MPO Liaison Invoice & Supporting Documentation Review

	Reviewer Name
	[bookmark: Text3][bookmark: _GoBack]     
	Date
	[bookmark: Text5]     

	Reviewer Title
	[bookmark: Text4]     
	

	

	Overall Invoice Package Review – this review is to be performed on each invoice submitted.

	

	Contract No.
	[bookmark: Text6]     
	MPO
	     

	Amendment No.
	     
	Invoice No.
	     

	Modification No.
	     
	Invoice Period
	     

	

	
	Criteria
	Yes/No
	Comments

	
	Does the Invoice Package include the Invoice, Itemized Expenditure Detail Report and Progress Report?
	[bookmark: Text1]     
	[bookmark: Text2]     

	
	Do the service periods of the Itemized Expenditure Detail Report and the Progress Report match the service period of the Invoice? 
	     
	     

	
	Verify the Total FHWA Previous Payments and FHWA Remaining Balance amounts for each task on the invoice.
	     
	     

	
	Does the Total FHWA Current Amount Due for each task on the Invoice match the total current expenses on the Itemized Expenditure Detail Report?
	     
	     

	
	Does the Total FHWA Budget Amount for each task on the Invoice match the total current FHWA budgeted amount in UPWP?
	     
	     

	
	Review the Expenditure Detail Report for questionable line item expenses. List questionable expenses in “Comments” and follow-up with the MPO. 
	     
	     

	
	Verify the budget line items on the Itemized Expenditure Report have not exceeded the Estimated Budget Detail line item budget amounts for each task in the UPWP.
	     
	     

	
	Does the progress report evidence meeting minimum performance standards?
	     
	     

	
	Request for Payment Certification as required by 2 CFR 200.415 is signed by MPO Authorized Official.
	     
	     

	
	Invoice Package and signed Contract Summary Form Number 350-060-02 submitted to District FSO.
	     
	Date Submitted:      

	
	
	
	

	If the answer is “No” to any of the above questions, or if any questionable line items exist in the Expenditure Report, the invoice must be returned to the MPO for clarification and correction.

	Reviewer Name
	     
	Date
	     

	Reviewer Title
	     
	

	
	
	
	

	Supporting Documentation Review – the frequency of this review is contingent upon risk assessment. Sampling should include one budget line item from each budget category with the exception of Other Direct Expenses. At least five Other Direct Expenses should be reviewed.

	

	Contract No.
	     
	MPO
	     

	Amendment No.
	     
	Review Period
	     

	Modification No.
	     
	

	

	Personnel Services: Review the entire payroll register and compare to expense being reimbursed. Select one timesheet for a position being reimbursed. Confirm time charged by the task and the invoice period.

	

	Identify the invoice and timesheet selected for review:

	Invoice No.
	     
	Timesheet Selected for Review

	Invoice Period
	     
	     

	
	

	

	
	Criteria
	Yes/No
	Comments

	

	Does payroll register match the expense being reimbursed?
	     
	     

	
	Does the timesheet match the expense being reimbursed?
	     
	     

	
	Is the timesheet signed by an MPO authorized official?
	     
	     

	

	Consultant Services: Select and review one invoice from management/consulting firm that shows consultant fees. 

	

	Identify the MPO invoice and consultant invoice selected for review:

	Invoice No.
	     
	Consultant Invoice Selected for Review

	Invoice Period
	     
	     

	
	

	

	
	Criteria
	Yes/No
	Comments

	
	Are task services documented in the progress report?
	     
	     

	
	Is there evidence payment was made (ex: “Paid with check number”)?
	     
	

	

	Travel: Identify and gather the appropriate travel regulations and policies in place at the MPO, including rate(s) and methods if different from the state. Select and review one travel reimbursement.

	

	Identify the invoice and travel reimbursement selected for review:

	Invoice No.
	     
	Travel Reimbursement Selected for Review

	Invoice Period
	     
	     

	
	

	

	
	
	
	

	
	
	
	

	
	
	
	

	

	Travel (cont.)
	Criteria
	Yes/No
	Comments

	

	Does the travel reimbursement, including rate(s) and method, comply with MPO policies, 2 CFR §200.474 and 112.061, F.S.?
	     
	     

	
	Is the required FDOT Contractor Travel Form Number 300-000-06 used to document travel?
	     
	     

	
	Does the travel documentation reflect the appropriate authorizations?
	     
	     

	
	Are charges supported by receipts?
	     
	     

	
	Are receipts dated during the period of travel?
	     
	     

	

	Other Direct Expenses: Select and review five Other Direct Expense line item reimbursements for review.

	

	Identify the invoice and Other Direct Expense line items selected for review:

	Invoice No(s).
	     
	Other Direct Expense Line Items Selected for Review

	Invoice Period(s)
	     
	1.      
2.      
3.      
4.      
5.      


	
	

	

	
	Criteria – For Each Line Item Selected:
	Yes/No
	Comments

	
	Is there an itemized receipt showing date of purchase, name of vendor/store, amount paid, description of goods purchased, and evidence payment was made (ex: "Paid" with check number)?
	     
	     

	
	Is the date of purchase within the invoice period?
	     
	     

	
	If it is an equipment purchase over $5,000, is there documented pre-approval by FHWA?
	     
	     

	
	Are the expenses allowable?
	     
	     

	

	Indirect Rate: Identify and gather the MPOs indirect rate documentation, if applicable. Review the approved Indirect Cost Plan/Cost Allocation Plan.

	

	Identify the invoice selected for review:

	Invoice No.
	     
	Indirect Rate
	     

	Invoice Period
	     
	

	

	
	Criteria
	Yes/No
	Comments

	
	Does the Indirect Cost Rate and calculation agree with amount invoiced/reimbursed?
	     
	     

	
If the answer is “No” to any of the above questions and the MPO is unable to provide correction or clarification, any unallowable or unsupported expenses reimbursed to the MPO may be deducted from the next invoice. See Chapter 3 of the MPO Program Management Handbook for more information.
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