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Quarterly Invoice and Progress Reports
Purpose

» Allows ADOT to monitor progress of subrecipients
» Provides FTA performance measure information.

» The invoices submitted are used for reimbursement.

Initial? How
long do these go
on?

a8
/e

ADOT



Quarterly Requirements
Two Parts

» Quarterly Invoice

» Quarterly Progress or Performance Report
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Quarterly Reports
Forms

» Invoice Forms
Operating™
Mobility Management and Non-vehicle Capital

» Progress / Performance Reports
Capital and Operating Performance Report*

Mobility Management Progress Report
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Quarterly Reports
Process for Subrecipients

» Sub-recipient
Completes and signs forms

Submits invoices with required backup to ADOT
electronically to mpdinvoice@azdot.gov

SUBJECT: 5310 Invoice Q(1-4) Ops Agency Name

SUBJECT: 5310 Invoice Q(1-4) MM Agency Name
Submits electronic progress reports separately to:
dharrigan@azdot.gov

SUBJECT: 5310 Progress Report Q(1-4) Ops or Veh Agency

Name

SUBJECT: 5310 Progress Report Q(1-4) MM Agency NARNBIOT



Quarterly Reports
Process for ADOT

» ADOT

Reviews invoice & back-up documentation, clarifies as

needed
Submits invoices for payment
Reviews progress report, logging performance info

Reviews Mobility Management progress report with
subrecipients in quarterly telephone call
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File Names

» Original File Names - you received 3 in January

1 FY 2013 ADOT Coordinated Mobility_5310_MM Quarterly Progress Report Form_1_10_14.docx
™ FY 2013 ADOT Coord. Mobility Program-5310 Ops_Invoice_Prog. Rep._1_10_14.xls
™ FY 2013 ADOT Coord. Mobility Program-5310 Mobility Management_NV Capital Invoice_1_10_14.xIs

» New File Names — now there are 4 with the Ops Invoice
and Progress Report separated into two files.

™1 ADOT 5310 Qrtly Invoice MM & Other FY13.xls

" ADOT 5310 Qrtly Invoice Ops FY2013.xls

2. ADOT 5310 Qrtly Progress Rpt MM FY13.docx

ADOT 5310 Qrtly Progress Rpt Vehicle & Ops FY13.xls

§[e

» Either can be used but we think the separate files
make it easier as you submit them to different places
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Quarterly Progress Reports
Duration

» Capital - Vehicles

As long as a vehicle is on lien
» Mobility Management

Generally the life of the project — one year
» Operating

The life of the project - generally one year.

Reporting periods: Your projects are on a Federal

Quarterly
reports are the
answer!

Fiscal Year. FTA also asks ADOT to report performance data on a

calendar year.
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Quarterly Requirements
Get the Right Forms for Your Projects

» Quarterly Invoice
Operations
Mobility Management

¥ Quarterly Progress or Performance Report
Vehicles on Lien and Operations

You may have to do one or all reports

ADOT



yAYw'n'y's ARIZONA DEPARTMENT OF TRANSPORTATION
R ——m———— Multimodal Planning Division

FY 2013 GRANT REIMBURSMENT REQUES
OPERATING

GRANTEE: COG/MPO:
Vendor #: Project #: Contract #
. 1st 2nd 3d 4
SRANT AWARD YEAR: INVOICE QUARTER:

PERFORMANCE REPORT AND FINANCIAL BACKUP DOCUMENTATION IS ALSO REQUIRED TO PAY THIS INVOICE

REQUEST FOR PAYMENT
*Approved Budget | Total Award | Total Invoiced |Total Requested| Remainder on
ACTUAL EXPENSES Categories Amount to Date this Invoice Award
Total Eligible Operating Grant Expenses $0.00 $0.00 $0.00 $0.00
(Net Operating Costs)
*Less In-Kind or Cash Match (50% Local Match) $0.00 $0.00 $0.00 $0.00
TOTAL PAYABLE FTA (Federal) Grant Share to Grantee $0.00 $0.00 $0.00 $0.00

*Oneratina Grant Ratio is 50% Federal / 50% Local

) | s INVOICIE_4 5310 Perf. Report Ops_Capital , +
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/m @ =77 ARIZONA DEPARTMENT OF TRANSPORTATION
..‘../SQ,,.V..,WWH Multimodal Planning Division
FY 201: CAPITAL AND OPERATING PERFORMANCE REPOF

Instructions

Please provide the peformance information for the type of federal grant assistance you are currently receiving
from ADOT (operating and/or capital funding). If you have a vehicle(s) on lien with ADOT (which includes grant
years 2010 through 2013), information is to be submitted quarterly under the Capital Performance Report
section. Information is to provided on your entire transportation service for both capital and operating
performance information. The form will then calculate the % of service tied to the 5310 program.

**Fill in non shaded areas ONLY. If you fill in shaded areas, and delete the formulas, the invoice

will not be processed.

CAPITAL EQUIPMENT - ADOT ON LIEN VEHICLES AND OTHER CAPITAL EQUIPMENT

Agency Name:

5310 Vehicles Active (on lien) in Fleet

**Enter the total number of vehicles

Total Vehicles in Fleet you are operating regardless of
funding source.

Total % of service provided with 5310 r

vehicles #DIV/0!

PERFORMANCE MEASURES ENTIRE 5310 % OF SERVICE

=l 1« < -+ I 0ice J[5310 pert Report Ops Capial ]+ .
The performance report tab is used for capital and operating! /ZNDOT
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FY 2013 GRANT REIMBURSMENT REQUE

MOBILITY MANAGEMENT and NON-VEHICLE CAPITAL

GRANTEE:|

Multimodal Planning Division

ARIZONA DEPARTMENT OF TRANSPORTATION

Vendor #:"

Project #:

| Contract #

SRANT AWARD YEAR: |

INVOICE QUARTER:

2nd

3d

4h

PROGRESS REPORT (In Word) AND FINANCIAL BACKUP DOCUMENTATION IS ALSO REQUIRED TO PAY THIS INVOICE

REQUEST FOR PAYMENT
*Approved Budget | Total Contract |Total Invoiced to| Total Requested this| Remainder on
ACTUAL EXPENSES Categories Amount Date Invoice Contract
Total Eligible Mobility Management/Capital Grant $0.00 S0.00 $0.00 $0.00
Expenses
4 4 1 4
*Less In-Kind or Cash Match (10% Local Match) $0.00 $0.00 $0.00 $0.00
TOTAL PAYABLE FTA (Federal) Grant Share to Grantee $0.00 $0.00 $0.00 $0.00

*Mobility Management / Capital Grant Ratio is 90% Federal / 10% Local

N INVOICE / Instructions /

PAYMENT SHOULD BE MAILED TO:

ADOT




Page 1... Planning Activities Page 2
Provide a brief description for the activities completed during the quarter for each
of the five (5) activities listed below. For those activities that do not apply in your
area or were not worked on during the month, N/A or “no work completed at this

ADOT Grant Contract time” can be typed under the activity.

FY 2013 Coordinated Mobility Program: 49 USC 5310
Grantee Quarterly Progress Report

Grantee: Contract No: 1) Maintain/Update Work Plan and/or Coordination Plan, Evaluating Progress:

Project Performance Period: (i.e., Jan. - March, 2014)

This form is for reporting mobility management expenditures and quarterly activities. 2) Coordination with Coordinating Council, (List any meetings held during the
This form will give mobility managers and Arizona Department of Transportation staff quarter with regional or sub-regional coordinating councils.)

a tool to monitor progress and to create opportunities for ADOT to support the

achievement of regional mobility management goals. This is a template and may be

adjusted to better reflect the scope of work in your contract.

Direct Mobility Manager Efforts | ast page

Provide a brief description of efforts during the quarter to provide guidance and
information to participating agencies, managing human resources, and issues to
accomplish mobility management goals.

Overall Progress Summary

Report for your area the following progress information. The percent of work achieved
within the quarter, this is considered to be a qualitative measure of your efforts to
achieve the goals stated in your Scope of Work. However, the percent of funds
expended should generally relate to the percent of work completed to date.

Quarterly Progress

Project Budget $0,000.00
Total SIGNATURES
Claimed in Prior Quarters $0,000.00 By signing below, the grantee certifies that appropriate local match funds are being expended towards this
Available Balance $ project, and assures that the grantee has engaged in local and regional coordination activities, including its
. 5 Regional Coordination Plan, to the best of its ability.
This Quarter’s Expenses :
Signed: Date:
Labor $
Direct Expenses $ Print Title:
Project Budget Remaining $ Name:
Work Accomplished in Quarter % of Stated Goals Rellee Iy TOT,
Planning Activities q
Signature:
Date:
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Invoice

Instructions

» Fill in ALL the following cells.

Vendor # This is your ADOT approved Vendor number.

Contract # Provided in Exhibit A.

Project # Provided in Exhibit A.

Quarter: Check the appropriate quarter billing period.

Grant Award Year: This form should be used for FY 2013 contracts.

- Request for Payment Section:
ONLY FILL IN THE UN-SHADED CELLS

- Put in your agency's mailing address even if your
agency has a direct deposit account set up.

- Print your name and title, and sign and date the form.

ADOT



Invoice
Instructions — Financial Back-up

» A system-generated ledger showing expenses for
the quarter your agency is invoicing ADOT for.

» Support documentation is maintained at the
agency.

» Or a manually created or spreadsheet ledger.
» Support documentation is submitted to ADOT.
» Documentation of in-kind expenses

» Format that allows easy determination of eligibility
» In-line with your In-kind Match Valuation

ADOT



Now we will switch to the forms....
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Quarterly Reporting
Materials Needed

» Financial Report for quarter
Generated from accounting system or
Manual with copies of all back-up

» In-kind documentation

- Mileage log, attendance logs, etc.
» Ridership and vehicle statistics
» Logs of mobility management activities

It is best to gather information monthly so all that remains
is totaling the numbers for each of three months.
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Quarterly Reporting
Due Dates for Progress Reports
» Progress Reports for FY 2013 Contracts:

Quarter 1 (Oct. 1, 2013-Dec. 31, 2014): July 15, 2014
Quarter 2 (Jan. 1, 2014 — Mar. 31, 2014): July 15, 2014
Quarter 3 (Apr. 1, 2014 — June 30, 2014): July 30, 2014
Quarter 4 (July 1, 2014 — Sept. 30, 2014): Oct. 30, 2014
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Quarterly Reporting
Summary

» This is the current process

» The program will continue to be refined
As transportation legislation changes

Moving to reporting in e-grants

- This framework will continue to be the foundation
for invoicing and progress reports.
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Questions?
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