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Overview of what we do:
➢ Invoice and collect money for local match on projects
➢ Submit weekly request for reimbursement from FHWA    
➢ Assist other ADOT units with invoicing and collections
➢ Work with the Attorney General’s office on uncollectible 

amounts
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Accounts Receivable - Invoicing
➢ Since PDA fees are due at the time of project initiation, Our initial 

prompt to invoice is the Executed IGA, which usually requires us to 
invoice for PDA (01D) and/or Scoping & Design (03D).

➢ Once the Executed IGA is received by the AR team,  we will start to set 
up the project in AZ360 for invoicing.
○ Part of this process requires us to process 3 documents in AZ360 

(CAM, BGPHE, BGPHR) these documents are not approved by our 
area.
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➢ The JPA Group emails executed IGA/JPA to AR and 
other groups stating that Federal aid may now be 
requested, if applicable, and that authorization must be 
received before any work can begin.

➢ AR will send an invoice to the Local Agency and copy 
the PM, based on the IGA/JPA for the pro-rata amount.
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➢ AR’s goal is to invoice the Local Agency within 3-5 
days of receiving the request to invoice.  

➢ The Local Agency must submit payment of the local 
matching funds to ADOT before the work can start.  

➢ PM should notify AR of any contract change orders, 
amendments or other factors that could impact 
invoicing and/or collections.
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➢ To request an invoice for additional cost or to prompt AR to invoice for Construction, the PM will 

need to email the completed Invoice Request form along with supporting documentation (ie. 
Executed JPA/IGA, detailed recap sheets, and concurrence from locals) to AR at 
AccountsReceivable@azdot.gov. AR team will NOT invoice unless all documentation needed is 
provided.

NOTE: The amount you are requesting us to invoice for needs to match the supporting 
documentation provided.
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Link & Example of a Great invoice request:
https://adotnet.az.gov/our-agency/financial-management-services/fiscal-operations/accounts-receivable
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➢ Once the checks from the locals have been received by our AP department they will be logged and 
sent to GL for processing. GL will then take checks to treasury's office to cash.

➢ Once the check clears treasury it will generate on the AR cash and receipts log. It will not show on 
this log until cleared.
NOTE: Checks are only logged and processed on in office days (Wednesday’s and Thursday’s). 
Unfortunately, AR is not made aware of the receipt of checks until it is generated on the AR cash and 
receipts log.
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Accounts Receivable - Collections
➢ AR will follow up with Local Agencies to collect past due amounts. Our target is to 

receive payment within 45 days of invoicing. Should payment not be received by 
locals term payment date and no correspondences from the locals, AR will reach out 
to the PM’s for support on working with the locals to obtain payment.
○ AR will not reach out to the locals, for an arrangement has been made between 

the PM and the locals to receive payment earlier than their term payment date.

➢ After 120 days, unpaid invoices are subject to be sent to the Attorney General’s Office 
for further collection attempts.

➢ The Attorney General’s office keeps 35% of anything they collect on accounts we 
refer to them.
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After project is reconciled in Final Voucher Unit 
� Based on Final Voucher reconciliation letter, AR will invoice for any additional 

amount due from the Local Agency.

� If there is an overage, funds will be refunded by ADOT if Local Agency 
requests in writing within 30 days or they can request the funds be applied to 
another project.

� If Local Agency requests a refund, AR will process the paperwork and submit to 
FMS Accounts Payable (AP) to process the refund.
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Accounts Receivable – Questions

Any questions, please contact the FMS AR team at the group email 
box below.

 AccountsReceivable@azdot.gov 
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