Invoice Preparation and
Documentation

John Whiteside & Alex Hetzel
External Audits
Alabama Department of Transportation



Audits

 We finished a few on-site audits during the
past year.

* The results were reported to the FTA.



ltems noted during the reviews

Billing items multiple times

Billing past due balances, instead of current
Billing late fees/penalties

Billing on an accrual basis

Untimely payments to vendors

Lack of internal controls

Poor record keeping

Weak third party revenue




FTA Response

* 1) They requested the unallowable costs to be
paid back.

e 2) They want us to fix the problems



Audits:

— Desk Reviews
— On-Site Audit




Desk Review

 We are going to review the costs submitted

and billing calculations for 4 to 5 invoices each
month.

* |t will consist of reviewing the backup for the
costs reported on the invoice.

— Payroll & Fringe Benefits Reports
— Vendor Invoices

— Travel Expense Forms

— Allocation Calculations



On-site Audits

 We will select 4 or 5 organizations to perform
an onsite audit on.

e 3 of the organizations invoices will be selected
for audit.

* The audit will consist of reviewing backup
documentation and cancelled checks, and cost
calculations for the invoices



Documentation for On-Site Audits

* Agreements/Supplemental Agreements
* |nvoices with Backup

 Emails or Notes regarding Adjustments
or changes to the invoices.



Agreements/Supplemental Agreements

* Agreements
e Supplemental Agreements

— Revisions to original agreement
e Start/End Date

e Transfer of Funds across line items
e Additional Funds



Invoice Preparation

* Form F-25



Form F-25

1. Consulting Firm

Street and Number

INVOICE
Contract ID No.

City Zone

State

P.O. Box
Zip Code

In Account With
ALABAMA DEPARTMENT OF TRANSPORTATION

2. Inv. Date

3. Invoice No.

Page 1

4. For Work Agreement Dated:

of 1

Month Day Year
5. 6. 7. 8. 9. 10. 11. 12. 13. 14.
Distribution Sect. | Percent Fee Amount Amount Amount Amount Amount Amount Amount Due
No.or| Comp. Earned Retained Earned To | Retained To |Previously Paid
CPO Current Current Date Date
A/C# | Func. | Obj. | F Project No. P/C | No. Month Month
15. Explanation of invoice and description of 16. Totals
work completed
17. I certify that the within amount shown as a fotal in 18. Approved By:

column 14 (amount due) is correct, and unpaid.

Claimant's Signature

Sworn and subscribed to before me this
day of 20

Notary Public
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Aanywhere Sounty RPT-1E Fy 203

ARl Company 5311 RPFTO
RECGAPF OF COETS
DFPFERATICMNS

Cr wanre S e

TEas o O

rres

Prysical Exams
WMa=tenance & Repass
=Zoppli=s

Fadio TCommurications
Tax = LiIcensas

Tn=_'.nEI.-Tr.aini'12
Total Actiexl E:l-l:'r.ha-rtsaa

TEAR AFFROWED

TO-DATE LINE-ITEM
Jan EXFEMDITURES BUHEET BALAMNCE

A0.Z210.00 199, 065 00 400 0OC 0O PAC,HAS 00

S E21 00 FE,TEES 0OC as,000.00 FAAPE N
105 OO 1S 0c 1@, 000,00 17, BOS_ 00
S2.00 15 OO 1,500.70 1,2a1:08
121,00 < @,511.00 S0, 000, 0g 30,369, 00
s c.o0 2 0oo.ca =, 000.00
a- .0 %,828.20 10, 000.00 5,351.00
[ FO. 20 400 11710
Ll ] ) 2PE AC 5. 00000 5 775,00
2E, 825 00 157, EFR. D0 SBEZ BMN.OD- - 425, 22200

Less:Revanne (10% of Exvcensas) LAAIBHASD: 15,7780
Farsekos 1. 9%8 00 L=l § BN |
Conirss 1,589 .00 2. 997.00
Local Match a.ac .30
Tital "Faras ™ Faronus 3,584.00 15,787 .00
Total EXpenscs S2.871.00 e O X = T T
Less: Local Match - 50%% 5 o . A5455.50 THO55.50
Sactan 16 Amount Due - Operatireg T ASaBEEn TO 955 50
Armrount Duslround to nearcst F) ¢ 15,488.00 Ty FLET Q%

'




Anywhere County RPT-18 FY 2019
ABC Company 5311 RPTO

RECAP OF CO5TS
ADMIMISTEATICN

YEAR APPROVED
TODATE LINE-ITEM

Aominisfraioss Jan EXFENDITURES BUDGET  BALANGE
Saceatans 11,362 00 401300 14500040 avaR1ad
Lititles 2817 .00 104873500 40,0000 28 0T 00
Telaphone TYC.O0 2,290 00 10,0%2.00 70100
Renl 32500 1 53200 703200 b 362 00
nairect Gosls 0.00 .00 2409 0.0
Phyzical Exams 4 18B.00 16, 220.00 700300 - EATROOD
Supp iesFrinting 0.a0 iy 100000 40000
rlamtenarce & Heoairs 145,00 260,00 TO0R00  §VEC00
Aczounting Legsl .00 0.00 250000 % &0000
TravelTraining .00 Do ERA T 20CC. 0o
IMetran o - Hidg 351.00 2, 7E7.40 1500000 - 12 213.00
Imsurance - Auta X 411,00 d CHI0 O 1.583.04
Advartizament R R 1 TN CH | T0,000.00
Cffice Expersa 00 000 BLO000 - E0CC.O0
Tatal Actual Expensas 7330 146 Qo 1,000,040 n54 20

Ry 16 BEE. 00 §3.743.00  380,600.00  296,767.00
Total Adminlstration Expenses N
Less: Local Mafeh - 20% f 12 85500 B3,74200
Sectiorn 18 Amount Dus-Adm. 2.071.00 18,748 BO

Amount Due[rousd ic nearest §) e : : //LE_E'EAI_:!-:r-w © 6,984 40

15.334.00 . 5699500

ST



Anywhere County RPT-18 FY 2014
ABC Company

5311 RFTO

RECAP DOF COSTS

RTAPF YEAR

TO-ODATE

Jan EXFENDITURES

Misaoe 2E4.00 &13.00

rar Dier 170,00 47000

Raagist-atian 0.00 0.0C

Cither [ Parking, eho 0,20 4.00

Total _BRATG- 253.0C

{Rounded to nearest &) Ir" 45400 883,00

M
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Bniy mbiew Coanly RETAEFY 2118
SHC Company

21994 BT

RECAP OF COETE

ACRAINIE T RA TI0N TFAH LRYRCYELD
TARATF 1 INE-ITEM

Crl Wi D Jan EYPFWIITUREE BADSET  BALANCE
Ldminsiralos 11 A0E O 11, 10E. 20 15,25 €2 30580 47.015.00  1LI0IGCT ETEIL0D
Suirubnis LEI.CU LA H ] IR N B Fa R WD wrEl Al
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Tyuplire HFLD P I [El HIIT TAREH A R ]
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ABC PublﬁigﬁTraﬁnﬁspﬁo[fcartiqn
Line Item Report

April 2019 R o I |
OPERATIONS COSTS - o 1]
B B | T - ~ CHECKCLEARED |
AMOUNT DATE  INVOICE NUMBER VENDOR AMOUNT DATE
- DRIVERS 5 10,000.00 | 1 B $ 1000000
~ FRINGE BENEFITS s 29000 - | $ 2,900.00 -
FUEL S 8,000.00 | - ] ]
o | 4/21/2018 12|  Bill's Fuel Service] §  3,500.00 _ 04/24/19]
- 1 aspos 10835 Gasn-Up $  4,500.00 04/28/19]
T _ ] B | '$  8,000.00
VEHICLE - MAINT/REPAIRS E 3,000.00 I _ | ‘ 7
i - e " 4/12/2019 1311 Ray's Muffler $  450.00 04/15/19
e o o  4/21/2019 8  TCLRepair §  2,550.00 04/25/19
= . ] N . | $ 3,00000 ‘
TIRES . $ 50000 o _ 1 | |
4/5/2019 04052019 TireDepot. $  500.00 04/08/19
o . . 1 ] - |s  so000
DRUG SCREEENS s 30.00 1 - 1]
- B ) 04/20/19 sa  ABlindustires $ 3000  04/25/19 |
- - ] B | 30.00 1]
WRECKER SERVICE s 125.00 | . o
B ] 4/11/2019 1908  Joe'sWrecker $  125.00, . 04/15/19
A i N ] s 1s00
PEST CONTROL I 150.00 : B - ' ' !
- _ 4/25/2019| 105 Killer Bees Pest Control $ 150,00 | 04/27/19
o - I i T - _$ 150.00. .
WASTE MGT/GABBAﬁGiEﬁi ,,§, B 100.00 | . - -
il | 4/25/2018 ) Red Dumpster, Inc. §  100.00 04/28/19 |
- 1 - B s 1000
GROUND KEEPING $ &0 - L
S I 4/2/2019 3@7 ___iEUTAbOVE S 80.00 - - 04/07/.19.
I | I s w0
TOTAL OPERATIONS COST 'S 24,885.00 - - -




ABC Public Transportation T
Line Item Report ' - o T |
April 2019 R | S B
ADMINISTRATION COSTS . R

] ' - CHECK CLEARED =

AMOUNT 'DATE  INVOICE NUMBER

DESCRIPTION

~ AMOUNT DATE

i DIRECTOR  § 3,000.00 -
COORDINATOR ~$ 250000 T I BE
I {

. SECRETARY § 19000 | - 1]
FRINGEBENEFITS  $  2,000.00 - N 1
 OFFICESUPPLES  $ 185.00 | L I R R

| 04/19/19 13115 Office Mart 5 18500 04/23/19)

o o - | | $ 18500 | ‘

. TELEPHONE ' §  sese0 - I |

- i 4/22/2019 25550 Southern Cell 518500  04/26/19|

- e 4/25/2019 6485 Reliable Wireless s 32000 _ 04_/29/19!

$505.00

uTwmes

20300 |

| 4/26/2009]

25210 City of Pyle

205.00 |

04/29/19,
20500 |

~ INSURANCE (VEHICLE) ~$  3,500.00 o - B I ]
B - 4/8/2019 25203 US Insurance $ 350000  04/12/19 |
| - e N - ' B $  3,500.00
) ~ POSTAGE $ 25.00 . T - | ]
R 4/5/2019 55055 USPS s 25.00 ~ 04/08/19
S || S (R % 2500

TOTAL ADMINISTRATIVE COSTS ~ §

~ 13,820.00




Costs By Category

Salary/Wages

Fringe Benefits

Fuel

Maintenance and Repairs
Tires

Supplies

Travel
Workshops/Conferences



Costs By Category

Rent

Telephone and Postage Charges
Equipment charges

Advertising cost



Audit Documentation
Labor Related Costs

» Salary/Wages
— Pay Slips, Pay stubs, Payroll journals
— Time and effort sheet
— Payroll check copy or direct deposit receipt

* Fringe Benefits

— Show calculation of the benefit

— Benefits should be listed on the summary of
charges



Audit Documentation
Non-Labor Related Costs

e Most Non-Labor Related Costs
— Itemized Vendor Invoice
— Proof of Payment — Check

— Online purchase, screenshots are not acceptable
documentation

— Credit card statements and vendor statements are not
supporting documentation. The Federal Acquisition
Regulations require an actual receipt or invoice.

 Inhouse and Allocated Costs
— Show calculation of the cost
— Ledger information should be submitted



Audit Documentation
Non-Labor Related Costs

* Travel
— Travel Request Form

— Travel Expense Form
* Name of Person Traveling
* Dates of Travel
* Purpose of Travel

— Lodging - Customer Receipt for stay at hotel
— Meals - Itemized Receipt

— Mileage/Fuel/Car Rental — Beginning and Ending
Destination

— Copy of check for reimbursement



Audit Documentation
Non-Labor Related Costs

* Telephone and Postage Charges
— Invoice
— Proof of Payment.

— In-House
* Ledger information should be submitted
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Basic Documentation Practice

Maintain a separate program file that contains
copies of contracts and invoices

Have the backup documentation required for an
audit included with the invoices. (Payroll
Document, Invoices, Checks, Bank Statements)

Documentation should follow the flow of the
summary and should equal the totals on the
summary.

Run a copy of any invoices likely to fade quickly
(credit card, store receipts)



Best Practices
Financial Management

* Financial statements are produced and reviewed
regularly by both the board of directors and a CPA

 An annual budget is developed and regularly
monitored to determine/evaluate/respond to any
variations

* The program has a diversity of resources, and it
projects future increases/decreases from the
various sources. It has a plan for the increases
and decrease in funding.



Best Practices
Financial Management

* |t has specific plans to meet any cash and in-
<ind matches that are required

* |t has formal internal controls governing all
financial operations

— Written policies that govern segregation of duties
with respect to receiving, recording and
depositing checks, purchasing expense accounts
and compensation with oversight from senior staff
and the board

* |t has written financial policies and procedures




Best Practices
Governance & Operations

* An active and independent board of directors
or other governing body. (Independence =
non-employees or related to employees or
other board members)

* The composition of the governing board
includes skills and knowledge (lawyer,
accountant, fundraising)

e Each member of the board understands and
can explain its organization’s mission



Best Practices
Governance & Operations

 The board regularly examines its financial
statements and discusses questions, concerns
and issues

* The board has procedures for taking action on
essential matters between its regularly
scheduled meetings

* The board meets at least quarterly and has
attendance expectations and tracks
attendance



In Conclusion....

REMINDERS

Any charges for item needed before the actual
contract is sighed must be discussed before they
are authorized.

— Ex. Printing of flyers, other “start up” cost
Invoices for charges should be itemized.

Proper organization.

— Documentation should follow the flow of the
summary and should equal the totals on the
summary.

Keep a copy of all changes/adjustments made to
any invoice.



Questions?

Contact Information

Michal Matousek
matousekm@dot.state.al.us

334-244-6279

Alex Hetzel

hetzela@dot.state.al.us
334-244-6203
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