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Reimbursement and Contract 
Reporting Workshop 

Arizona Department of Transportation  
Multimodal Planning Division 

September 9, 2020 
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Agenda 
Reimbursement Process 
Individual aspects to each reimbursement 
type 
Contract Reporting 
Set up and Close-out contracts 
Reporting payments in the LPA system 

Questions 
More at www.azdot.gov/transitguidebooks 
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To Login to E-Grants 

Use Internet Explorer to Access E-Grants 
https://egrants.azdot.gov 

Login with Username & Password 
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My Applications 

Choose Application Type, type your 
Organization Name and click SEARCH. 
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Click on the Application Name. 
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5310 Application Menu 

Under Contracts, Invoices, & Reporting, click 
on View Related Items 
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5310 Application Menu-Related Items 

Click on Initiate a/an Reimbursement Request. 
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5311 Reimbursement Request Start 

• Initiate the Reimbursement Request—Select the first 
Month available.  They must go in order. 
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Reimbursement Request Menu 

Under View, Edit and Complete Forms, 
Click on View Forms. 
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Reimbursement Request Menu-Forms 

Click on Reimbursement Request. 
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Reimbursement Request 

The Document 
Information name 
will update with 
the Billing Period 
selected when you 
SAVE. 

 
Invoice numbers 
must be unique.   
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Reimbursement Request 

A list of error 
messages will 
display. 

 
You will receive a 
Page Warning if an 
award line has 
been marked 
complete.   
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5310 Reimbursement Request 

Enter your total Reimbursement Request amount (Federal and 
Local).  Fares/Deduction is required for Operating projects.  
Enter your total Reimbursement Request amount (Federal and 
Local).  Fares/Deduction is required for Operating projects.  
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5311 E-Grants: Finalize Budget – make sure 
final budget = final award (from Ex. A)  
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5311 Reimbursement Entry 

 Enter Your Expenditures on the first open 
column for Administration, Operating / 
Intercity, and Capital.   
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5311 Intercity In-Kind 

Enter your intercity 
in-kind costs (using 
the intercity in-kind 
calculator) 
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5311 Intercity – Reimbursement Request 

If you do not receive 
intercity funds, enter 
0 
 

If you receive 
intercity funds, enter 
the amount of 
intercity Federal 
share 
 

A link to the intercity in-kind calculator is provided 
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Cash and In-kind Match 
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Reimbursement Requests 
Recording In-Kind Contributions 

 

• Non-cash (in-kind) match may be used as local match ONLY if 
the applicant formally documents the value of each non-cash 
amount. 

• Non-Agency donation or expenditure on behalf of the 
program. 

• Enter into the General Ledger as income and expenditure  

• Cannot be used to match another grant 

• Attach backup documentation 
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Cash Match = Cost 
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Cost + In-kind = Reimbursement Total 
 

Expenses (Cost) = $6,250 
In-Kind Match = $1562.50*  
Total = $7,812.50* 

*The Egrants system rounds automatically 
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Cost + In-kind = Reimbursement Total 
 

In-Kind Match for this agency comes from participation in coordinated meetings 
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Additional Documentation 

Cash Match Only amount should be 
equal to or exceed the requested Local 
Match Portion. 

In-Kind Match data is pulled from 
the Local Match page on your 
grant application. 

All fields must be completed in the 
Performance Data section.  Enter zeros 
in areas that do not apply. 

BACK-UP DOCUMENTATION is 
required. 
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Back-up Documentation 
General Ledger Computer Generated or 
Excel with all invoices as back-up 

Reimbursements must be made by your 
organization before entering into General 
Ledger 

Should be clear and tie to the 
reimbursement line item 
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Sample Back-up Documentation 
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Reimbursement Request 

By selecting I Agree you are certifying you have completed 
the requirements. Click Save button. 

Click on link to enter 
contract reporting 
information.   
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Reimbursement Request 

The system will display 
error messages for 
incomplete data or when 
system business rules are 
not met. You will need to 
go back and make 
necessary corrections as 
instructed. 
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If all errors are corrected, you will see this message, 
“The information has been saved.” 

Select Document Information filename to return to 
Reimbursement Request Menu page. 

Reimbursement Request 
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Reimbursement Request Menu 

Under Change the Status, Click on View 
Status Options.   
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Reimbursement Request Menu- 
Status Options 

Under Possible Statuses - Reimbursement Request 
Submitted, click on Apply Status. 



31 31 

Initiating Multiple Requests Not Allowed 

Only one reimbursement request can be 
submitted at a time.  If you attempt to initiate a 
2nd request before the 1st request is approved by 
the Program Manager, you will get the error 
message above. 
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When to Submit Reimbursements? 

5311 Monthly 
5310 Monthly or Quarterly 
45 days after the end of the month 
or quarter reimbursements are due 
November 15th -Contractual end 
date 
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What If? 

No Expenses to bill 
An over payment from the 
grant 
Fares 
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Reimbursements Unavailable? 

Status of Grant must be Active in 
order to Reimburse 
Changing contracts 
Adding funds 
Already Initiated the 
Reimbursement? 
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Eligible Expenses 
Cost Reimbursement Criteria 

• Be necessary and reasonable for proper and efficient 
performance and administration of the project 

• Be an eligible expense 
• Be treated consistently 
• Be determined in accordance with GAAP 
• Not be included as a cost used to meet cost sharing or 

matching requirements of any other federal award 
• Be adequately documented  
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Eligible Expenses 
Direct Costs – Those that can be associated on a one-to-one basis 
with an approved service (e.g. wages, fuel, maintenance costs) 

• Most are variable that change with the amount of service provided 
 
 
Indirect Costs – include planning, accounting, legal services, etc. 

• Agencies must have an approved ICAP in order to be reimbursed for 
indirect costs 
 

• Transit employees who are not 95-100% dedicated to transit 
must document for hourly reimbursement from the grant 
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Any E-Grants questions can be directed to: 
 

 Diane Ohde at dohde@azdot.gov  
 
 

Pause for 
Reimbursement 

Questions ?  

mailto:dohde@azdot.gov
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Contract Reporting  
On every reimbursement request, you are certifying 
that you are reporting your contracting 
opportunities into the LPA/DBE database.  
 

 
 
Payments to Vendors 
Purchase orders 
If you use the funds to a 3rd party--Report 
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Contract Reporting 
www.azdot.gov/transitguidebooks 
See More Information 
 
LPA Reporting Guide for assistance  

 
 
 

Using the LPA DBE System 

http://www.azdot.gov/transitguidebooks
https://azdot.gov/sites/default/files/2019/10/Using-LPA-DBE-System-Oct-2019.pdf
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Demonstration Agencies 
Jason Hunter- Marana Health Center 
-Contract Set-up 
 
Angelica Coronado -City of Bisbee – 
Payments and Contract Close-out 
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Log into the ADOT LAP DBE System at 
https://arizonalpa.dbesystem.com/ 
Username is your email address 
For Password and Account support; select the “LOG IN” 
Button in the center of the screen 

 
 

Transit Subrecipient Reporting 

https://arizonalpa.dbesystem.com/
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Do we report? 
Gas—Wex or other 
Utilities 
Trash 
Staff Salaries 
Cleaning Service 
Auditor / Lawyer 
TSO Mobile / Cell 
phone service 
 
 

Yes 
No 
If it is a contract 
No 
Yes 
Yes 
Yes 
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Closing Contracts 

When should we close the 
contract?   
How long can it stay open? 
How do we close contracts? 
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Compliance / Oversight 

Keep copies of All receipts 
Check receipts against the invoice 
Check reimbursements against 
the DBE reporting 
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THANK YOU! 
Transit Program Managers: 

 
 Aubree Perry aperry2@azdot.gov 

or 
Lindsay Post lpost@azdot.gov 

or 
Sara Allred sallred@azdot.gov 

 
 

Questions ?  

mailto:acochran@azdot.gov
mailto:lpost@azdot.gov
mailto:lpost@azdot.gov
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