the unique name for this hierarchy?

2.2 What is the effective start date for this change? (optional)

2.3 What is the effective end date for this change, if any? (optional)
2.4 Hierarchy comments (optional)

Section 3 Auto-Approval Information (optional - only for auto-approved hierarchies)

3.1 Is this an auto-approval hierarchy (yes/no)?

3.2 If the answer to question 3.1 is YES, what is the payment request amount, as a
percentage of the total grant amount, that will trigger an FYI notification?

3.3 Provide the email addresses, one per cell, for the users who should receive an
FYI notification when the threshold defined in 3.2 is reached.

3.4 If the answer to question 3.1 is YES, what is the expended balance threshold,
as a percentage of the total grant amount, that will cause a payment request to
require manual approval?

Section 4 Manual Approval Hierarchy Details (required for all hierarchies)

4.1 The number of days a payment request will wait for action to be taken before an
escalation notification is sent.
Tier 1 (required)
4.2 Provide the email addresses, one per cell, for the users in Tier 1 of the manual
approval hierarchy.
4.3 Provide the email addresses, one per cell, for the users who should receive
escalation notifications when the threshold in 4.1 is reached.
Tier 2 (optional)
4.4 Provide the email addresses, one per cell, for the users in Tier 2 of the manual
approval hierarchy.
4.5 Provide the email addresses, one per cell, for the users who should receive
escalation notifications when the threshold in 4.1 is reached.
Tier 3 (optional)
4.6 Provide the email addresses, one per cell, for the users in Tier 3 of the manual
approval hierarchy.
4.7 Provide the email addresses, one per cell, for the users who should receive
escalation notifications when the threshold in 4.1 is reached.
Tier 4 (optional)
4.8 Provide the email addresses, one per cell, for the users in Tier 4 of the manual
approval hierarchy.
4.9 Provide the email addresses, one per cell, for the users who should receive
escalation notifications when the threshold in 4.1 is reached.
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Appendix H. SF 425 Form

See also the SF 425 Form on the FAA website.
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FEDERAL FINANCIAL REPORT
(Follow form instructions)

1. Federal Agency and Organizational Element to 2. Federal Grant or Other Identifying Number Assigned by Federal Agency (To
Which Report is Submitted report multiple grants, use FFR Attachment) Page of
1
pages
3. Recipient Organization (Name and complete address including Zip code)
4a. DUNS Number 4b. EIN 5. Recipient Account Number or Identifying 6. Report Type 7. Basis of Accounting
Number (To report multiple grants, use FFR ] Quarterly [] Cash
Attachment) [] semi-Annual | Accrual
[] Annual
[] Final

8. Project/Grant Period (Month, Day, Year) 9. Reporting Period End Date (Month, Day, Year)
From: |To:
10. Transactions | Cumulative
(Use lines a-c for single or combined multiple grant reporting)
Federal Cash (To report multiple grants separately, also use FFR Attachment):

a. Cash Receipts

b. Cash Disbursements

c. Cash on Hand (line a minus b)
(Use lines d-o for single grant reporting)
Federal Expenditures and Unobligated Balance:

d. Total Federal funds authorized

e. Federal share of expenditures

f. Federal share of unliquidated obligations

g. Total Federal share (sum of lines e and f)

h. Unobligated balance of Federal funds (line d minus g)
Recipient Share:

i. Total recipient share required

j. Recipient share of expenditures

k. Remaining recipient share to be provided (line i minus j)
Program Income:

|. Total Federal share of program income earned

m. Program income expended in accordance with the deduction alternative

n. Program income expended in accordance with the addition alternative

0. Unexpended program income (line | minus line m or line n)
11. a. Type b. Rate c. Period |Period To |d.Base e. Amount Charged f. Federal Share
Indirect From
Expense

g. Totals: |0 0 0
12. Remarks: Attach any explanations deemed necessary or information required by Federal sponsoring agency in compliance with governing legislation:
13. Certification: By signing this report, | certify to the best of my knowledge and belief that the report is true, complete, and accurate, and the
expenditures, disbursements and cash receipts are for the purposes and intent set forth in the award documents. | am aware that any false,
fictitious, or fraudulent information may subject me to criminal, civil, or administrative penalties. (U.S. Code, Title 18, Section 1001)
a. Typed or Printed Name and Title of Authorized Certifying Official c. Telephone (Area code, number, and extension)
d. Email Address
b. Signature of Authorized Certifying Official e. Date Report Submitted (Month, Day, Year)
14. Agency use only:

Standard Form 425 - Revised 10/11/2011
OMB Approval Number: 0348-0061
Expiration Date: 2/28/2015

Paperwork Burden Statement

According to the Paperwork Reduction Act, as amended, no persons are required to respond to a collection of information unless it displays a valid OMB Control Number. The
valid OMB control number for this information collection is 0348-0061. Public reporting burden for this collection of information is estimated to average 1.5 hours per response,
including time for reviewing instructions, searching existing data sources, gathering and maintaining the data needed, and completing and reviewing the collection of
information. Send comments regarding the burden estimate or any other aspect of this collection of information, including suggestions for reducing this burden, to the Office of
Management and Budget, Paperwork Reduction Project (0348-0061), Washington, DC 20503.
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Appendix I. SF 271 Form

See also the SF 271 Form on the OMB website.
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OME APPROVAL HD. D348-0002

OUTLAY REPORT AND REQUEST FOR REIMBURSEMENT]| PABE oF J
FOR CONSTRUCTION PROGRAMS | PABE

1. TYFE OF REQUEET |z exzi5 oF REQUEST
(Fee nstructions o back) O FIMAL O PARTIAL OcAsH O ACCRUAL
|5 FEDERAL GFONGORING AGERCY AND ORGANIZATIONAL ELEMENT 10 [T TEDERAL CHART OF GTHER © FARTIAL PATMENT REGUEST WO,
WHSCH THIS REPDRT ES SUBRITTED IDENTIFYING NUMBER

ASSMIMED BY FEDERAL ABENCY

E. EMFLOYER IDENTIFICATION 7. RECIPRENT'E ACCOLNT HUMEER PERIOD COVERED BY THISE REQUEST
HUMEER OR ICERTIFYING NMUMBER FROM [Masik, Sy, Fmar TO (Wosik, Sy, Far
5 RECIFIENT OREANIZATION 10. FAYEE (Wham chack is iy 5o sasf F Sfaast hay Ban Sf
Mamea: W ama:
Wi and Siraet: Wo. and Sirest:
City, Siate and City, State and
Zip Coge - zip Code:
LED ETATOS OF FORDE
PROCRAME - FUNCTIONE  — ACTIVITIES
CLASSIFICATION [FT] ] fc TOTAL
a. Administrative expense 3 3 4 3

b. Preliminary sxpenss

t. Land, struciures, right-of-way

d. Architeciural EﬂElI‘IBBrlﬂu bacl: feas

g Other architectural nnglnaannu i)

i. Projact |I15EI:1|DI1 i

. Lamd davwelopmant

. Refocation expansa
L Relocation payments to Individeals
and businessas

|. Demoiltion and removal

k. Construction and project improvement cost

I. Equipment

m. Miscellaneous cost

0. Total cumulztive to datefsom of fnee 2 o m)

0. Deductions for program Incoma

. Net cumulative 10 dale (Tine 0 minos ine o)

. Federal share to daie

I Rehabllltation grants {100% relmbursemant)

5. Total Fesderal share (som of lings g and r)

1. Federal payments previously requestad

. Amount requestsd for relmbursemant 3 3 3 3

v. Parcentage of physical completion of project % % 5% %
2. CERTIFICATION [ETERATORE OF ADTHORGED CERTIVTRE OFFICIAL TIATE REPORT SUEMITIED

a. HECIPIENT

I certify that i R best of my knowlsage and TYRED OF PRINTED MANE J8D TIILE TELEPAONE [Ama com, mwmbar
bellel the billed costs or disbursamants ara ans axiassisy |

In accordamce Wil the 1erms of the DI'I]_]BIH

:::B}g‘lu :::rguzn::ﬁ:ﬂm:;n h[::mﬁrti::: SIGMATIRE OF AUTHORIZED CERTIFYING OFFRCIAL DATE EIERED

DTB“EIIJSP_( reqguested and thal am Inspection

has besn parformed and all work I in  |B AEFRESENTATIVE

accardance wiih ihe $mms of the Fward. CEATIFYING TO LINE 11V [T¥PED OW PRINTED MANE RND TITLE TELEPAONE [4ma coss, Swmbar,

a8 AxiaRsien |
AUTHORIZED FOR LOCAL AEPADDUGTION TTANDARD FORM 171 i, 7-57]
PREVIOUS EDITION USABLE Prescribed by OME Clrcular A-102 and A-110
71-103
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INSTRUCTIONS

Publlc reporting burden for this collection of Infermation ks estimated i average 60 minuies per response, Including tima for reviewing Instructions,
saarching existing data sources, gatharning and maimtaining the data needad, and compieting and reviawing the collection of information. Send comments
regaring the burdem estimate or any other aspact of this collsction of Information, Including suggestions for raducing this burden, to the Ofice of
Management znd Budgat, Paperwork Redection Project (034B-0004), Washington, DC 20503

PLEASE DO NOT RETURN YOUR COMPLETED FORM TO THE OFFICE OF MANAGEMENT AND BUDGET.
SEND IT TO THE ADDRESS PROVIDED BY THE SPONSORING AGENCY.

Pipase type or print legibly. items 3, 4, 5, &, 9, 10, 112 and 11v are salf axplanatory; specific Instructions for other items are as
Tollows:
rem Eniry ram Ly
1 Mark the appropriata box. If fhe request Is final, the amounts 11) Enter gross salarles and wages of amployees of the
bilkad should rapresant tha final cost of tha project. raciplant and payments to third party contractars directly
gngaged In parforming demolition or removal of
2 Ghow whether amounts are computed on an  accrued structures from ceveloped land. All proceeds from the
mxpanditure or cash dishursement basis. galo of salvage or the ramoval of structures ghould be
credited to this account; thareby reflecting net amounts it
& Enter the Employer ldantification Numbar (EIN) assigned required by the Fadaral agency.
by the U.5. Internal Revenue Service or FIGE (Instrution)
code If raquasted by the Faderal agency. 11k Entar those amounts assoclated with the actual
construction of, addition to, or rastoratlon of a facllity.
7 This space Is raserved for an account number of ather Also, Includa In this catagary, the amounts tor project
Identitylng number that may be assigned by the raciplant. :IT“E;D“"" ents such 25 sewers, strasts, landscaping, and
phtng.
11 The purpose of vertical columns (a) through (c) Ig to
provida space for saparate cost breakdowns when a large 111 Enter amounts for all eaquipment, both fixed and
project has been planned and budgeted by program, movable, exclusive of equipment used for construction.
function or activity. It additlonal columns are nasded, use For sxampls, parmanently attached laboratory tables,
45 many additional forms s neaded and Indicata page bulitin audlo visual systams, movabla desks, chairs,
number In space provided In uppar right: nowever, the and lanoratory aquipment.
summary totals of all programs, functlons, or activities
should ba shown In the “total® column on the first page. 11m Entertha amounts of all itemz not specifically mentioned
All amounts are reportad on a cumulative basis. above.
11a Enter amounts expended for such Items as travel, lagal 11n Enter the total cumulative amount to date which should
fess, rental of venicles and any other administrative De the sum of lines & tAreugh m.
gxpanses. Include the amount of Interest expansa whan
authorized by program lsglsiation. Also show the amount 110 Entar the total amownt of program Income appiled to the
0f Intarest expanss on a saparate sheet. grant or contract agreament except Income Included on
ling ]. Igentify on a separate gheat of paper the sources
11b Enter amounts partaining to the work of locating and and typas of the Incoma.
gesigning, making surveys and maps, sinking test noles,
and all othar work required prior to actual construction. 11p Enter the net cumulative amount to date which should be
the amount shown on line n minus the amount on lina o.
11c Entar all amounts directly asseclated with the acquisition
of land, exdsting structures and retated right-of-way. 11q Emter the Fedaral share of the amount shawn on line p.
110 Enter basic fess for services of architectural enginesrs. 11r Enter the amount of ranablitation grant payments made
to Individuals wnen program legisiation provides 100
11g Entar othar architectural enginsering sarvices. Do not percent payment by the Fedaral agancy.
Includa any amounts Nown on line d.
11t Enter the total amount of Faderal payments previously
11t Enter Inspaction and audit fees of construction and ralated requasted, It this form 15 used for requesting
programs. relmbursamant.
11p Enter all ampunts assoclated with the development of 11y Enter ine amount now Delng  requested  for
land whare tha primary purposs of the grant I land relmpursament. This amount should be the difference
Improvemant. Tha amount pertaining to Iand developmant betwaen the amounts shown on nes s and t. If difterant,
normally assoclzted with major constructlon should be explain on a separate shaet.
gxcluded from thig category and entared on ling k.
12a To be completed by the oficlal reciplent officlal who 13
11n Enter the dollar amounts used to provide relocation responsiols for the operation of the program. Tha date
advisory assistance and nat costs of raplacement housing should be the actual date the form |5 submitted to the
(last resorf). Do not Include amounts nesdad for Faderal agency.
relocation administrative sxpenses; thesa amounts should
be Included In amounts shown on lne a. 120 To be completed by the officlzl raprasantative who 13
cartitying to the percent of project completion as
111 Enter tha amount of relocation payments made by the providad far In the terms of the grant or agreemant.
reciplent to displaced parsons, farms, busingss concems,
and nonprofit organizations.
STANDARD FORM ¥71 (Raw. 7-57] Back
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Appendix J. SF 270 Form

See also the SF 270 Form on the OMB website.
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JOME RPPTRC WAL MO WO E =

0348-0004 | s
REDUEST FDR ADUANCE . 2 cne or o doeaa [ BAmEOF REJJEST

OR REIMBURSEMENT t Ol apveamce [ REMBURSE

TYRE MENT O casH
RN b AT A & ppca d'e dox
(Eme psrocions on hack) ST B O FNAL (] PARTIAL O acCcRUAL
ECEFURL 5 PR S0P PSRRI T M O CFCA (2 ATICRL. ELERERT T 4. FEDERAL GREAT OF OTHER UL TLLL O T PR T
wAHICH THS FEPORT IS SEMTTED CIERT FFIRG MUVESR LS50 ED MUNEER FOR THIS REGUEST

BN FEDIE FURL B BT

B ERLCVER DIENTFCATION TR ECE BT S OO T MR 5 PERNID COVERED BY THIS REGUEST
M MEER T O ENTIFY MG NUVEER WIM fmcath e I fmcn it dury. v mar
9. RECPIENT O AMNE&TION 0. PAYEE e C il & 00 b SOl A clevnasd Ml Mo )
MNams Name
Number Wumber
ang Siresl g S ireal
Cily, Siale Cily, Slala
and AP Coge and ZIF Cods

11 COMFPUTATION OF AMOUNT OF REIMBEURSEMENT SADVANCES REQUESTED

fal bl fel
PROGRAMSFUNCTHONSACTWTIES fime
TOTAL

@ Tolal program % ncfdal

oy bo dabis il 3 3 5
0 Less Gumulzlive program ncome
o Net program ouflays (Line a minus

linz b
d E=fenabed ned cam b ouf s for adance

o o]

= Tobal [Swn of dnes ¢ 4 4]
I Mo Federal shareof amounton ne e
g Federal sfere of amoudt online s
i Fesderal payrmenbs presiousy requesisd

Fedeml share now requested (Libe g

minus fns bl
| Amvances requied by

mondh, When requesed 1=t montn

by ([Fedeml granier

wmm n m_m 2nd month

orescheduled advances

Srd month

12 ALTERNATE COMPUTATION FOR ADVANCES ONLY
@ Esfimated Fedeml camh oullays Brat will be mades duwing period covered by the adwance h
2 Less Emfimeted bmance of Federal cash on fend a= of beginning of advance period

o Mmount requested [Line 8 minus e bl P
AUTHORZEDFOR LOCAL REPRODUCTION [Conknusd an K2 perse) STAMOARD F O 70 (e 197
Premcrined by OME Circulams A102 and A-110
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13 CERTIFICATION

certily Biat bo B De=f of my
Enowisdge and beled the data on e
e are correct and Bt ol ouflags

were made in accodance with e
grant condlione o ofber agresment
ad et pymet = due and has not
e previou sy requested

=3T3 TR £ O &L THICH S50 CERTIFE MG OFF G JORT E FECHUEST
=S MITED

1 FPED O PRIMTED MNAAE &8N0 TITLE TELEFHONE (ARES,
JoOLE, MRS
j= T ErS O

This spac e for agency uss

Public reporfing burden for i collection of nlormefion is esfmated to avesge 80 minutes per
remponme ncludng Eme for eviewing imstructions, ssaching existing dafa sowces gathering and
mantaning e dats needed . and completing and mdewing Be colection of Rlemation Send
comments mgardng Bie buden esfmate o amy offier aspect of this collecfion of information
including muggestions for reducing Bis burden to e Office of Management and Budget Paperwork
Reducton Project {0345 0004) Washington DG 20503

PLEASE DO MOT RETURM YOUR COMPLETED FORM TO THE OFFICE OF MANAGEMENT
AMND BUDGET. SEND IT TO THE ADDRESS PROVIDED BY THE SPONSORING AGENCY.

INGSTRUCTIONS

Flease type of print legibly lems 1, 3 5 & 10 1te, 11f 11g. 11

nsiructons for other dems are as follows

12 and 13 are sef-explanatory, spectic

Mam E’!er Maym Enlry
2 Indscate whether request & prepared on cash or accrued sctwly If addibonsl columns are nesded Use 85 mMany
ependiure bass Al requesls tor advances shall be addticnal forms as needed and indicale page number i
prepared on & cash bass space prowvided mn upper rght, however the summary
todals of all programs, functons, or actwies should be
4 Enter the Federal grant number, or other dentdying 5hown in the “teta’ column on the first page
number assgned by the Federal spensoring agency If
the advance or rembursement & for more than ane gram 4+g Enter in "as of date” the month .ua'_.ll and wear of the
or other agreement. insert WA then, show the aggregaie ending of the accounting perod to which ths amount
amounts. On & separale sheet Il each grant or applies Enter pregram cutays to date {net of refunds
agreement number ana the Feaderal share of oullays rebates, and dscounts), in the approprate columns For
made agamst the grant or agreement requests prepared on a cash basis, cutlays are the sum
of actual cash disbursements for goods and services
& Enterthe empioyer identfcaton number assigned by the the ameount of indrect expenses charged. the value of m-
LS. Internal Revenue Service, or the FICE {instiuten) kind ceniributions apphed. and the amouni of cash
code frequested by the Federal agency advances and payments made fo subcontraciors and
subrecipients For regquests prepared on an accrued
4 This space s reserved for an account number or other expenddure bass oulays are the sum of the actua
dentfying number that may be assigned by the rec pent cash disbursements the amount of ndirect expenses
neurred, and the net norease jof decrease) o the
£ Enter the month, day. and year tor the beginning and amounts owed by the recipent for goods and olher
ending of the pencd covered in thes request i the request property recewed and  for sencces  performed by
§ for an advance or for beth an advance and employess, contracts, subgraniees and odher payees
reimbursement. show the perod that the advance w
cover If the request s for rembursement. show the 44p Enter the cumulatwe each inceme recewed 1o date of
period tor which the rembursement 15 requested requests are prepared on a cash bass For requests
prepared on an accrued expendture bass. enter the
Mete: The Federal sponscrng agences have the opteon of cumulatve mcome eamed fo date Under edher bass
requirng recipents 1o complele dems 17 of T2 bul nat enter enly the amount apphcable fo pregram income that
Lot ltem X should be used when only & minmum was required to be used for the project or program by
amount of informatien & nesded 1o make an advance and the terms of the grant or other agreement
cutiay informaton contained i dem 11 can be cbdained in
atimely manner from other repons 144 Only when making reguests for advance payments
enter the total estimated amount of cash cutlays that w
11 The purpose of the verical columns a), {b), and {c) 15 o be made during the pencd covered by the advance
prowide space for separate cost breakdowns when a
project has been planned and budgeted by program 13 Complete the certfication before submaing this request
functicn, or
STAMDARD FORMITI My 707 Back
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