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OFFICE OF TRANSPORTATION SAFETY (OTS) 
GRANT CLAIMS PAYMENT PROCESSING CHECKLIST FOR CONTRACTORS


	 
Contractor NAME:________________________   FEDeral fiscal year:__________ or State fiscal year:_______

OTS Project Manager:____________________  Invoice Number:______________   DATE submitted:______________


	Part I:
	
	

	Do all claimed expenses, invoices and receipts fall within the claim period?  Within the contract effective & expiration date?  
	Explain expenditures outside claim period
	□

	Is back-up for expenses included?  Note:  credit card statements are not acceptable where detailed receipts are required.  
	Backup includes:   time sheets, payroll checks, PARs, paid invoice, detailed receipts, expense reimbursement form,  pre-approval for incentives, copies of advertisements,  General ledger detail, etc.
	□

	Are expenses clearly recognizable from the documentation description and easily associated with the grant objectives?  If not, is an explanation included?
	If invoice descriptions are not clear, explain what is being purchased.
	□

	Is the claim being submitted within the 45-day time limit?.
	If NOT, include an explanation of the reason for late submission – additional CDOT approval is required for reimbursements older than 45 days.
	□

	Is match required?  If so, entered on claim form?
	Documentation requirements for match is the same as other claimed expense,
	□

	All claims MUST contain:  the OTS Claim Reimbursement form, Expense Summary form, this check list
	
	□

	Food Purchases:
	
	

	Food related expenses may be allowed if the meeting is a “formal conference” includes training, has a formal agenda, roster of attendees, documented minutes, and has substantial functions occurring during the time the food is served.
	No food or meal expense can be reimbursed for employees paid, by the grant, to attend the meeting.
[bookmark: _GoBack]
Recommendation: Schedule meetings just before or after normal meal times to avoid the need for refreshments.
	□

	Is the purpose of the meeting or event stated in the claim? Is it grant related?
	
	□

	Incentives:
	
	□

	Is the incentive prior approved (prior approval attached to claim)?
	
	□

	Does the incentive have an approved safety message (printed copy or picture copy attached)?
	
	□

	Are the incentives under $25 each in cost?  Are the incentives tracked on the CDOT Incentive Inventory form
	
	□

	Travel:
	
	

	Is a completed CDOT  Non-employee Travel Expense report attached?  NOTE:  mileage only is considered operating expense not travel on the claim form.
	
	□

	Is the per diem or meal expense in line with allowed CONUS rates? http://www.colorado.gov/dpa/dcs/travel 
	
	□

	Are travel receipts included?  Note: not required on meals when per diem is used.
	
	□

	Is the purpose of the trip included on the travel expense report?
	
	□

	Is the departure and return day and time clearly noted on the travel expense form?
	
	□

	If mileage is being charged – are the origination and destination cities noted on the travel expense form?
	
	□

	
	
	□

	Part II
	
	

	Figures on OTS Claim Reimbursement form balance to Expense Summary form in each cost category.  The  claim form proofread, including total of claims paid YTD?
	
	□

	Part III
	
	

	Claim form signed by Contract Project Coordinator?
	Ensure PARS/Time Certifications are signed and dated by the employee AND supervisor, that travel reimbursements are signed by employee
	□

	Additional Comments
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