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Contract Reporting
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Transit Subrecipient Reporting ”UT_RACS
Where? BE /Mf“

Log into the ADOT LPA DBE System at

<>

- Your user name is your email address r /m
= = ~ i ‘:‘:‘;‘A ;‘,r?-,"; z ;_“ . .';,% = x'q;:_:

UTRACS %%3
MR




Transit Subrecipient Reporting  [RERERdRa
Where?

For password and account support;
select the “LOG IN” button in the center of the

screen

The password information will be sent to you,
using the email address you provided

Contact your ADOT Program Manager if you
need further assistance




Transit Subrecipient Reporting
What?




Transit Subrecipient Reporting

Contract Setup

Contract Informati

You must enter f contract title and maximum value. The assigned department field is optional

Contract Titl

Contract Number *

Contract Value ($) *

Contract Secondary Status None selected v

s S i Arizona Local Public Agency
ontrac olaer/Owner

Name shown to contractors as the contract owner/paying organization when responding to compliance audits

Department * | None selected v

- TRACS Project Number

Federal Project Number *

[ Home [ velp/support

ECS Contract Number

Contract Dates
Enter a contract start date and end date. These are the dates that you want the auditing (if selected) to begin and end.
Award/Start Date * (Projected) End Date *

O Date

O Duration

Notice To Proceed Date

TIoOSEoUTSy rinar

The current system is powered by



Transit Subrecipient Reporting
Contract Setup

Contract Dates
Enter a contract start date and end date. These are the dates that you want the au g (if selected) to begin and end.
Award/Start Date * (mm/dd/yyyy) (Projected) End Date

UTRACS #¢

Duration year(s)

Notice To Proceed Date

Prime Contractor Information
The contract must be assigned to a prime contractor. Enter the B2Gnow user number for the prime contractor, or click Get Vendor
to search and select a user.
Prime Contractor * Type name of vendor
- use * before and after text fo
nsitive, but punctual mportant
g prime, the contact and address fields will auto-fill

vendor database

Prime Compliance Contact * None selected [=]

Contact not | uickAdd = new compliance contact.

Prime Address * None selected |

ress not listed? QuickAdd 2 new address.




Transit Subrecipient Reporting
Contract Setup

e selected

Department Email, Phone & Fax
Contact #1:

Contact #2:

Contact #3:

E
P
F
E
P
F
E
P
F

f«, it
LPA DBE System
SR X Ty




Transit Subrecipient Reporting

Contract Setup

Contract Settings
Diversity Goal(s) *

5 Proposed/
Goal Required Committad Actual

Type Goal 5 Goal

» Help with goals

External Funding Sources

Funding source bas£ on percent 9 FHWA: %
» Help with funding sources FTA: 80 %
Category $ Value % Proportion A %
Federal: *$ Calculate
RA: %

State: $ % HUD: %

%

Local: $ Other: %

Contract Type * None selected

I

Contract Category None selected v

Contract Visible to Contractors * @ Yes
) No

Prime Permitted to Self-Request (@ Yes [default] - Prime can self-request additional subcontractors electronically; ALL are subject to ' X A3 %

Additional Subcontractors * approval by authorized staff. ] 3 1
() Yes - Prime can self-request additional subcontractors electronically. For Credit subcontractors are s - -
~ subject to approval by authorized staff; other subcontractors will automatically be added to the contract. & ADOT L PA D E System
() Yes - Prime can self-request additional subcontractors electronically; ALL are auto-approved and added . : 3
~ to the contract.
- All subcontractor additional requests must be submitted in writing.

> " =

Federal Funding Source *



Transit Subrecipient Reporting
Payment Reporting

Best business practice is to report payments in the
LPA DBE System when you request

reimbursement
At the latest, by the end of each semi-annual

reporting cycle make sure to enter all of your
contracts and payments

All FTA funded contracts:
Active between Oct Ist — Mar 3lst by COB
Active between Apr 1st — Sep 30th by COB

Refer to the

to enter payments into the LPA DBE System




Closing Contracts

Contract Amount
& End Date

ALL v

$220,000 Closed

9/30/2018

$190,000 Closed
9/30/2019

$400,000 Open
10/1/2022




Main§ View I Settings | Subs | Docs I Change Orders & Task Orders I Alerts | Comments | Messages | Closeout

coml Contract Management: Close Contract
14862
Prime:
10/39 m:-,.r| iew |

Change Orders & Task

w
@
=2
5

e}
7]

Compliance Audit List | Compliance Audit Summary | Compliance Audit FY I

SZ12901X: 171677 - Bicycle/Pedestrian Program Services
Prime: Living Streets Alliance
8/10/2017 - 8/9/2018; Closed 10/1/2019

Contrg
Contrg
Prime
Syster|
Award
(Proje:
Contrg | Contract Status

Contract Status

W | Contract Secondary Status

Contr4 | Close Date *
Closed By

Pri 4 ing
Compl | PTIMe Contractor Rating
Closeout Comments
Compl|
Subco
Task
Contrg
Contr.

None selected v

10/1/2019 mm/dd/yyyy

Melanie Peterson

Not Rated v

Other Functions

=

\“\o‘\ ﬁ,\\\
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Record Retention

. Keep copies of all procurement records
. Check receipts against their invoice

- Check against their DBE reporting



Construction, Planning or Operations Contracts

.+ Coordinate with PM as there are additional requirements
- AZ UTRACS and the LPA DBE System

. Subcontractors






Key Take-Aways:

Reporting Due by May 1and November 1
- Close Old Contracts

Resources/Contact:

5311 Program Manager
Aubree Perry: aperry2@azdot.gov

5310 Program Manager/Assistant Transit Manager
Sara Allred: sallred@azdot.gov

ADOT BECO
Melanie Peterson: mpeterson2@azdot.gov




