Operating Grant Reimbursement Checklist 
General Instructions
☐ All Requests for Reimbursement (RFR) must have either:
a.  Your approved invoice from your accounting system.  This invoice must include:  
i. Date
ii. Invoice number  (software generated or if use ITD Template follow instructions)
iii. Funding agreement number (Example:  5311 2015-(month of service)
iv. Total project cost to date, federal reimbursement amount requested (not to exceed the grant amount), and the match required for this RFR.
Example:  Total Project Cost $713 Federal Operating:  $500 State Match:  $213  
b. Or use the ITD standard invoice (see Subrecipient Invoice Example)

☐All project costs must be documented and comply with the executed Funding Agreement and must comply with: 
OMB Circular A-87 for State and Local Governments
OMB Circular A-122 for Non-Profit Organizations
*https://www.whitehouse.gov/omb/circulars_default
[bookmark: _GoBack]*Great Resource:  Allow-Un-allow – Federal Cost Principles listed in ITD-PT’s State Management Plan in Attachment 2
☐The invoices must be signed by the signatory who signed the funding agreement or indicate on your letter head who you are giving delegated authority to sign RFR. 
Required Supporting Documentation
☐Invoices must be those expenses for a 1 month period (example: January 1-January 31, 20XX)
☐Original invoices from the vendor and must show:
a. Invoice number
b. Date
c. Cost description:
i. If maintenance,  must have the vehicle vin or vehicle # the service was for
ii. If operating  and you are splitting among several funding sources you must write on the invoice how you broke out to charge on this invoice
d. Unit price, discount (if any sales tax, freight and any other charges for the total invoicing for this period).
e. Proof that payment was made to the vendor; this can be a copy of front and back of cancelled check or bank statement showing the check number clearing the bank.
Required Match Supporting Documentation
	Proof showing the required match was met for the month.  
Example:  
a. Check from city or county that you received. 
b. AMR Report showing total paid to you and the check paid to your agency.
c. Any documentation showing you have met the match requirement.


























Subrecipient Check List:
	Description
	Acceptable Backup
	Check Complete

	Project Admin: (5311 only)
    
General administrative expenses (e.g., salaries of the project director, secretary, and bookkeeper); marketing expenses; insurance premiums or payments to a self-insurance reserve; office supplies; facilities and equipment rental; standard overhead rates; and the costs of administering drug and alcohol testing. Interest on short-term loans for operating assistance is eligible as project administration if it is approved by the state. Additionally, administrative costs for promoting and coordinating ridesharing are eligible as project administration if the activity is part of a coordinated public transportation program.
	1. Invoice from Vendor
2. Cancelled check
Or
Bank statement – where subrecipient has circled the payment, identified the check number, and the date the check cleared the bank.
	

	Operating:  (5310 & 5311)

Operating expenses are those costs directly related to system operations. At a minimum, states must consider the following items as operating expenses: fuel, oil, drivers’ salaries and fringe benefits, dispatcher salaries and fringe benefits, and licenses. 

	1.  Invoice from Vendor
2. Report showing salaries and fringe benefits (employee job titles only no names or social security number please)
3. Cancelled Check
       Or
Bank statement – where subrecipient has circled the payment, identified the check number, and the date the check cleared the bank.
	

	Preventive Maintenance:  (5311)

Maintenance costs related to vehicles and nonvehicles. Specifically, it is defined as all the activities, supplies, materials, labor, services, and associated costs required to preserve or extend the functionality and serviceability of the asset in a cost effective manner, up to and including the current state of the art for maintaining such an asset. 


	1. Invoice from Vendor
2. Cancelled check
Or
Bank statement – where subrecipient has circled the payment, identified the check number, and the date the check cleared the bank.
	

	Capital (5310 & 5311) 

5310 – Capital Asset or Purchase of Service (contract with 3rd party)

5311 – Capital Asset 

Eligible capital expenses include the acquisition, construction, and improvement of public transit facilities and equipment needed for a safe, efficient, and coordinated public transportation system. 

	1. Invoice from Vendor
2. Cancelled check
Or
Bank statement – where subrecipient has circled the payment, identified the check number, and the date the check cleared the bank.
	

	Mobility Management (5310 & 5311)

Short-range planning and management activities and projects for improving coordination among public transportation and other transportation service providers carried out by a recipient or subrecipient.  

Mobility management does not include 
1. Operating public transportation services. 
2. Excludes operating overhead 


	1.  Backup to support expense
2. Cancelled check
             Or
Bank statement – where subrecipient has circled the payment, identified the check number, and the date the check cleared the bank.
	



Sub-recipient invoices will be submitted to the Kim McGourty (kim.mcgourty@itd.idaho.gov) within 60 days after the close of the calendar month. If there is an issue as to why you are unable to make this timeline, contact Kim immediately. 


