Georgia Association of MPOs Guidance on PL Invoicing
FINAL – 6/11/2019
The following guidance was prepared by the Georgia Association of Metropolitan Planning Organizations at the request of the Georgia Department of Transportation and Federal Highway Administration to have verifiable, correlatable and consistent quarterly PL funds reimbursement request/invoices that meet guidance directives and regulatory requirements.
Reimbursement reports must be organized in such a way that both MPO (Metropolitan Planning Organization) staff and the Georgia Department of Transportation (GDOT) and Federal Highway Administration (FHWA) can easily determine and verify the amounts being requested for reimbursement.  Expenditures in major categories—personnel costs, non-personnel (direct) costs (including travel)—must be clearly documented and reported. A standardized MPO invoice template will support the goal of efficient reviews to streamline the process for reimbursement of funds.
In order to maintain positive UPWP line item budgets on invoices any request for a line item adjustment (up to 20%) should be presented to GDOT and FHWA for advanced approval before completing an administrative adjustment to your UPWP budget. Any amount over 20% will require advance approval from GDOT and FHWA as well as approval of the MPO’s Policy Committee. 
Submittal of PL Invoices
The attachments referenced in this document were prepared by an MPO to correspond to the order in which they prepare them. Depending on the financial software of each MPO the format may differ slightly (in this case the attachments should be used as examples of what information is required). 

MPOs shall submit requests for reimbursement of federal and state assistance for eligible costs containing the following documents which shall comprise a complete invoice packet:

1. Cover letter (Attachment 1) to GDOT requesting the amount of reimbursement and identifying the MPO’s point of contact (with contact information) for the request.

2. Invoice and Reimbursement Summary
The invoice and reimbursement summary information shall be provided in substantially the format shown in Attachment 2 and 3 for each reimbursement request (this format is not required as each financial software may be able to output this data in a slightly different format). 
3. Personnel Costs 
A summary report (monthly or quarterly) of employee hours and wages by Unified Planning Work Program Task/Element that is required to include the information found on Attachment 4, however this format is not required as each financial software may be able to output this data in a slightly different format.
· The Personnel Costs summary must match the Personnel costs line item on the Reimbursement Summary table.
· Specific wage/salary/benefits backup documentation does not need to be provided with the invoice but must remain on file with the MPO throughout the period as defined in the GDOT PL contract or as required by any applicable local or state records retention requirements/policies.  Examples of backup documentation include pay stubs, digital timesheets, digital calendars or other proof reporting of time.  Backup documentation should be well-organized and readily accessible should questions arise regarding the invoice.
4. Non-personnel costs

A summary of non-personnel (direct) costs by Unified Planning Work Program Task/Element to include the following information as shown on Attachment 5 for each cost:

· Unified Planning Work Program Task/Element to which expense is being charged

· Date (specific invoice date or month)

· Total Amount of Expense

· Description of Expense (i.e. advertising, consultant services, memberships, printing, postage & shipping, individual travel by person [see travel details on next page], supplies, etc.)
· The Non-personnel Costs summary must match the Non-personnel costs line item on the Reimbursement Summary table (see separate template).

· Non-personnel (direct) backup should not be provided with the invoice but must remain on file with the MPO throughout the period as defined in the GDOT PL contract or as required by any applicable local or state records retentions requirements/policies.  Examples of backup include cancelled checks or other proof of payment, original invoices, invoice attachments, consultant summaries, etc.   Backup should be well-organized and readily accessible should questions arise regarding the invoice.
5. Performance Report

A written report organized by Unified Planning Work Program Task/Element listing activities conducted by the MPO during the reimbursement time period.  The report must include the following for each Task/Element:

· Listing of activities
· Comparison of stated goals and actual work completed and progress in meeting schedules
· Comparison of budgeted (approved) amounts and actual costs incurred (note that actual costs include both Personnel and Non-personnel costs)
· Cost overruns and underruns with any approved work program revisions
· Other pertinent supporting data
An MPO shall not request for reimbursement for cost overruns. Only the approved budgeted amount can be requested for reimbursement.  Cost overruns can be shown for informational purposes only.
Travel Reimbursement
All travel expenses being claimed by the MPO must be itemized individually and add up to the amount being requested for reimbursement as part of non-personnel costs.  Expenses being charged to the MPO tasks must be clearly delineated.
If the travel is clearly transportation-planning related such as a GAMPO or AMPO conference no additional description of travel is needed.  If the travel is related to a broader planning function such as a state or national American Planning Association conference, the MPO shall provide a brief narrative regarding the MPO-related aspects of the training.
Here is a list of items that must be held for documentation for proper travel reimbursement:

· All documentation required by local travel policies; this may include but is not limited to: approval forms, summary claim forms, receipts (registration fees, air fare, baggage fees, taxi/ground transportation, public transit, rental cars, fuel purchases, reimbursed mileage, parking, lodging receipts, etc.), meal or per diem documentation, conference/event agenda, etc.  
· Only official receipts from the provider of the service will be considered for reimbursement.  Hand written receipts are not allowed.  Corrections to remove cost(s) or aid in requested amount correlation on official receipts are allowed.
· Backup should be well-organized and readily accessible should questions arise regarding the invoice.
Records should be kept throughout the period as defined in the GDOT PL contract or as required by any applicable local or state records retention regulations/policies.

Federal per diem rates are the maximum allowable for MPO travel and can be found at https://www.gsa.gov/travel/plan-book/per-diem-rates. Any travel submitted for reimbursement above this rate will be disallowed in its entirety unless appropriate adjusts are made, aligning with maximum amounts, to the official receipt.  Note:  MPO staff would need to show the appropriate adjustment with the submitted documentation.
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