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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 AG’s office on uncollectible amounts
Assist Final Voucher with closeout of projects
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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.

o Part of this process requires us to process 3 documents in
AZ360 (CAM, BGPHE, BGPHR)

* NOTE: These documents are not approved by our area and each

document can take a few days to approve.
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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 1o 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/ Contract MODs, and concurrence from locals)
tfo 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.

REQUEST FOR INVOICE

Local Agency Name: City of Apache Junction

Program and subphase (TRACS): [TO242 01D

AMOUNT TO BE INVOICED $8,500.00|

l/Additional PDA costs are needed to cover final project

Why are we invoicing:
¥ & advertisement efforts and due to extending the project duration.

Additional PMDR, Y or N Y
Budget in place, Y or N (Amount
available):

Additional Design Fees? N
JPA #: 20-0007697-1

N

Raquel Schatz
Mike Wever
rschatz@apachejunctionaz.gov

mwever@apachejunctionaz.gov

Local Agency Contact Name:

I Email Address:
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Important information RE: Invoice Request sent into the A/R inbox
When submitting your invoice request it is important that you do not send in your request
with Virtru on, as we can NOT activate Virtru in our Accounts Receivables inbox as it
interferes with us being able to submit and receive invoices and other payment related
emails from both internal like the PM’s and external customers such as the local agencies.

acoountsreceivable@azdol.gov is not activated to use Virtru |/

ACTIVATE VIRTRU TO
COMPOSE SECURE EMAILS

Activate accountsreceivable@azdot.gov
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Link & Example of a Great |nv0|ce reques'r

Judah Cain <jcain@azdot.gov=>
to me ~

The attached invoice request is for City of Maricopa project T0292 01C. The invoice amount is for 100% Local Funds for costs over what is programmed for construction
Please let me know if you have any questions or if anything additional is needed.
Attachments:

- Invoice Request

= IGAAmendment No. One

- C&S Estimate Recap

- Email with City concurrence to be invoiced

Thanks,

Judah Cain, P.E.

Project Manager

ADOT Project Management Group
205 s. 17" Ave

Phoenix, Arizona 85007

Direct: 602-712-4493

4 Attachments - Scanned by Gmail ©

Bl To29201C_INVOL... TO292 01C Draft ... | BB 20-o0008035-Am... BB To29201C _city C... 8
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What happens once locals payment is received?

> 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. AR e—mails cash depositsto ITD PM

Pay s i i at the Treasury Office and Posted in (AFIS)
al Nan -~ R Actg Line . - rogram € - | - t Actg Doc Ref D, - R - Program Phase Total

S 3000000 1000101 D LA2016000008  JPAS Teaffic ma pgrac INIGHTEN. ROSERT (C0895) S 30.000.00
s 17100 T003501 X LA City of oject- F¥Y16 SRTS P«oi.cuf 1D SURTE 40 BOYLEs ERic (c 507) s 17100
T003601 X L Chey of . FY16 SRTS ProjectsTip ID: SUR16.40 s 17100
S 2775800 SH58601 C IPAS 15547 s 27.758.00

s SL71301 C©  LAZ0 s >
s as HES6701 C RIP1 s 46.910.00
s a HE74301 C  LAZDIC000096  JPAN 155559, s 874700
s (blank) ar down s s2s02
s SB837001 O %) ROM Al s ass32
s ¢ (blank) ar 2 s (39932)
s 55 o s Tor s 55000
s .99 sz18503 © 1 T 155557, SZ18503DDesigniscoping Local Match funds @ 5.7% DEREK BOLAND s 9.391.00
$ 3000000 SZi8S01 D  LAIG00802 WS 1S5597. SZIESOIDPMOR Coses @ 100% S 30.000.00
S 2245972 SS45001 D  LA2016000008  IGA/IPA 01-1 S 2325974
or s 550 00 o L s PMOR s ssoo0
Se. Johns, City Of S 999100 SZ18503 D LA2016000102  JPA# 155557, SZ18503DDesign/scoping Local Match funds @ 5.7% o1 s 939100
S 3000000 SZ18501 D LA2016000102  JPA# 1555597, SZ18501DPMDR Costs @ 100% o s 20,000 00
Jonsport Avth.Pima €. S 49020585 H201101 C  LA2016000065  JPA #. 11.195; H801101CProject: Wildlife Crossing Structures o S490.205 85
S 56301676 HS01001 C  LA2016000064  JPA #. 11.195; HB01001CProject: Wildlife Crossing Structures o $563.016 76
Gilbest. Town Of S 500000 SL73001 D LA for funded - $3.012.53E%t. future charg ot 37 S 5.000.00
Apache County s €055 SHSSM01 C  LAZ01€000043  AAP-0{201): SHSEA0IC Apache County Various Locstions Pavement ¥ o 91 S 055
s 8076 SL63001 D LA2016000064  JPA# 11.030. SL63001C/ Cost @ 100% o1 91 S 5076
$ 1163200 T00401 O LAZIG000083 ICAUPA & 355714ADOY Project #: T0044 010 (scoping f design) Coun o 91 S 11.652.00
Pima County s 22379 o La roject Final Vouchered Pima County Prefiminary Enginee ot 91 S 42373
Pinal County s 36187 SZo2801 D L DIPAR 12 cosTs 15 o 33 s 3s187
s 50477 SZo3201 O LaD212108 cosTs D1609733 S 50477
s 175503 SB36602 D LA21209 RIPS6.169 D1609733 S 1.75503
S 3351503 SB3S603 D LA21209 RIPS6.169 D1609733 S 3351503
Wiaslow. City ©f S 1763900 SL71101 C LA2016000098  Invoicing for SL711 01C. 100% $17.639.00. D1609733 S 17.633.00
SSiS0300  SL71101 _C LA2016000098 __invoicing for SL71101C. 5 7% $54.803.00_ Pra_sESeLra D1609733 S s:80300
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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.

o 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.

0 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.

0 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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