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Official Guidance
Program Guidance Letter
12-10

From:

To:

http://www.faa.gov/airports
alp/guidance_letters/
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Qe Memorandum

U5, Department
of Trangoortotion
Federcl Avidtion
Adminisiration

ACTION: Program Guidance Letter 12-10 Date:

AUG 202012 -
ﬂg\y\u_f:.
Reply to

Manager, Airports Financial Assistance Attn. of: Daniel Favarulo
Division, APP-500 202-267-8826

PGL Distribution List

This Program Guidance Letter (PGL) announces new grant payment

ts; “Airport I t Program (AIP) Grant Payment and Sponsor
Fmsncfa; Reporting F'bﬁcy This policy will be publically available online at:
http:/fwww faa.gov/airports/aip/grant_payments/

These new grant payment and sponsor financial reporting requirements are
being blished in with the ition to the U.S. Department of
Transportation's new electronic grant payment system, Delphi elnvoicing. The
new policy is effective immediately and supersedes all grant payment and
financial reporting requirements established in FAA Order 5100.38C, Airport
Improvement Program Handbook, as well as specifically eliminate Paragraphs
1300 through 1305 of the current AIP Handbook.

Federal Aviation
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elnvoicing

Web link

https://einvoice.esc.goVv
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Login Page 1 of 1

Welcome to the Department of Transportation elnvoicing Login Page

OF TRAy, Please enter your User Name and Password below.
Username

Password

] 1 have read and accept the elnvoicing Rules of Behavior.

Login |

o
Srares oF o1

wrrre\ALARNING****
"You are accessing a U.S. Government information system, which includes the computer network on which it is
connected, all other computers connected to this network, and all storage media connected to this system or other
computers on this network. This information system is provided for U.S Government use only. Unauthorized or
improper use of this information may result in disciplinary action, as well as civil and criminal penailties. By using this
information system you consent to the following:
1. You have no reasonable expectation of privacy regarding any communications or data transiting this network
or stored in this information system
2. Atany time, and for any lawful government purpose, the government may monitor, intercept, search and seize
any communication or data transiting or stored on this information system.
3. Any communication or data transiting or stored on this information system may be disclosed or used for any
lawful government purpose

Yeq o

FEWARNING ™™=
| have read the elnvoicing Warning and Rules of Behavior in their entirety, and | recognize that it is my responsibility to
ensure that | comply with all DoT policies, regulations, guidelines and rules regarding the protection, handling,
processing, transmission, distribution, and destruction of sensitive unclassified information. | understand that failure to
comply with any or all of the below security requirements could result in the loss of my system privileges, disciplinary
action by DoT, and/or civil or criminal penalties
elnvoicing Rules of Behavior

This U. S. Federal Government system is to be used by authorized users only. Information from this system resides

on computer systems funded by the government. The data and documents on this system include Federal records

that may contain sensitive information protected by various Federal statutes, including the Privacy Act, 5 U.S.C. §

552a

All access or use of this system constitutes user understanding and acceptance of these terms and constitutes
unconditional consent to review, monitoring and action by all authorized government and law enforcement
personnel. While using this system your use may be monitored, recorded and subject to audit.

Unauthorized user attempts or acts to (1) access, upload, change, or delete or deface infoermation on this system,
(2) modify this system, (3) deny access to this system, (4) accrue resources for unauthorized use or (5) otherwise
misuse this system are strictly prohibited. Such attempts or acts are subject to action that may result in criminal,
civil, or administrative penalties

Gopyright (c) 2006. Oracle. Al rights reservad

https://einvoice.esc.gov/OA_HTML/AppsLocallLogin.jsp?requestUrl=APPSHOMEPAGLE... 9/27/2012

Federal Aviation
Administration




elnvoice & Policy Changes

old New (PGL12-10)

 No change, although large invoices with more
the 15 grants has been known to cause
iIssues. Also, if thereis a hold up with one
grant on the invoice the entire invoice may be
delayed or rejected.

« Drawdowns on multiple grants
with one pay request

 Drawing down to grant max « ADO approval required for pay requests at
allowed 90%:; Close out documentation required to be
submitted to pay above 90% (6.9)

* Exception: The SBGP can draw 100% without closeout,
although the State is expected to uphold this requirement
with their sub-grants consistent with this statue.

 Payment 2 days after approval* (For those
auto approved, within 2 days of invoice

submission. For those manually approved,
within 2 days after approval by the ADO.)

o Payment within 24 hrs.

2012 Airports Fall Seminar SC@\2\ Federal Aviation

October, 2012 Administration




elnvoice & Policy Changes

Old New (PGL12-10)
« Backup information not always » Specific level of information required based
provided on grant risk level for payment approval per
policy.

o« SF-271 required for all manual
payment request  SF-271 required annually and at closeout

o SF-425 required quarterly
» SF-425 required annually and at closeout
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Benefits of Change

e Electronic Payment requests-Online
submission of payment requests

 Grant Recipient Self Service-Real time
views on the status of all payment request

= No need to coordinate first with the sponsor
- Reduced workflow for ADO, contact site directly

e Email Notification

- Generated for payment request approvals or
rejections

- Immediate rejection notices are sent if funds are not
available or adequate information is not provided.
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Benefits of Change

e Document Attachment

~» Upload images or other files as support
documentation for payments requests

< 4
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AIP Policy Overview and Applicability

 Policy applies uniformly to all grant
SPONSOrs

 Users must maintain active accounts-
access expires after 90 days if not log-in
activity has occurred

« Payment supporting Documentation
Requirements

~Invoice summary: A summary document generated
by the sponsor that includes: contractor name,
Invoice date, billed amount, invoice payment due
date, work site name and short summary of services

Q\;\Lﬂw‘q»
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Approval Process

o Auto-approval process up to 90% of grant
amount

« Manual approval required in the final 10% of

total grant amount. (coordinate with ADO
staff)

« Once the request has been approved, the
payment will be electronically batched for
payment. Final status can be viewed In
elnvoicing.
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Appendix C Example

Appendix C - Example of Invoice Summary Prepared by Sponsor

Summary of Sponsor Invoice # 15
Grant # 3-00-0000-001-2011

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

e elnvoice Is for grant payment processing
only

= Closeouts will be sent in traditional format to the
ADO

> HQ is currently reviewing the 10% withholding, we
expect additional guidance in the very near future
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Helpful resources for elnvoicing

e http://www.dot.qgov/cfo/delphi-training-
system.html

= Web training-one hour, online training course that
Includes simulations, knowledge checks and
practice exams

~ Desktop user manual-detailed printable material

= Quick reference guides-high level printable, one-
page documents outlining common tasks

B e 45
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Additional resources

e Help Desk Number

 For all questions regarding the Delphi
elnvoicing System, please contact the
Customer Service Center Help Desk at:
> 1-405-954-3000, Option 4, Option 3 or
- Toll Free: 1-866-641-3500, Option 4, Option 3.
 The Help Desk is available from 6:00am ET
through 9:00pm ET on Monday - Friday,
Including holidays.

AL AVS
2012 Airports Fall Seminar SN\ Federal Aviation

=/ Administration
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Delphi elnvoice Training
SAVE THE DATE!

 October 23, 2012 -1:00-3:00 P.M
 You will recelve and email invitation
e Current elnvoice Issues

e - Sponsor Training
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November 8, 2012

« Manual Payments will not be accepted by
accounting

B e 45
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elnvoice Questions?
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Standard Operating Procedure Update

 Purpose: Establish uniform procedures and
requirements for receiving, evaluating,
processing and approving/disapproving
CSPP and ALP’s

< 4
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SOPs

« Why is lack of standardization a problem?

From 9 to 29 interpretations of national policy or guidance (9 Regions and 20 ADOS)
9 to 29 different approaches and procedures with little quality control
Internal confusion

Lacking Corporate Risk Management, individual offices or even Program Managers take
Risk Management on themselves

Creates additional workload — regions and ADQ'’s are spending time developing
procedures instead of executing procedures

» Creates problems for consultants who have offices across the country and complain about
getting differing responses from various offices on similar issues

- Creates problems with external reviews and audits of programs by the Office of the
Inspector General and the Government Accounting Office

¥y ¥ ¥ ¥

¥
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eStandardizing Field Operations (SOPs)

e How are we standardizing?

- Create a detailed process for developing SOPs \/
- Create a list of processes to standardize

~ Test the process
o Pilot Program starting soon \/

- Set a timeline for standardization
0 By the end of this year, we will have a schedule

> Get it done!
o Our goal is to have our processes standardized by 2018

2012 Airports Fall Seminar SO@N2\ Federal Aviation

October, 2012 =/ Administration




sAirports Standard Operating
Procedure Priority List

1* Construction Safety Phasing Plan (CSPP) review procedure
2* ALP Review and Approval (Review Checklist, Approval Letter, etc.)
3 AIP Grant Close-Out Package

4 Safety Risk Management Process

5 AIP Project Justification Review

6 AIP Grant/Amendment Programming and Issuance Process

7 Airspace Determination Processing (NRA/OE)

8 AIP Grant Application Process

9 RSA Practicability Determinations

10 Congressional Reponse Preparation

11 Categorical Exclusion(CAT EX)checklist

12 FOIA Completion Process

13 Pre-Design Package Requirements and Review Procedure
14 Interim/Final Project Inspections

15 AIP Construction Project Change Order Approval

16 AIP Procurement Procedures

17 Construction Management Plan Review

18 Pavement Design Review and Approval

19 Admin on-boarding information

20 Wildlife Hazard Assessments

21 Consultant fee analysis for design and construction management
22 Forecasts review & aproval

23 AGIS survey requirements (Implementation Procedures)

*Processes to be standardized during the Pilot Program
The actual order will be driven by resources available

2012 Airports Fall Seminar ederal Aviation
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SOP will have a similar look to
existing checklist
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ALP SOP

Similar to Great Lakes ALP
checklist

Document provides useful
reference links
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SOP’s-Will be made available on the Regional
Web site

Construction Safety Plan (CSP) Checklist
Ld CFR Part 130 Contficated Afrperts
Lafimacs Adory Cmsmhr 110757

A1l Applicable [ters Iust Be Included in Initial CSP Submmal
Trojea Dercrpunn Trops el oo e T Toehdd [ WK
SCOPE OF WORK.
Tlearly Wentify the scope 0T wom to be perfommed per phse, mhiding proposed
dncation and durstion of vk
AIRPORT RESCUE AND FIRE FICHIING (ARFE)
TTear Toumes depicted front ARTF STALINS to active aNDOTE Operions aess and
safity aress, wroumd construction areas
Provisione to oty ARFF perscrul vl womkireg onreter Lo
[ Emergency actess Toads affected by comstriction
SECURITY.
TR alian OF CONGCon personne] and e Qupmme. Toekdd [T
‘Security cordrol on bemporary gates md relocated fencing. .
GROUND VEHICLES:
Throumd vehicle diver’s Tling progyan desoiption.
ConTactors with Wescarted u cess Iraied, of ercarted, T accordance with ACI,
TairTe matiirg i colir Tequemes
Peraliy cutlined 7 argrone Bwolved i 3 vehicls deVIALKIVIETgr MOTEIon, [Faa TR T
Tmplnyee parking 0eas Sdentified (off aicAeld).
Construchion vehicle paing restricins noted, ot
CONSTRUCTION AREAS:
TTearty depict o1l funn] Totes ieme fame for nse
Taricsde plac anart,, desiption nchided
mrypnmﬁmwhims Gepited emy of
Elevition of operstinng on ol Touler (ordy £R0L @ exiting foud).
Fareign m:;m Tibris anD)mmml For P s Thal (T055 OVAment areas.

EXCAVATION [ TRENCHES: s,
Tpan ez svations are SAeEied to T Fads distancer B MEOTey CnEerie, fors

inchuding duragion, WAl b apen vrith excavition pres en § ES
Biatking and BehHing for exccavation

TRy o the esuhes vl e cowered v GUroE.
RUNWAY SAFETY AREAS (RSA)
Clearly 1Asntlly 75 s for earh proposed and existing Ty afferted =
Tlearly ety constroction Tocebed vrithdn the Foos, Bubuding scope ol project
i thneframe, FRSA will be Techuced for construction, this mnst be ideified
RURNWATS:
Tf a threshold i temporaily Telocated (partial closure) Tchade:
ey Fomtrray Length that il e avellable-
Threshold coordievles of tampory tiresbw i @l elevalion
Tescription ofrewr RSA equal to vl existed prioT 1o consmoctin.
Thesariplion of Lighting, Dadking and Slgtvige tht vl be avadbble-
Dictuns Remiing signe, Bghbing colar schame
Troper FOTALNS Dartial closurey
Staus of FAWAID during Lenporary relocied Trehild

- Contioed on next page--

“Provision for Lapory Urilities AT Smmedits Tepairs
ok 1 RAVAID itical aes

Scope of Work

Tnration

 Cortioaed on et page -

ANY SIGN, MARKING, LIGHTING OR CONFIGURATION CHANGE
WILL REQUIRE ACM CHANGES. SUBMIT T0 ACSI FOR APPROVAL
PRIOR TO PROJECT COMPLETION.
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QUESTIONS
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