
INVOICE REVIEW CHECKLIST / RECEIVING RECORD 6


Dist - Co - Rte -PM   	
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Invoice Number:

Date Received:	 	


FREQUENCY
OF REVIEW	CONCUR	N/A



1	Invoice received / date stamped by District / invoice receipt date logged into Local
Assistance Project Database (LP2000)

All Invoices		


2	Verify project funding agreement (i.e., program supplement agreement, fund transfer
agreement) is executed	First Invoice		

3	Invoice format and content consistent with Chapter 5 “Accounting / Invoices” of
Local Assistance Procedures Manual (LAPM)	All Invoices		


4	CTC Allocation or Letter of No Prejudice (LONP) and/or Federal Authorization to Proceed (E-76) prior to beginning reimbursable work and advertising construction contract


1st   Invoice for
Phase of Work		


5	Work performed consistent with approved scope and project limits of CTC Allocation
and/or Federal Authorization to Proceed (E-76)	All Invoices		

6	Phase(s) of work / fund type(s) / amounts / reimbursement rates consistent w/ State
approved project finance letter	All Invoices		

7	Work performed in accordance with STIP Timely Use of Funds deadlines and invoice
submitted in time (April 15 of fund reversion year) to comply with cooperative work		
agreement (CWA) deadlines	All Invoices


8	Copies of: executed Consultant Agreement, LAPM Exhibits 10-C “Consultant Agreement Reviewer’s Checklist”, 10-O1 “Local Agency Proposer UDBE Commitment (Consultant Contract)” and  10-O2 “Local Agency Proposer DBE Information (Consultant Contract)” in project files for federally funded projects


1st
Consultant		
Invoice
1st

9.	Consultant Contract DBE Information entered in LP2000	Consultant		
Invoice

10	Construction Contract Award Package: 1) copy of Contract Award Package (refer to
Chapter 15 LAPM) forwarded to DLA Office of Project Implementation, 2) copy of


1st CON Invoice

LAPM Exhibit15-L “Local Agency Contract Award Checklist” to LPA

2, 3, 4		



11	Contract Award DBE Information entered into LP2000 3

1st CON Invoice		


	
12	Contract Change Orders (Federally eligible, DLAE reviewed/concurred)	All Invoices



13	Level of work completed consistent with total Federal/State funds invoiced 5


All Invoices		






FREQUENCY OF REVIEW

CONCUR


N/A



14	Unless authorized by the DLAE (e.g., to prevent the loss of federal funds), invoice amount shall not be less than  2% of the total Federal and/or State funds nor less than
$1,000


All Invoices		



15	Total invoiced funds do not exceed amounts allocated / authorized	All Invoices		

16	Invoice documentation (Back-Up) supports current amount billed	All Invoices		


17	Local Agency Invoice Certification / Signature	All Invoices		


Incomplete or disputed invoice packages must be returned promptly to the local agency to avoid incurring interest penalties. A Dispute Notification Letter shall accompany all invoices returned to the local agency.  Notify the appropriate LPA accountant (not the ”Local Programs Accounting” Lotus Notes Account) when an invoice is returned to the local agency by the DLAE.

Footnotes:

1.	The DLAE should forward the Local Agency invoice to LPA or return it to the local agency within 20 days of receipt by Caltrans.
LPA must forward invoices approved for payment to the SCO within 45 days of receipt by Caltrans.  Local agency invoices must be paid by the SCO within 60 days of receipt by Caltrans to avoid interest penalties.  (Note: Interest penalties may be debited against the District’s Operating Budget if the delay is a result of excessive District processing time)
2.	Contract Award Package must be submitted to DLAE within 60 days of contract award and prior to first construction (CON) invoice, whichever is earlier.
3.	Prior to submitting local agency invoice to LPA for payment, verify “local agency bidder DBE” and “contract award” information”
has been entered into LP2000.
4.	Email or submit LAPM Exhibit 15-L “Local Agency Contract Award Checklist” to “Local Programs Accounting”
5.	Local agency must demonstrate that completed work is consistent with the level of Federal and/or State funds invoiced (see DLA-OB
09-05 – Attachment 2 “Bid Summary/Cost to Date Form” for a sample construction contract document).
6.	This Invoice Review Checklist acts as the “receiving record” for this invoice.

I have reviewed this invoice in accordance with the above checklist and reasonableness of the cost invoiced. I concur with payment of this invoice.
Caltrans District Representative Signature		Date: Name and Title	Phone No.

Comments:    	
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