Utilities & Railroads – Fiscal Management Policy

The purpose of this policy is to establish a uniform process by which funding is budgeted, secured, and managed for reimbursable work for the Utility and Railroad Team.  Note SPMS as used herein means the Scheduling Project Management System.  IDM Chapter 104, Utility Coordination is located at http://www.in.gov/indot/design_manual/files/Ch104_2013.pdf.  Note FMIS as used herein means Federal Management Information System.

1. The Oversight Agent, when assigned a new project, will obtain a copy of the SPMS full project listing and review the UT funding on the last page.  The ‘Approved Project Allocation’ takes precedent over the ‘Total Estimated Project Costs’.  The Oversight Agent will inform the Project Manager of the required funding level based on the budgetary requirements in IDM Chapter 104.  The Oversight Agent will enter the budgetary estimate in the URLog under Utility Utllog Org and labeled as such in the notes for that detail page.  If the Project Manager declines to fund the project to the recommended amount the Oversight Agent will add to the project ‘Risk Report’ a risk of inadequate funding.

2. The Utility Coordinator, when assigned a new project will obtain a copy of the SPMS full project listing and review the UT funding.  If the amount of funding in UT does not meet the planning amount as defined in IDM Chapter 104, the Utility Coordinator will discuss this with the Oversight Agent.

3. The Utility Coordinator will send out an initial notice to each utility and there in solicit the basis of reimbursement and the ballpark estimate for the cost of any relocation work including the utility share and the INDOT share.  The Utility Coordinator will have a face-to-face meeting with the utilities and obtain from the utilities the basis for reimbursement and the expected cost of reimbursement.  The Utility Coordinator will advise the Oversight Agent of all ballpark estimates.  The Utility Coordinator will track and advise the Oversight Agent of all revisions to ball park estimates, all costs averted and all cost savings.  The Oversight Agent will maintain the URLog with current estimates.

4. The Utility proceeds with the development of their work plan including the detailed cost estimate.  As part of the detailed cost estimate, the utility will declare the utility share of the cost and the INDOT share of the cost as an absolute value and as a percentage of the total cost.  The detailed cost estimates will not contain any amount for contingencies.  The Utility Coordinator will track any costs averted or savings due to utility coordination, design or other means and report such amounts to the Oversight Agent.

5. The Oversight Agent will review work plans and update the URLog with detailed cost estimates.  The Oversight Agent will provide to the Utility Coordinator the vendor information from PeopleSoft including a list of active addresses and remit addresses.  The Utility Coordinator will present the vendor information to the utility, requesting the utility to verify the vendor ID, identify the correct active address and identify the correct remit address.  The Utility Coordinator will send a copy of the current vendor information form to the utility with the request for verification in case the utility desires to update their information.  Once the utility responds with the verified vendor ID, active address and remit address the Utility Coordinator will prepare the reimbursable agreement.

6. The Utility Coordinator will prepare an agreement.  The Utility Coordinator will enter the utility name and verified active address on the cover page of the agreement.  The amount of the agreement is the actual cost burden to the state of Indiana as defined by the detailed cost estimate.  The Oversight Agent will review the agreement and sign the letter sending the agreement to the utility.  The Utility Coordinator will present the agreement to the utility for signature.  If the utility cannot meet the 90 day requirement to present the last incremental invoice and the itemized cumulative summary, the utility may request and the Oversight Agent may approve a short increase in the specified time limit.

7. Upon return of the agreement signed by the utility, the Oversight Agent will review the agreement for sufficiency.  The Oversight Agent will prepare and attach the routing memo to the agreement and forward the agreement to Kenny Franklin for signature by the Obligating Authority.  Kenny Franklin is the Obligating Authority for agreements of $1.5 million or less.  Sam Sarvis is the Obligating Authority for agreements of greater than $1.5 million.  After signing, the agreement will be notarized and forwarded to legal for review.  Laura Monk of Contracts will return the original fully signed agreement and a scanned copy of the agreement to the Oversight Agent.

8. The Oversight Agent will request funding for the necessary amount specified in an agreement or a ‘Work Plan Addendum’.  For ‘standard agreements - work by utility’, the appropriate funding amount is the cost of the work plus 10%.  Note this 10% additional funding is not available for use unless a utility has requested and received approval to incur additional costs prior to those costs being incurred.  For all other agreements, the appropriate funding needs to be evaluated on a case by case basis due to the multiple funding alternatives.

9. The Utility & Railroad Accountant will be notified when FMIS requests are approved.  The Account will then request a copy of the agreement and a copy of the letter ‘Explanation of Cost’ in hard copy and electronic format from the Oversight Agent.  The Accountant processes the funding requests for approval by the Director, Utilities & Railroad.  When the purchase order is dispatched, the Accountant gives the original to the Oversight Agent for review and signature.  The Oversight Agent updates the URLog with the purchase order information.  Once the signed purchase order is returned, the Accountant scans a copy and sends it to the Oversight Agent.  If needed, the Accountant amends the purchase order by blacking out the funding amount and replaces it with the agreement or amendment amount and then forwards the purchase order to the utility at the active address.  Next, the Oversight Agent updates the ‘Un-liquidated PO Application’ and sets the ending date of the purchase order one year from the date the utility is expected to complete their relocation work.

10. The utility will monitor the cost of relocation as the relocation work progresses.  The utility will request approval from the Utility Coordinator for any change to their work plan prior to effecting these changes.  The utility will provide an explanation, drawing and detailed cost estimate as appropriate for any change to the work plan.  Any work that is performed or any cost that is incurred without prior approval from INDOT is not eligible for reimbursement.  The Utility Coordinator will prepare a letter ‘Work Plan Addendum’ that in the second paragraph presents the change in the work plan, the cost of the change, who is going to pay for the change and any impacts on the time schedule to deliver the work.  The Oversight Agent will review the ‘Work Plan Addendum’ and coordinate with the Project Manager to secure the funding for this change before approval.  The Oversight Agent will approve and sign the letter ‘Work Plan Addendum’ and return a copy to the Utility Coordinator.  Next, the Oversight Agent will update the URLog and submit the FMIS request as needed.

11. The Utility Coordinator monitors the utility relocation work.  At the end of the work he/she sends the letter ‘Work Complete’ and the letter ‘Request Final Invoice and Itemized Cumulative Summary’.  Copies of these letters are sent to the Oversight Agent.  The Oversight Agent updates the ‘Un-liquidated PO Application’ with a new purchase order closing date, one year from the date the work was complete.

12. The utility may submit progress billings as allowed in the agreement.  INDOT staff and members of the utility team will not call, email or send letters seeking invoices.  Presenting invoices for payment is totally at the prerogative of and at the initiative of the utility.  Ideally, invoices will be submitted electronically as pdf files attached to an email.  If the invoice is submitted in paper format, the Oversight Agent will scan the invoice and save it as a pdf file to the projects folder.  Invoices will be sent to the Accountant for payment as an attachment to an email in pdf format.  And if the file is too big to send as an attachment to an email, notify the Account where the invoice is located so payment can be made.
13. The last incremental invoice and the itemized cumulative invoice will be presented within the time specified in the agreement.  If the utility cannot provide these items by the time specified, the utility may request, and the Oversight Agent may approve a short time extension.  Any extension granted does not change the final close date of the purchase order, one year from the date the work was completed.  If the utility fails to present any invoices for payment, it does not change the final close date of the purchase order, one year from the date the work was complete.
14. The Oversight Agent will review and approve invoices and submit them to the Accountant for payment.  During the review, the Oversight Agent will check that the cost per category and the cost for big ticket items are reasonably close to the cost presented in the cost estimate.  The Oversight Agent will not approve any invoice that includes work that was performed or cost that was incurred without prior approval.  The Oversight Agent will reject all invoices that are not acceptable using the letter at Exhibit A. .  The Accountant will receive all approved invoices in PeopleSoft, process invoices for payment and update the bill log.
15. At the end of all progress billings the utility will provide an itemized cumulative invoice indicating the total cost for each cost category.  The cost categories are labor, burdens on labor, materials, equipment, transportation and overhead.

16. The Oversight Agent will be knowledgeable of all purchase orders over which they have responsibility.  The Oversight Agent will periodically review and update the ‘Un-Liquidated PO Application’ in INDOT Answers.  The Oversight Agent will recommend to the Accountant the closing of any purchase order that meets the following criteria.

16.a. The purchase order reaches the end of its life – one year from the date the relocation work was complete.

16.b. The remaining balance on the purchase order has reached $0.00.

16.c. An invoice was identified by the utility and verified by the Oversight Agent as the last incremental invoice.

17. Upon receipt of a request to close a purchase order, the Accountant will forward this request to Ava Walker in the Procurement Division.  Additionally, the Accountant will evaluate the utility finance file for possible audit.  If suitable for audit the Accountant will prepare the audit file and send it to the Audit Team.  The Accountant will maintain the bill log and quarterly run a report for all outstanding audits and review with the Audit Team as needed. When the audit is complete the Audit Team will send notice to the utility, the Accountant and INDOT Federal Close Out on the findings of the audit.  If the notice indicates a deficiency, the Accountant will update the bill log and the Audit Team will work with the utility to correct the deficiencies.  If the notice indicates no deficiencies, or that all deficiencies have been corrected, then the Accountant will update the bill log and send notice to Federal Close Out.

[Date]

[Authorized Representative Name]

[Utility Company Name]

[Street Address of Authorized Representative]

[City, State, Zip Code]

Subject: Return of [Utility Company Name] Invoice for [$Cost] dated [Month Day, Year], Des. No. [Number]

Greetings [Authorized Representative];

The [Utility Company Name] invoice for [$Cost] dated [Month Day, Year] is being returned to you.  The reasons the invoice is being returned are identified below.

	X
	1. Invoice does not clearly indicate the INDOT project for which the relocation was performed.  Please show the route number, INDOT Des. No., the permit number, and the purchase order number on the invoice.

	X
	2. Supporting documents are not provided.  Please send daily work sheets showing man hours, equipment hours and materials expended.  Please include receipts for all expenditures.  Please provide contractor invoices for their work.

	N/A
	3. Company name and address on the invoice is not the name and address of record with the state of Indiana.  Please change company name and address on the invoice to the name and address of record.  Or, please submit a new vendor information form to the state of Indiana with the company name and address on your invoice.

	N/A
	4. Company name on the invoice is not the name on the highway utility agreement.  Please change the company name on the invoice to the name on the highway utility agreement.  Or, please contact the utility coordinator and ask for a new highway utility agreement.

	N/A
	5. Prior approval was not obtained for cost overrun that exceeds amounts approved in the agreements and permit addendums.  Please resubmit your invoice with a correct cost that does not exceed total approved amounts.

	N/A
	6. The purchase order for this work is closed.  The invoice is being submitted more than one year from the date the work is complete and in accordance with federal regulations, funding is no longer available.

	N/A
	7. Material components are not clearly described.  Please provide an invoice that clearly identifies material components by name or description rather than alphanumeric coding.

	N/A
	8. Invoice includes expenses that are not reimbursable.  Please remove the expenses from your invoice that are not reimbursable and remit submit the corrected invoice for payment.

	N/A
	9. Bank name or address on the invoice does not match the bank name or address of record for your automatic deposit.  Please change the bank name or address to the bank name or address of record.  Or, submit a new vendor information form to the state of Indiana with the bank name and address on your invoice.

	N/A
	10. We have no record that the consultant(s) or contractor(s) on this project were approved.  Please provide a copy of the approval letter for each contractor.  Or, for the approval of a consultant or contractor selected by competitive bidding, please provide a copy of the bid tabulations.  Or, for the approval of a consultant or contractor selected with a continuing contract, please provide a copy of the continuing contract with rate sheet.


Please contact [Oversight Agent Name] at [oversightagent@email] or [telephonenumber] if you have any questions.

Sincerely;

Joe Gundersen

Attachment

Recommendations

1. Is scanning the invoice in the policy?

a.  Added that invoices will be scanned.

b. Add scanned invoice save to audit file in project folder.

c. Send scanned copy or tell accountant  where invoice located if to bigt to email.

2. Is reviewing invoices in the policy?

