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PROJ ECT DELI VERY ACADEMY 
MODULE 2:  FI NANCI AL MANAGEMENT 
Accounts  Re ce iva b le  (AR) 

Ove rvie w o f wha t  we  d o : 
➢ I nvo ice  a nd  co lle ct  m one y fo r loca l m a tch  on  

p ro je ct s  
➢ Sub m it  we e kly re q ue st  fo r re im b urse m e nt  from  

FHWA     
➢ Assist  o the r ADOT unit s  with  invo icing  a nd  

co lle ct ions 
➢ Work with  the  AG’s o ffice  on  unco lle ct ib le  a m ounts 
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MODULE 2:  FI NANCI AL MANAGEMENT 
Accounts  Re ce iva b le  (AR) 
 

 Accounts Re ce iva b le  - I nvo icing  
➢ Since  PDA fe e s a re  d ue  a t  the  t im e  o f p ro je ct  in it ia t ion , Our 

in it ia l p rom p t  to  invo ice  is  the  Exe cu te d  I GA, which  usua lly 
re q u ire s us to  invo ice  fo r PDA (0 1D) a nd / o r Scop ing  & De sig n  
(0 3D). 

➢ Once  the  Exe cu te d  I GA is  re ce ive d  b y the  AR te a m ,  we  will 
s ta rt  to  se t  up  the  p ro je ct  in  AZ360  fo r invo icing . 
○ Pa rt  o f th is  p roce ss re q u ire s us to  p roce ss 3 d ocum e nts in  

AZ360  (CAM, BGPHE, BGPHR)  
• NOTE: The se  d o cum e nts  a re  no t  a p p ro ve d  b y o u r a re a  a nd  e a ch 

d o cum e nt  ca n ta ke  a  fe w d a ys to  a p p ro ve . 
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MODULE 2:  FI NANCI AL MANAGEMENT 
Accounts  Re ce iva b le  (AR) 
 

 ➢ The  J PA Group  e m a ils  e xe cu te d  I GA/ J PA to  AR a nd  
o the r g roup s sta t ing  tha t  Fe d e ra l a id  m a y now b e  
re q ue ste d , if a p p lica b le , a nd  tha t  a u tho riza t ion  m ust  
b e  re ce ive d  b e fo re  a ny wo rk ca n  b e g in . 

 

➢ AR will se nd  a n  invo ice  to  the  Lo ca l Ag e ncy a nd  cop y 
the  PM, b a se d  on  the  I GA/ J PA fo r the  p ro -ra ta  
a m ount . 
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MODULE 2:  FI NANCI AL MANAGEMENT 
Accounts  Re ce iva b le  (AR) 
 
➢ AR’s g oa l is  to  invo ice  the  Loca l Ag e ncy with in  3-5 d a ys 

o f re ce iving  the  re q ue st  to  invo ice .   
 

➢ The  Loca l Ag e ncy m ust  sub m it  p a ym e nt  o f the  loca l 
m a tching  fund s to  ADOT b e fo re  the  work ca n  sta rt .   

 

➢ PM shou ld  no t ify AR o f a ny cont ra ct  cha ng e  o rd e rs , 
a m e nd m e nts  o r o the r fa cto rs  tha t  cou ld  im p a ct  invo icing  
a nd / o r co lle ct ions. 
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PROJ ECT DELI VERY ACADEMY 
MODULE 2:  FI NANCI AL MANAGEMENT 
Accounts  Re ce iva b le  (AR) 
 
➢ To  re q ue st  a n  invo ice  fo r a d d it iona l co st  o r to  p rom p t  AR to  invo ice  fo r Const ruct ion , the  

PM will ne e d  to  e m a il the  com p le te d  I nvo ice  Re q ue st  fo rm  a long  with  sup p o rt ing  
d ocum e nta t ion  (ie . Exe cu te d  J PA/ I GA, d e ta ile d  re ca p  she e t s /  Cont ra ct  MODs, a nd  
concurre nce  from  loca ls) to  AR a t  AccountsRe ce iva b le @a zd o t .g ov. AR te a m  will NOT 
invo ice  unle ss  a ll d ocum e nta t ion  ne e d e d  is  p rovid e d . 

NOTE: The amount you are requesting us to invoice for needs to match the supporting 
documentation provided.  
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MODULE 2:  FI NANCI AL MANAGEMENT 
Accounts  Re ce iva b le  (AR) 

I m p o rta nt  info rm a t io n  RE: I nvo ice  Re q ue st  se nt  in to  the  A/ R inb o x 
Whe n sub m it t ing  your invo ice  re q ue st  it  is  im p orta nt  tha t  you  d o  no t  se nd  in  your 
re q ue st  with  Virt ru  on , a s  we  ca n  NOT a ct iva te  Virt ru  in  our Accounts  Re ce iva b le s  inb ox 
a s  it  in te rfe re s  with  us  b e ing  a b le  to  sub m it  a nd  re ce ive  invo ice s  a nd  o the r p a ym e nt  
re la te d  e m a ils  from  b o th  in te rna l like  the  PM’s a nd  e xte rna l custom e rs  such  a s  the  loca l 
a g e ncie s . 
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Accounts  Re ce iva b le  (AR) 
 

 Link & Exa m p le  o f a  Gre a t  invo ice  re q ue st : 
h t tp s:/ / a d o tne t .a z.g ov/ our-a g e ncy/ fina ncia l-m a na g e m e nt -se rvice s/ fisca l-op e ra t ions/ a ccounts-re ce iva b le  
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Accounts  Re ce iva b le  (AR) 
 

Wha t  ha p p e ns once  loca ls  p a ym e nt  is  re ce ive d ? 
➢ Once  the  che cks from  the  loca ls  ha ve  b e e n re ce ive d  b y our AP d e p a rtm e nt  the y will b e  

log g e d  a nd  se nt  to  GL fo r p roce ssing . GL will the n  t a ke  che cks to  t re a sury 's  o ffice  to  
ca sh . 

➢ Once  the  che ck cle a rs  t re a sury it  will g e ne ra te  on  the  AR ca sh  a nd  re ce ip t s  log . I t  will no t  
show on th is  log  unt il cle a re d . 
NOTE: Che cks a re  only log g e d  a nd  p roce sse d  on in  o ffice  d a ys (We d ne sd a y’s a nd  
Thursd a y’s). Unfo rtuna te ly, AR is  no t  m a d e  a wa re  o f the  re ce ip t  o f che cks unt il it  is  
g e ne ra te d  on the  AR ca sh  a nd  re ce ip t s  log . 
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MODULE 2:  FI NANCI AL MANAGEMENT 
Accounts  Re ce iva b le  (AR) 
 Accounts  Re ce iva b le  - Co lle ct ions 
➢ AR will fo llow up  with  Loca l Ag e ncie s  to  co lle ct  p a st  d ue  a m ounts . Our t a rg e t  is  

to  re ce ive  p a ym e nt  with in  4 5 d a ys o f invo icing . Shou ld  p a ym e nt  no t  b e  
re ce ive d  b y loca ls  t e rm  p a ym e nt  d a te  a nd  no  co rre sp ond e nce s from  the  loca ls , 
AR will re a ch  ou t  to  the  PM’s fo r sup p o rt  on  working  with  the  loca ls  to  ob ta in  
p a ym e nt . 
○ AR will no t  re a ch  ou t  to  the  loca ls , fo r a n  a rra ng e m e nt  ha s  b e e n  m a d e  

b e twe e n the  PM a nd  the  loca ls  to  re ce ive  p a ym e nt  e a rlie r tha n  the ir t e rm  
p a ym e nt  d a te . 

 

➢ Afte r 120  d a ys, unp a id  invo ice s  a re  sub je ct  to  b e  se nt  to  the  At to rne y Ge ne ra l’s  
Office  fo r fu rthe r co lle ct ion  a t t e m p ts . 

 

➢ The  At to rne y Ge ne ra l’s  o ffice  ke e p s 35% o f a nyth ing  the y co lle ct  on  a ccounts  
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Accounts  Re ce iva b le  (AR) 
 

Afte r p ro je ct  is  re concile d  in  Fina l Vouche r Unit   
 

⮚ Ba se d  o n Fina l Vo uche r re co ncilia t io n  le t te r, AR will invo ice  fo r a ny 
a d d it io na l a m o unt  d ue  fro m  the  Lo ca l Ag e ncy. 

 

⮚ I f the re  is  a n  o ve ra g e , fund s will b e  re fund e d  b y ADOT if Lo ca l Ag e ncy 
re q ue sts  in  writ ing  with in  30  d a ys o r the y ca n  re q ue st  the  fund s b e  
a p p lie d  to  a no the r p ro je ct . 

 

⮚ I f Lo ca l Ag e ncy re q ue sts  a  re fund , AR will p ro ce ss the  p a p e rwo rk a nd  
sub m it  to  FMS Acco unts  Pa ya b le  (AP) to  p ro ce ss the  re fund . 
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Accounts  Re ce iva b le  (AR) 
 

Accounts Re ce iva b le  – Que st ions 
 

Any q ue st ions, p le a se  conta ct  the  FMS AR te a m  a t  the  
g roup  e m a il b ox b e low. 

 AccountsRe ce iva b le @a zd o t .g ov  
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