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New Statement of

Expenditures



New Statement of Expenditures Coming Soon

« New SOE now meets the requirements of C.5. of all grant contracts

- Built-in, user-friendly tools for:
— Rounding on Federal and State amounts
— Preventing ALI overdraws with formulas & Remaining Balance column
— Auto-generating Amount Previously Invoiced column

— Specifying Capital expenses based on available ALls in Contract

 Brief recorded training will be available on OPT website to demo the
worksheet and explain how to use it



Invoice Checklist




Invoice Checklist

« Two different checklists depending on contract type:
— State Funds Grantee: 1 page (blue fields)
— Federal Funds Grantee: 2 pages (orange fields)

» Each checklist has an Instructions tab
- Updated periodically based on compliance findings or

process changes. Files available on Invoice Forms section
of OPT website

e ransportation



Federal Grantee Invoice Reirrl bursemerlt Checklist State Grantee Invoice Reimbursement Checklist

= ToOT -~ This checklt sinst a contract in which 1007 provides a State Match dr. By
- — by nchades State Fand.,

Agency: P rogram:

Program:

FTAGrant: TN Rl TN il Aeency:

TDOT Project Number: FTA Grant [if apphcable]

Invoike Number: . — TOOT Project Number:

Reimbursement Period Stare: lend: | e invoice Number:

(Contact Person: Name: | Email: Office of Public Trans portation

Mulfimodal Divisien [Reéimbursement Period Start:

une | ves N Office of Public Transportefion  |cansaet person: Mame:
s this the FINAL INVOICE on this contract? 1 H - -
e e i
Are the following required elements included in the Reimbursement Request Package: 2 < =
s this the FINAL INVOICE on this contract?
a. Schedule of Expenditure (50€) with sgnature auth urate informa ion and arithenctic? Are the follow e elements incud ed in the Reimbu sement
If yes, does the comtract stipulate the geantee murnds reimburs ement request down 1o the whole dallar? a Schedule of Expenditure (SO€ ] with signature authority, aurrent dat e, accurate infasmation and arithmetic?
b. Sunmary page itemising the transactions and amoures lor SOE cost categories and totaling the amaunt re quested lor il yss. does the ent cunds reimbursement request down tothe whole dollar?
reerbursoment? b. Summ sy page itomis. or SOE cost categories an cqueal
reimbunement?
c. General Ledger outhining conts inchuded on SOL for salaries, wages, benefi, and preventafve maintenance?
. General Ledger outiming costsincluded on SOL for salaries, wages, benefits, and preventative maintenance ?
d. Necmmsary supporting docy meration induding copies ol checie amd ivoices lor oty imcluded on 5067 — - —
d. Necessary supporting documentation, inchiding copies of checks and imvoices for Travel & Training and Drug/Akohal Testing?
#. Aeimbuanament package organiaed to s for apparing documantation 1o be sy finked tocout fted o mmmary page ndin e Reimber semem package organized 1o allow for supparting dacumentation 10 be easly Enked tacosts listed on summary page and in
S0f cagories. SOF categories?
sgarey
Does this inwoice includ e payments for goods and/or services that meet the threshold for 3 Small Purchase or Formal 3 Does ind serdces that mest shold for & Small Purchase or Formal a
Purchase, = defined by TDOT, FTA, of local procurement policies? Purch: polices?
a Ifyes, did the agency receive a Letter to Procesd with Award)/Puhase Order from TDOT? 2. I yes, did the agenc 1o Procoed with Awsrd Purchase Order (S2ate Contract Review] kam TDOT?
iy, & the Letier 1 Procesd inchaled in the ReimBurscme s Requast Package? I yes, ia the Letter ta Proceed induded in the Reimburiement Request Package?
T hat TDOT Procerenent - provided o S —
If yes, whhat is the TDOT Procurement Nurrber, provided on e Letter to Praceed? M yes, whit & the TOOT Procurement Number, provided on the & i
a til 3 Letter to Proceed
b no, remove fiee fromithis inve d contaxtyour Pr Monitr, TDOT will noti mue payment until a Letter to Proceed with Award is cbtsined.
Zpenas FomING nvace and contact your rogram = il e - = Mﬁ; m!nmﬂpwulﬂrmﬂm[vﬂﬂqmmﬁmﬂpw:n“hahm:unﬂum!h 4
Does this invoice inched for capital Ivehiches, equi real that have it value greater than a
45,000 and a useful life greater than one year?
a Hyes, are any of the capital amet purchanes 3 rmicroy hase? 1ys, v " e et Roguodt Packags
if yes, i dacumentation demaratrating a remonable price determina Son incheded i the Reimbursement Request Package? B yeu xre ny of the capital mset purchanes Smallor Farmal parchases?
1f yem, did the agency rearive a Letter to Proced with Awar d/Purchuse Order {$2ate Contraa Review) from TDOT?
E. i yes, are any of the cpital sset purchases Small or Formal purchases?
; 5 o Ee e — W yes, ia the Letter toProceed included in the Reimber sement Request Package?
i yers, did the agency rocoive a Ltter toProcoed with Award [Purch der) brom TDOT? —
= sareees = ene W yes what  the TDOT P ocurement Nurmberls]. pravided om the Letter 1o Procesd?
H yes, is the Letter taProceed induded in fhe Reimbursesment Request Package’ Il o, remove the expemses Irom this invaice and contact your Program Manitor, TDOT will not Bsus payment urtila Letter to Proceed with Award & obtained.
H yes, whats the TDOT Procurement Numeris), provided on e Letter 1o Proceed | bW yes & the caphal smet decomentation inclededinthe package?
1l s, revrene the exsense froem this imwoie a8 contac your Program Masviar, TOOT will net issue payment until 3 Letter to Proceed with Award is obtained. Areany as "Other on the SOE? 5
<.l yem, ia. the required capita L asset documentation ind uded in the package? & M ys, are o "Onher Girect Costs” dllowed e o rembursement?
" ; [ TErp——— suenmary page AND each b P
o. W rofling stock, did the agency complete the poat-delivery cortificaions and indude in the pockage?
—_ = chadicolad - = Are any costs categorized as "Indirect Costs” on the SOE? [
. Hralling stack. &id the agency cengiete the Vehicle Autt fepoct and have it avalatie upan request 2. yea, has TOOT received the agency s current cost allocation plan and cognizant approval letter?
1. M rafling stock nat ol 1e SWC, did the agencycomplete the TWM Report in Survey Morikey and inchude in the invaice package? b.¥ yes, & the cur x poal of foems AND aBocation rate cearly drtaded within the Reimbar semert Requmt Packet?
Do this invoke inched for activities Nt wprhvklm compliance? oub-llm pplie to Are any costs categonized as “Travel and Training” on the SOE? 7
federally funded mntracts in excess of $2,000 for the of repair 5 a i yes, are conts itemized in 2 summary page and each cost documented with checks and invoices?
of public buildings. bW yes, are correct per diem alowances and rates documented and requesied?
My, i signed US Departement of Labor FormWik-347 attached to document lair wagm were pasl? ¢ M yes3, & conlerence agenda, program, & traiming manerial incheded?
Does this invoice i to and & Does. L for sales tax? s
2 iyes, hers the 2 gercy exmplied with promes, peyent regurements? N yea pesie exclude the cox kam the raimbursement requastd the agency
= — — Does this invoice indude payments for late fees? L]
Do ek 100 4 T e (DBE} h
- - D= 7 W yes goase sxchude the cost ko the rermburement requet. TDOT dacourages the ocow rence of e e,
DBE subcon tractors?

Does thisinvoice indude payments supported by handw ritten invoices? i
# yes, has the agency conliemed the hardwritten invoice is NOT a duplcate?
Listeach DBE firmarnd amourt paid. $0.00 Does incu de for repairs due to vehick u

o yes, has the agency fequente.

a llyes, is the DBE docurnentat on iemized inthe imvoies ?

Peceived re b s ment Bom the insurance catase?

SIGNATURE Do
Areany Costs™ on the SOE? 8
| 2 fyes, are sl "Other Direct Costs” slowed and eligible fbor rembursement? Agercy Sgnsory Ay
TN b. M yeu, are costs itemized AND esch cost docurmented with dhecks and invaices? TOOT Program Manager:
Areany costs categorized as “Indirect Costs™ on the SOC? L] TDOT Tranait Oversight:
— —




Invoice Process

Overview




Invoice Process Overview

Agency Asset

Grantee MM Admin Program Consultant
; Agency PM
Monitor UROP/5311

Manager/ Reimbursement Admin
Asst Director Processor Supervisor

Monitor (if
asset > 5k)

TDOT
Finance

TN Finance &
Admin (F&A) Payment

TN Rl

Department of
e ransportation



Invoice Best Practices

Document




Purpose of the Guidance Document

Provide agencies with clarity about
what TDOT wants included in invoices,

which will help to:

» Process invoices and reimburse
agencies expeditiously

Invoicing Best Practices for
Transit Agencies

follow-up information

» Reduce requests from TDOT for

» Train new staff (TDOT and agencies)



Overall Invoice Organization

« Statement of Expenditures (SOE)
* Invoice Checklist
* Invoice Summary Sheet

- Documentation of Expenses in Sections
— Section divider page
— List of expenses in section

— Documentation for each expense



Statement of Expenditures (SOE)

Common Errors on the Previous SOE:
* Rounding issues
— Total not rounded down
— Subtotals don't sum to total due to rounding
« Incorrect prior expenditure data
«  Agency address different than Edison

* Incorrect invoice numbering

New SOE Format:
« Onceinfois put into new SOE format do check against agency’s own actuals
« Update the invoice number

. Formula cells will all be locked

TN TDOT

Nt
_Tw t

of
n



Invoice Summary Sheet

« A crosswalk between the SOE and the documentation provided
 Facilitates review by Multimodal and Finance staff

> Categories used will vary between agencies based on the agency’s
accounting system categories

SOE Categories -

Summary Sheet - -
i |
navisual expenses [ [ (N (O (O O




Invoice Summary Example: SCTDD

BEDFORD COFFEE FRANKLIN GILES HICKMAN LAWRENCE LEWIS LINCOLN MARSHALL MAURY MOORE PERRY WAYNE 5311 TOTAL TDOT
Billing

BUS DRIVERS SALARIES 17,871.26 21,813.19 17,075.70| 43,863.50 5,174.73| 28,559.63| 21,856.96| 156,214.97| 156,214.97
OTHER PERSONNEL 7,054.58 9,368.69 7,497.83 9,134.09 2,862.96 6,749.69 4,236.48 46,904.32 46,904.32
FRINGE 1,894.34 2,325.16 1,868.07 4,021.56 595.38 2,661.73 1,910.92 15,277.16 15,277.16
TRAVEL 101.25 101.25

FUEL 1,648.10 5,598.27 3,588.81 8,440.19 986.63 6,530.13 4,743.61 31,535.74 31,535.74
FUEL - JULY 2022 3,343.00 2,824.52 5,419.87 3,966.55 2,817.17 4,647.70 2,871.48| 6,796.78 5,204.32| 13,046.78 1,655.18 7,507.18 5,759.41 65,859.94 65,859.94
MAINTENANCE - VEHICLES 470.49 4,813.76 1,148.38 7,265.33 242.99 5,499.25 2,858.18 22,298.38 22,298.38
INSURANCE / GENERAL LIABILITY 0.00 0.00
INSURANCE / MEDICAL 1,133.13 8,269.79 3,106.82 6,087.16 2,507.03| 10,363.09 9,789.38 41,256.40 41,256.40
INSURANCE / WORKERS COMP. 0.00 0.00
INSURANCE /VEHICLE 0.00 0.00
INSURANCE OTHER 0.00 0.00
DRUG & ALCOHOL TESTING 971.20 218.20 482.35 2,205.45 375.05 448.60 277.35 4,978.20

CONSULT/PROFESSIONAL SERVICES 493.84 852.59 788.51 1,200.87 333.11 669.53 600.80 4,939.25 4,939.25
RENT & UTILITIES 1,500.00 950.00 1,000.00 2,306.84 1,703.22 1,550.00 1,480.60 10,490.66 10,490.66
UNIFORMS 190.98 60.00 250.98 250.98
EQUIPMENT 0.00

ADVERTISING 95.83 95.83

COMMUNICATIONS 96.00 21.80 154.55 1,353.14 276.14 584.08 264.94 2,750.65

PHYSICALS 214.80 99.00 375.00 240.00 928.80

MAINTENANCE - BLDG. 52.99 52.99

SUPPLIES 121.10 25.39 139.97 628.64 25.37 760.96 155.75 1,857.18

MISCELLANEOUS -10.00 -10.00!

TOTAL CASH COSTS 36,794.12 2,824.52 5,419.87 3,966.55 2,817.17 4,647.70 2,871.48| 61,053.62 42,270.11| 99,652.55| 16,780.78| 72,449.85| 54,234.38| 405,782.70] 395,027.80
LESS: FARES 1,118.50 2,177.00 1,751.50 2,701.5 762.00 3,926.50| 4,642.00 17,078.98 17,078.98
LESS: INCIDENTALS 0.00 0.00
NET CASH COSTS 35,675.62 2,824.52 5,419.87 3,966.55 2,817.17 4,647.70 2,871.48| 58,876.62 40,518.61] 96,951.07| 16,018.78| 68,523.35| 49,592.38| 388,703.72| 377,948.82
PLUS IN-KIND 0.00 0.00
TOTAL DISBURSEMENTS 35,675.62 2,824.52 5,419.87 3,966.55 2,817.17 4,647.70 2,871.48| 58,876.62 40,518.61| 96,951.07| 16,018.78| 68,523.35| 49,592.38| 388,703.72| 377,948.82

TN Rl



Invoice Summary Example: SWHRA

TN Rt

e ransportation

February 28, 2023

GL CATEGORY- 716010

SALARTES

FICATAX

UNEMP. INS.
WOREMAN'S COMP.
MEDICAL INS.
DENTAL INS.

VISION INS.

LIFE INS.
RETIREMENT

ALDIT FEE
MEMBERSHIF FEES
MEDICAL SERVICES
PHYSICALS
CONTRACTED SERVICES
HEALTH AND SAFETY
FOOD
TRAINING & TA
CLIENT SERVICES
RTATP

TRAVEL
REGISTRATION FEES
DEPRECIATION - CENTRAL OFFICE
RENT - 5ITES

SOUTHWEST HUMAN RESOURCE AGENCY
TDOT CARES
YTD
ADJUSTMENTS/
Expenditures Reference TOOK OUT
1794302 A
1327.02 B .
g3 | B SWHRA assigns
prrreeil B codes to expense
7. .
sist | B categories that
179433 | B .
they repeat in the
General Ledger.
This is helpful but
not required.
3,576.76 C
314954 D




Invoice Summary Example: NWTHRA

MWTHRA ALl Expense Description Total Expense
ALl Summary Dec-22 NW
SOE Cost Category 985311-53-311
7-22-5311-06-10
Project Adm. 11.79.00{ Salaries 013 15,316.47
11.79.00| Fringe 013 294102
11,79.00] Travel 1,058.50
NWTHRA notes the 11.79.00| Rent & Utilities 1,604.13
FTA Activity Line 11.79.00| Communications 149.80
ltem (ALI) associated 11.79.00| Supplies & Printing 1,459.80
. 11.79.00] Insurance 0.00
with each category. || 1 75 5ol indirect 1,425.65
This is helpful but 11.79.00| Other Dir 2,359.48
not required.

| e 26,314.95

TN Rt

e ransportation



General Ledger

Schedule Of Expenditures 26 (5311) Admin
TolState Agency TDOT - Multimodal Invoice Number 2-22-5311-07-08 (T ion Prog: ) Total T i g TOTAL
= Name  SOUTH CENTRAL TN DEVELOPMENT DISTRICT Invoice Period 10/01/2022 - 10/31/2022
Address 101 SAM WATKINS BLVD Contract Period 07/01/2021 - 12/31/2022 Expense A
City, State, Zip MT PLEASANT, TN 38474 Contact Person/Telephone ~ JENNY GREEN 931-379-2911 X .
F&A Contract Number Program 5311 RURAL PUBLIC TRANS 50100 - Salaries 4222342 4222342
State Project Number FTA Grant Number TN-2021-020 50300 - Ei 17,12316 17,123.16
State-match only contract? NO [o)
50900 - Travel, Staff 1,364.80  1,364.80
Cost Amount Due ount Previousl Cumulative
Categories This Invoice (1) Invoiced (2) Budget 52700 - Occupancy D 1,665.29  1,655.29
Progect Alwialtintion G—— 53100 - Communications  E 105523 1,055.23
Salaries & Wages —§_422234; 244,413.85 286,637 27 - I 2R
Fringe Benefits 0 108,310.12 125.433.28 = 52900 - Consumable Supplies F 87.43 87.43
Travel & Training 1,364.81 6,383.65 7.748.45 = G
Rent & Utilities 1,655.20 12.578.50 14.233.79 = 50700 - Consultants/Professional Serv 72.40 72.40
C 1,055.23 29,212.66 30,267.89 - 52500 - L H
- Legal Services 125.00 125.00
Supplies & Printing 87.43 7,260.49 7.347.92 - 9 |
- - - = 52800 - Rent-Furniture & Equipment 417.95 417.95
Other Direct Costs 855.35 1822467 19,080.02 - X )
Indirect Cost 11,300.30 84.190.04 95.500.33 - 54800 - Maintenance & Repairs J 240.00 240.00
Total Project Administration| $ 7567407 | $ 510,574.88 | § 586,248.95 | § 930,433.00 79000 - Indirect / Admin Costs Applied K 11,309.39 11,309.39  11,309.39
Total Federal Requested| § 60,539.00 | § 408,458.00 | § 468,997.00 | $ 744,347.00
Total State Requested| $ 7,567.00 | S 51,054.00 | § 58,621.00 [ $ 93,043.00 Total Expense 75,674.07 75,674.07 75,674.07
8:44 AM SOUTH CENTRAL TN DEVELOPMENT DISTRICT
0130123 Transaction Detail By Account
Accrual Basis October 2022
Type Date Num Name Memo Class Debit Cldll Balance
50100 - Salaries
Paycheck 10/14/2022 DD10379 FRAZIER, TAMMIE D Direct Deposit Transportation Programs:26 (5311) Admin 2,373.36 2,373.36
Paycheck 10/14/2022 DD10380 GARCIA, TERRIE J Direct Deposit Transportation Programs:26 (5311) Admin 2,997.35 5,370.71
Paycheck 10/14/2022 DD10381 GREEN, JENNIFER R Direct Deposit Transportation Programs:26 (5311) Admin 272156 8,09227
Paycheck 101142022  DD10396  MORROW.ROBERTAS Direct Deposit Transportation Programs:26 (5311) Admin 1,846.32 9,938.50
Paycheck 10/14/2022  DD10406  SZYDLOWSKI, LUCYM Direct Deposit Transportation Programs:26 (5311) Admin 1,880.67 11,819.26
Paycheck 10/14/2022  DD10413  WILLINGHAM. DEREK... Direct Deposit Transportation Programs:26 (5311) Admin 1,733.33 13,552.59
Paycheck 10/14/2022 DD10374 EUBANKS, KAYLA R Direct Deposit Transportation Programs:26 (5311) Admin 13,881.92
Paycheck 10/14/2022 DD10405 STEWART, CARL R Direct Deposit Transportation Programs:26 (5311) Admin 17,537.84
Paycheck 1011412022  DD10404  SIMS Il CARLD Direct Deposit Transportation Programs:26 (5311) Admin 18.154.18
Paycheck 10/14/2022  DD10387  NEWTON,PHILLIPA  Direct Deposit Transportation Programs:26 (5311) Admin 21,1171
Paycheck 10/31/2022 DD10436 FRAZIER, TAMMIE D Direct Deposit Transportation Programs:26 (5311) Admin 23,485.07
Paycheck 10/31/2022 DD10437 GARCIA, TERRIE J Direct Deposit Transportation Programs:26 (5311) Admin 26,482.42
Paycheck 10/31/2022 DD10438 GREEN, JENNIFER R Direct Deposit Transportation Programs:26 (5311) Admin 29,203.98
Paycheck 10/314/2022 DD10453 MORROW, ROBERTA §  Direct Deposit Transportation Programs:26 (5311) Admin 31,050.30
Paycheck 10/31/2022  DD10463  SZYDLOWSKI, LUCYM Direct Deposit Transportation Programs:26 (5311) Admin 32,030.97
Paycheck 10/31/2022 DD10470 WILLINGHAM, DE'REK .. Direct Deposit Transportation Programs:26 (5311) Admin 34,664.30
Paycheck 10/31/2022 DD10431 EUBANKS, KAYLA R Direct Deposit Transportation Programs:26 (5311) Admin 34,993.63
Paycheck 10/31/2022 DD10462 STEWART, CARL R Direct Deposit Transportation Programs:26 (5311) Admin 38,649.55
Paycheck 10/31/2022 DD10481 SIMS II, CARL D Direct Deposit Transportation Programs:26 (5311) Admin 39,265.89
Paycheck 10/31/2022  DD10454  NEWTON,PHILLIPA  Direct Deposit Transportation Programs:26 (5311) Admin 4222342
Total 50100 - Salaries 4222342

TN Rl



General Ledger Detail

NWTHRA lists the
vendor/payee name
for each expense
within a category.
This helps identify
the proof of
payment and
invoice associated
with each expense.

Total Rent & Utilities $ 1,604.13
Vendor / Description Program Acct Amount

Servall Rent 013-555-00 180.00

Tennessee Home Solutions Rent 013-555-00 618.80

Total 798.80
Vendor Description Program Acct Amount

WCMES Utilities 013-560-00 489.66

City of Martin Utilities 013-560-00 315.67

Total 805.33

Total Communications $ 149.90
Vendor Description Program Acct Amount

WK&T Phone 013-565-00 149.90

Total 149.90

Total Travel $ 1,058.50
Vendor Description Program Acct Amount

Janet Moore Travel 013-550-00 1,058.50

Total 1,058.50

TDOT




Documentation of

Direct Costs




Section Divider in Large, Bold Font

TRAVEL

TN Rl



Helps Navigate the Invoice Package in Adobe




Expenses Documented by General Ledger (GL)

TN Rl

Department of
e Transportation

Expense

Documentation

Salaries and Wages

General Ledger

Fringe Benefits

General Ledger

Travel and Training

Bill, Payment and Agenda

Rent GL or Bill & Payment (if lease is not on file)
Communication Bill & Payment
Printing Bill & Payment
Supplies Bill & Payment
Insurance General Ledger

Vehicle Operating

General Ledger

Indirect Costs

Expense Pool and Formula used to Calculate Expense

RTAP Bill & Payment
Other Direct Costs Bill & Payment
Licenses Bill & Payment
Capital Expenses Bill & Payment

Preventative Maintenance

General Ledger




Documentation for Other Expenses

o Proof of payment
» Checks

» Bank statements showing ACH transfers

» Credit card statements with a copy of the check used to pay the credit card
o Bill/Invoice
» Clearly identify items charged to the contract
* Allocation by program

e Specify the amount shown on proof of payment, the cost allocation factor [% billed
to transit], and amount billed to the contract.

* Multiple-item purchases with only select items billed to the contract — highlight
items billed to the contract



Check Paired with Invoice

no 77034 ] |

When an expense is
allocated among several
programs, show the amount

PAY TO THE CRDER OF DOCUPHASE

One thousand six hundred eighty and 00/100" * * * " *** " = -

ADDRESS

DOCUPHASE charged to transportation.
iDATIX CORPORATION
13577 FEATHER SOUND DRIV Example:

CLEARWATER, FL 33762

$240 of $1,680 is allocated
to Transportation

MEMD

Expensss £1,680.00 | Hems S0.00

72000 OK PREMISE MAINTENANCE RENEWAL
24000 ON PREMISE MAINTENANCE REMEWAL  LMOORE
45 o Pl ! AlNTERAMNCE BEMTWE O OWAREEH

24000 ON PREMISE MAINT

74800 - Admin Maintenance . Cosl Alocalon Poo's 59 Adminsiralive Cosls
74800 - Admin Maintenance . Cost Alora®on Poos! 99 Adminatrative Costs
S4A00 - Mainerance & Bep Anrg & Deeabdiy N P MOORE

AME 26 (5311) Adrin

. s Invoice
Qf- DOCUPHASE S 30 #22940512

35%asr}vater FL 10/1/2022

South Central Tennessee South Central Tennessee
Development District Development District

101 Sam Watkins Bhvd 101 Sam Watkins Blvd 1 6 8 0 O 0
Mount Pleasant TN 38474 Mount Pleasant TN 38474 ’ A

IQE’EIW y SO D

e Transportation




Expense Paid by Credit Card

Flight 2: Wednesday, 10/12 Est Travel Time: 1h 35m W FIRS FARMERS. Whe_n a credit card statement is
BANKING | WEALTH MANAGEMENT | TRUST provlded as proof Of payment’

DEPARTS ARRIVES

FLIGHT . October 2022 Statement 09/03{£022 - 10/044 H H H

oy MKE 06:20pwu ::qu 07:55pu . SCIDD MM G circle or highlight the expense(s)
Milwaukee ashville

charged to the invoice.

Payment information bost  Trans

Date Date Ref # Trajisaction Descriptiol .
| provide a copy of the check used

ir - Visa ending in 8941 P .
Air - 419G8R ) b 09M16 0916 2573 INE *SHIP SUPPLIE to pay the Credlt card.
: P at Amolnt: $358.96 / 0919 09M8 AMZN Mktp US*"1M2D97,
k> ayme 2 £

09M19 0916

Visa ending in 8941

MUSIC ROAD RESORT HOTE B65-4297700 TN J $141.43 _‘«L'j?,:/
EB TFA ANNUAL CONFERE 801-413-T200 CA / §180.00 5 Vs

U.S. Fi Segment Tax $ o Bt 4 09/18 08M6
U.S. Passenger Faciity Chg ~ § e 09/20 09119 4IMPRINT, INC 4IMPRINT COM Wi §577.63
ayment Amourly $358.96 il J =
Total $ / 09/21 09/19 MYRON CORP 800-5268766 NJ / 847303 =
09/21 09/20 UWM SCE 414-2273200 Wi J 5775.00
Fare rules: If you decide to make a change to your current itinerary it may result in a fare increase Are s AnFN B RSk & iatien FEPRLCE LT | @
_ - ——— 5 7 qa v
VDS CILIT T AT ARR R A PP 0972 09/20 9769 SOUTHWES 5262167417038 800-435.-9792 TX $358 .96

DEPRIEST/EFFR 10/09/22
NASHVILLE TO MILWAUKEE WS

MILWAUKEE WS 10 NASHVILLE ,..:/ I/
09/22 09/20 9777 SOUTHWES 5262167417039 800-435-9792 TX .
MORROW/ROBERTA 10/0%/22 .
NASHVILLE TO MILWAUKEE WS

AMUWALKEE WS TO NASEVILE el
09/22 09/21 6325 WALMART.COM AA B00-966-6546 AR J$15.49 :‘.t
09/22 09/21 8170 INTUIT *ProSeries  CLINTUIT.COM CA / §392.00 2 |
09/28 089/23 4032 L2G 4UP HENRY HORTON CHAPEL HILL TN $5,189.19 _cii_/,*
09/26 09/23 5084 AMZN Mkto US*1U7192171 Amzn com/bill WA / $318 52 P

TDOT



Expense Paid by ACH

FIRST CITIZENS
NATIONAL BANK
W MEER FTAC
(L
ACCOUNT NUMBER: | 222344 - 115838 | i .0, BOX 270 - Dyersburg TH 18023-0070
METER NUMBER: | 119963 B B Weakiey County S
CUSTOMER NAME: | NORTAWEST TN AR | |mEmES| Municipal Electric System HORTHWEST TN HUMAN RESOURCE AGENCY
SERVICE ADDRESS: | 118 WELDONDR | |SST|  ro-ton 1ro-tarin Temnessee s3r-0170 Account Number: XHHKKXAO3S
{ (731) 587-9521 (000) 5637409 Statement Date: 12;30’!22
METER READING DATE: | DEC 02 2022 | ————— - ks

This office is not responsible for bills, final notices or payments
lost in the mail. Failure to pay past due amounts may result in
termination of electric service,

-------------- Hiscellancous Credits - === e e === -

Date Deposits Withdrawals Activity Description
SERVICE DAYE PnFéEVIFUS Cuﬁ“ﬂg ANMOUNT AMOUNT 12/20 2"324‘§9V STATE-TN P -
Metered Electric | a0 1354 | 1399 | 2600 480.66 | 2.2.-’22 7,981,601 Eennuaseg
| I 2/22 B,156.50&~ TH Carrier.
Memorandum Bill Do Not Pay | \ i | | 12/27 120.00— DEPOSIT When a bank Statement
| | ! | i | 12/27 Ifga.ggw DEPOSIT
| | | | | 12/27 7.52¢ DEPOSIT H H
s i , ‘ ‘ ‘ 12151 26400 tesoarr /] is provided as proof of
| | l | ‘ | | 12/21 353,42.'..// DEFOSIT, .
| | | | 12/28 5,003.1
i l ' | ; 12/28 3,031.68 payment for a direct
| | ‘ ‘ 12/28 ”1'33:‘;43‘:
| 12/30 16,844.93 H H
| 1 i | 12730 HOHENT withdrawal, circle or
‘ 1| i . .
P ; | | I TSR stlacellan highlight the expense(s)
TOTAL CURRENT CHARGES | | { ‘ 489.66 el . .
| | i 1 ) Date Daposits Withdrawals A
EVEN PAY PLAN Y-T-D DIFFERENCE : ![ ; | . 12/02 £8,708.07  Yorthwest 1 Charged to the invoice.
ian indicates 12/05 821.69 REAT-WEST TRUSITIRINED D
sign ¥ 1
s 2ctestonyou borat - 12/0% 24,220,486 TRS/USATAXPYMT
PAEVIOUS LATE PAYMENTS & OTHER BALANCE CURRENT 12/06 11,884.21 J FLEETCOR SUNDING/BT1Z0S
AMOUNT DUE CHARGES ADJUSTMENTS DEBITS/CREDITS FORWARD CHARGES 12/13 E 149,00 J WKeT/TELE BILL ' Telephone
12/13 i WK4T/TELF, RILL
S02:28 i L | L L e = 1 12/13 CITY o= MARTIN/BRNRDRAFT 0 Utilities
12/16 TRS /USATAXPYMT
12/16 Northwest TH Hum/PAYROLL
12/19 GREAT-WEST TRUST/FAYMENTS
12/20 FLEETCOR FUNDING/BT121%
12/27 GHEAT-WEST TRUST/PAYMENTS
12/28 WEARLEY COUNTY M/UTIL PYMT Utilities
12/30 IRS/USATAXFYMT
12/30 Morthwest TH Hum/PAYROLL



Travel Expenses

«  Must conformto TN State Travel
Regulations

* GSA lodging and per diem rates
must be used

* In addition to bill and payment, an
agenda for the event is required.

« If there are multiple attendees, one
copy of the agenda with a note
indicating the names of attendees
will suffice

TN Rl

Department of
e Transportation


https://www.tn.gov/content/dam/tn/finance/images/doa-images/accounting-job-aids/3065_001.pdf
https://www.tn.gov/content/dam/tn/finance/images/doa-images/accounting-job-aids/3065_001.pdf
https://www.gsa.gov/travel/plan-book/per-diem-rates

Rent Expenses

 If TDOT has the rental lease on file, the General
Ledger is sufficient documentation for rent
expenses.

 |f TDOT does not have the lease on file, it is
necessary to provide a bill (or the lease) and
proof of payment.

* |tis NOT necessary to include the whole lease
every month unless the agency’s rent payment
amount changes from month-to-month.

TDOT



Documentation of

Indirect Costs




Indirect Costs

Indirect Costs are those costs:

* incurred for a common or joint purpose

* benefitting more than one cost objective

* notreadily assignable to the cost objectives specifically benefitted

e Chief Executive Salary
* General Counsel Salary
e Agency-wide accounting expenses

e Other expenses benefitting more than program and not readily assignable to
specific programs

Indirect cost pool

TDOT



Documentation of Indirect Costs

The invoice needs to document two things related to indirect costs:

Indirect Expenses (Overhead)

(1) Indirect cost pool * Chief Executive Salary
e Agency-wide accounting expenses

e Other expenses benefitting more than program and not readily assignable to specific
programs

(2) Allocation of the
indirect cost pool
across programs

eDirect Expense eDirect Expense eDirect Expense eDirect Expense
eDirect Expense eDirect Expense eDirect Expense eDirect Expense

TN Rl

Department of
e Transportation



Indirect Cost Pool

* Indirect Cost Pool: A grouping of costs that have more than one
cost objective.

* |temized Indirect Cost Pool Detail:

— Provide a list of items included with an amount for each item, as well as the
grand total for the pool.

— Include the amount for the month of the invoice as well as year to date.



Itemized Indirect Cost Pool

Date>>>

INDIRECT RATE
ADMIN Dept
ACCOUNT DESCRIPTION

Salaries - Administrative
Salaries - Area Coordinator
Salaries - Drivers

Salaries - Site Managers
Salaries - Back-up Site Manage
Salaries - Office Aides

Salaries - Back-up Office Aide
Annual Leave Administrative-Ap
Annual Leave Drivers-Ap
Annual Leave Site Managers-Ap
Annual Leave Office Aides-Ap
Fringe Benefits - Medical Insu
Fringe Benefits - Retirement
Fringe Benefits - Workers' Com
Fringe Benefits - FICA

Fringe Benefits - /I

Fringe Benefits-WC Deductible
Travel - Local

Meetings & Conferences - Local
Meetings & Conferences - Ovem
Motor Vehicle Pool - ISF
Communications - Telephone
Communications - Cellular
Communications - Paging
Postage & Shipping

Occupancy - Rent

Occupancy - Utilites

Occupancy - Cleaning-Ap
Office Supplies

Office Supplies - Sensitive
Supplies - Program Related

TDOT

0100

11/30/2022

8.7752711458%

MONTH
$61,515.87

List of the
costs included
in the Indirect
Cost Pool

$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$295.14

$0.00

$0.00

$0.00
454.22

$4,642.11
$355.08
$4,552.44
(517.88)
$0.00
$220.50
$0.00
$0.00
$0.00
$1,419.16
$468.69
$0.00
$45.72
$5,721.13
$128.39
$0.00
$539.69
$0.00
$0.00

MONTH
$61,515.87
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$295.14
$0.00
$0.00
$0.00
$6,454 .22
$4,642.11
$355.08
$4,552.44
($17.88)
$0.00
$220.50
$0.00
$0.00
$0.00
$1,419.16
$468.69
$0.00
$45.72
$5,721.13
$128.39
$0.00
$539.69
$0.00
$0.00

$0.01

ACCCOUNT
50000
50001
50002
50003
50004
50005
50006
50010
50011
50012
50013
51000
51001
51002
51003
51004
51005
52000
52001
52002
52003
52004
52005
52006
52007
52008
52009
52010
52011
52012
52013

$0.00

50.00

52028
$0.00 $0.00 52029
i $93.28 $93.28 52030
I n d Irect $0.00 $0.00 52031
$0.00 $0.00 52032
COSt POOI $8,816.50 $8,816.50 52033
$0.00 $0.00 52034
tota l $0.00 $0.00 52035
$0.00 $0.00 52036
$0.00 $0.00 52037
$0.00 $0.00 52038
$0.00 $0.00 52039
£0.00 $0.00 52049
$107,932.95 $107,932.95




Allocation of Indirect Costs Across Programs

Must follow the Cost Allocation Plan approved by your agency'’s
state or Federal Cognizant Agency

Two approaches to handling indirect costs:
1. Periodic allocation of actual expenditures

2. Use of a provisional indirect cost rate (% approved by Federal Cognizant
Agency).



Periodic Allocation of Actual Expenditures

Indirect Cost Pool $200,000 $170,000 $260,000 $120,000 $190,000 $195,000
Direct Program Costs $2,500,000 $2,400,000 $2,200,000 $2,500,000 $2,100,000 $2,300,000
Indirect Rate 8.0% 7.1% 11.8% 4.8% 9.0% 8.5%

* Using this method, the dollar amount of expenses in the indirect cost pool is
calculated every period.

* The calculated indirect rate will be different for every period as actual indirect costs
and actual direct program costs vary period to period.

* Never requires “trueing-up” since it is based on actual amounts

TDOT



Periodic Allocation of Actual Expenditures

NET ACCUM INDIRECT INDIRECT PREVIOUS EXPENSE
COsTs RATE CosT INDIRECT THIS PERIOD

TRANSPORTATION NONOPER 0003 52034-0000 $405,512.34 8.775% $43,482.55 $0.00 $43,48255
NUTRITION CONG 0005 52034-0005 $134,79574 B.775% $11,828.69 $0.00 $11,82869
NUTRITION HD 0006 52034-0006 $104,576.48 8.775% $17,074.61 $0.00 $17,074.61
OMBUDSMAN 0007 520340007 $23.057.99 B.775% $2,023.40 $0.00 $2,023. 40
Ombudsman CARES oooe 52034-0008 $000 8.775% $0.00 $0.00 $0.00
NEW FREEDOMS 0009 §2034-0000 $1,340.00 B.775% $117.50 $0.00 $117.50
RPO 0010 520340010 $10,454 98 B8.775% $017 .45 $0.00 $017.45
§5BG Cowvid 0013 52034-0013 $21.12 B.775% $1.85 $0.00 $185
YCan Area 8 Reg WE 0014 52034-0014 $0.00 B.775% $0.00 $0.00 $0.00
Nutrition CARES City of Franklin 0015 52034-0015 $0.00 8.775% $0.00 $0.00 $0.00
Corrections 0016 52034-0016 $83,061.16 B.775% $7.367 .82 $0.00 $7,367 82
Ombudsman RCC 0017 52034-0017 $2,490.78 8.775% $219.36 $0.00 $210.36
YCan Area 9 Reg WE oo18 52034-0018 $0.00 8.775% $0.00 $0.00 $0.00
YCan Area 11 Reg 0019 52034-0019 $0.00 8.775% $0.00 $0.00 $0.00
YCan Area 11 Reg WE 0021 520340021 $0.00 B8.775% $0.00 $0.00 $0.00
ATJ Oper 0022 520340022 $0.00 8.775% $0.00 $0.00 $0.00
YCan Area 9 In School 0023 520340023 $0.00 8.775% $0.00 $0.00 $0.00

Central portion of two-page list is omitted.

NW OSO Dyer 259 520342259 $1.72099 8.775% $151.0 . £0.00 $151.02
NW OSO Gibson 269 52034-2269 $0.00 8.775% soof Indirect fooo $0.00
NW OSO Henry 279 52034-2279 $0.00 B.775% $0.0 ; $0.00
NW 0SO Lake Pro gram |azes 52034-2289 $0.00 8.775% $0.0 Costs $0.00
NW OSO Oblon ] 520342299 $0.00 8.775% $0.0 0. $0.00
NW 0S0 Weakley Direct 2309 34-2309 $1,637.55 B.775% $143.70 $0.00 $143.70

Costs 49000-0100 $1.229,967.07 $107.932.94 $0.00

_31 07.93294

TDOT



Use of a Federally-Approved Indirect Cost Rate

Indirect Cost Pool $200,000 $170,000 $260,000 $120,000 $190,000 $195,000

Direct Program Costs $2,500,000 $2,400,000 $2,200,000 $2,500,000 $2,100,000 $2,300,000

Indirect Rate 8.0% 7.1% 11.8% 4.8% 9.0% 8.5%
8.2046%

The indirect cost rate is approved by the Cognizant Agency
The indirect cost rate remains stable period-to-period

Periodically, the rate and indirect cost expenses must be “trued-up.”

TDOT



Use of a Federally-Approved Indirect Cost Rate

SOUTHWEST HUMAN RESOURCE AG . . . . .
ADMINISTRATIVE COST The indirect cost rate remains stable period-to-period for
December 31, 2022 . .
the duration of the Federally-Approved Cost Allocation Plan | o223 em
PRIOR CURRENT
DIRECT ADMIN, YTD YTD MONTH
PROGRAM (ACTIVITYJLOCATION EXPENSE EXPENSES & COST ADMIN. ADMIN. ADMIN.
CODE CODE CODE CODE PROGRAM IN-KIND % COST COST COST
116 170 00 6995 [INFO AND REFERRAL 84 ,835.15 7.75% 6,574.72 5,525.08 1,049.64
116 171 00 6995 |CASE MANAGEMENT 23,960.93 7.75% 1,856.97 1,540.34 316.63
116 183 00 6995 |INCOME/INFRACSTRUCTURE 0.00 7.75% 0.00 0.00 0.00
SOUTHWEST HUMAN RESOURCE AGENCY
ADMINISTRATIVE COST
January 31, 2023
04:41 PM
PRIOR CURRENT
DIRECT ADMIN. YTD YTD MONTH
PROGRAM JACTIVITYJLOCATION| EXPENSE EXPENSES & COST ADMIN. ADMIN, ADMIN.
CODE CODE CODE CODE PROGRAM IN-KIND COST COST COST
116 170 00 6995 JINFO AND REFERRAL 100,844.56 7,81545 6,574.72 1,240.73
116 171 00 6995 |CASE MANAGEMENT 28,656.48 2.220.88 1,856.97 363.91
116 183 00 6995 [INCOME/JINFRACSTRUCTURE 0.00 0.00 0.00 0,00

TDOT



Personally Identifiable

Information (PIl)



Personally Identifiable Information (PIlI)

Pll needs to be blocked out throughout the invoice package.

Pll includes the following:

Social security numbers - all 10 digits must be redacted, if only the last 4 digits are
displayed, need to be redacted

Credit card numbers - last 4 digits may remain visible

Bank account numbers - routing/ACH numbers — typically found on a check copy or
in various places on an invoice

Tax ID numbers - EIN, TIN, FEIN, ECN — often found on invoices
Employee names/birthdates - often on bills for physicals or drug testing

Employee home addresses - often on reimbursement checks to employees



Invoice with Redacted PII

MAKE PAYABLE TO:

Invoice #180609

DATA FACTS INVOICE DATE: 01/31/2023

BOOO CENTERVIEW PARKWAY STE 400 CUSTOMER #: FTHRA

CORDOVA, TN 38018 .

PHONE: 800-B13-4381 REPRESENTATIVE: David Estel

FAX: 901-685-7351 DUE DATE: 02/15/2023

BILL TO:

FIRST TENNESSEE HUMAN RESOURCE AGENCY

704 ROLLING HILLS DR

|OHNSOMN CITY, TN 37604

(V) (423) 461-8200 (F) (423) 461-B247

REPORT CHARGES - FIRST TENNESSEE HUMAN RESOURCE AGENCY AMOUNT

12/29/2022 BARLOW, MALAIKA 2966152 -
Package price for Statewi il £24.00 v
Motaor Vehicle Record - TN - Search Fee $5.75| "
Motor Vehicle Record - TN - State Fee $7.50 ./,
State Criminal Court Search - Tennesse Court Access Fee $£29.00( ¥

subtotal foJENN 55525

TDOT




Supplemental

Documentation




Supplemental Documentation as Necessary

* Asset Documentation

— If assets are included in an invoice, it is necessary to include completed Asset Sheet
for each asset over $5,000 in value.

* |nsurance Proceeds

— If an agency vehicle is damaged in an accident and an insurance claim is filed,
include a copy of the insurance check with documentation for the repair expense.

— The amount received from the insurance payout must be deducted from the cost of

the repair.

— Delay requesting reimbursement for the repair until the insurance check is received.



Question & Answer
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