



Payment  Request INSTRUCTIONS
Before You Begin.......


October 13, 2009
Please read these instructions before submitting the first payment request. If you need further assistance or would like to make any comments, please contact Mark Smith at 802- 241-3748, Sheila Remick Lilley at 241-2351, or Bill Lizotte at 241-3744.





Purpose of the Payment Request Form



The payment request form is used with each submission of invoices for reimbursement. Please remember to:

1.
Photocopy the original payment request form and keep on file for future reimbursement requests.

2.
Number the payment requests in sequence; a payment request can be several pages.

3.
Enter each invoice separately, including the vendor’s name, invoice date, invoice amount, date of check paid to the vendor and the check number.   Please remember to use current charges only.

4.
Submit only one payment request per month for all invoices incurred since the last payment request submitted to this office.  The payment request can be several pages long.





How to Submit Invoices 

for Payment



Invoices are needed for backup documentation to the payment request form. The following are things to remember when submitting invoices for reimbursement:

1.
Only current charges for the billing period on the actual invoices submitted to this office will be reimbursed.

2.
Invoices must be paid in full by the municipality before submitting for reimbursement.  Note:  Private water systems may request 2-party checks if interim financing is not available.

3.
Copies of invoices, including engineering services, must be submitted with the payment request.

4.
Statements, purchase orders, packing slips, etc. are NOT invoices, and will not be included in payment calculations. 





Signature of the 

Authorized Representative



The Authorized Representative named on the Application submitted to the Facilities Engineering Division (FED) is the ONLY person to sign the payment request form.  In his/her absence, a majority of the members of the Selectboard, prudential committee, or other governing body, may sign the payment request form, but should, in the permanent absence of the Authorized Representative, appoint another person as soon as possible.  A copy of the minutes of the meeting making the change should be certified by the clerk and forwarded to the division with (or before) the next payment request submittal.







Notification of Address Change



If the address of the Authorized Representative, Treasurer or the Municipality needs to be changed during the duration of this project, please contact this office in writing at least 10 days in advance before the next payment request form submittal. Any address change should be sent to: Facilities Engineering Division, 103 South Main Street, Old Laundry Building, Waterbury, VT 05671-0511.





Verification of Payment

Verification of payment for the most recently processed reimbursement request must be made before the next payment request will be processed.

Verification of payment must be provided for all costs submitted for reimbursement. This office requests canceled checks as that verification. Canceled checks do not need to accompany the invoice, but must be submitted with the next payment request before that request will be processed.  Each canceled check copy must include both the front and the back of the check.  If canceled check copies are not available, both a copy of the front side of the check before it is mailed and a copy of the bank statement showing the check has been processed by the bank are required..




What is Needed for an Audit



1.
All invoices with verification of payment; and

2.
All engineering agreements and amendments signed by all parties and approved by either Facilities Engineering Division or Water Supply Division.

3.
Executed construction agreements, bid and change order documentation approved by FED.

4.
Approval from the Facilities Engineering Division for all small purchases and force account work.

Note:
If documentation has been provided during the course of the project, a duplicate copy will not be required for audit.

For your information, here is a listing of the personnel in the Financial Management Section (FMS) of the Facilities Engineering Division and their appropriate title and telephone number.

      Name




Title



          Telephone #
Winslow Ladue



FMS Supervisor



241-3404

Mark Smith



Senior Accountant



241-3748

Linda DuCharme


Auditor





241-3749

Bill Lizotte



Accountant




241-3744

Sheila Remick Lilley
Accountant
241-2351

ARRA Certifications and Additional Information Reporting
ARRA Certification - Buy American

Web Sites 

http://www.epa.gov/ogd/forms/Buy_Am.pdf
Roles and Actions

State 

- References Provided in Contract Front End Documents

- Requires Certificate of Compliance with Buy American for Contractors’ Payments
Municipality
- Include Buy American Requirements in Procurement and Contract Documents

- Certifies Compliance along with each Payment Request for Reimbursement of Expenses – see form Payment Request Form

Engineer
- Include Buy American Requirements in Procurement and Contract Documents

- Certifies to Municipality Compliance along with each Contractor Invoice – see form below

- Conduct onsite inspections for Compliance with Buy American – see form below



- Checks all Shop Drawings Submittals for Compliance with Buy American
Contractor
- Certifies to Municipality Compliance along with each Invoice – see form below
Sub-Contractor   - Certifies to Contractor Compliance along with each Invoice – see form below
ARRA Certification - Davis Bacon Act 
Web Sites 
http://www.dol.gov/esa/whd/forms/wh347.pdf
http://www.wdol.gov/
http://www.dol.gov/esa/whd/regs/compliance/posters/flsa.htm
 

Roles and Actions

State 

- References Provided in Contract Front End Documents

- Requires Certificate of Compliance with Davis Bacon Act for Contractors’ Payments
Municipality
- Include Davis Bacon Act Requirements and Federal Wage Decisions in Procurement and Contract Documents

- Certifies Compliance along with each Payment Request – see Payment Request Form

- Collects completed weekly payroll records and certification on OMB form 1215-0149, and keeps for three years from date of final payment
- Ensures Davis Bacon Posters, "Wage Determinations" and "DOL 'Notice to Employees" posters and Labor Standards Provisions are posted and available to employees at or near the worksite.
- Conducts and keeps records of onsite inspections and interviews of labors and mechanics to ensure compliance with Davis Bacon Act – See form below

Engineer
- Include Davis Bacon Act Requirements in Procurement and Contract Documents

- Submits completed weekly payroll certification on OMB form 1215-0149 to municipality, as appropriate. 

- Certifies to Municipality Compliance with Invoice – see form below

- Ensures Davis Bacon Posters, "Wage Determinations" and "DOL 'Notice to Employees" posters and Labor Standards Provisions are posted and available to employees at or near the worksite.
- Conducts and keeps records of onsite inspections and interviews of labors and mechanics to ensure compliance with Davis Bacon Act – See form below
Contractor
- Submits completed weekly payroll certification on OMB form 1215-0149 to the municipality,

- Certifies Compliance along with each Contractor Invoice – see form below

Sub-Contractor  - Submits completed weekly payroll records and certification on OMB form 1215-0149 to                              municipality,

- Certifies Compliance with Invoice to the Contractor – see form below

Total Hours Worked and Payroll Dollars in this Payment Request  
Total hours worked by individuals on this work site and paid for by funds requested in this Payment Requests. Total hours worked include all direct jobs such as contractors, subcontractors, engineers, sub-consultants and persons retained to provide services on the work site and engineers related services covered in an approved engineering agreement. Total hours worked does not include material suppliers, central service providers, or induced jobs off the work site in the local community.
REQUIRED ONLY FOR CWSRF-ARRA PROJECTS Payroll dollars are the total wages paid for owners/employees/contractors/sub-contractors/engineers on the project for this payment request. Payroll includes full cost of wages for hours directly associated with the project.
Roles and Actions

State 

- Requires Reporting of Hours and Description before Payment Request can be processed
- Reports monthly or quarterly to Federal Government
Municipality
- Summarizes hours worked and total payroll dollars from documents provided by contractors and engineers – see form below
- Includes hours worked and total payroll dollars with Payment Request Form 


- Reports no more frequently than Monthly to State
Engineer 
- Includes hours worked and total payroll dollars with Invoice to municipality 
Contractor
- Includes hours worked and total payroll dollars with Invoice to municipality
Sub-Contractor   - Includes hours worked and total payroll dollars impact with Invoice to contractor
Percent Completion of Project
Enter the percent of the scope of the infrastructure investment that was completed for the entire project. Percent complete is the percent of construction completed for the project regardless of funding source.

Roles and Actions

State 

- Requires Reporting of Percent Complete before Payment Request can be processed

- Reports quarterly to Federal Government
Municipality
- Reports Percent Complete from observations, or documents provided by contractors and/or engineers  



- Reports no more frequently than Monthly to State

Engineer 
- Includes hours worked and total payroll dollars with Invoice to municipality 



- Reports no more frequently than Monthly to State

Contractor
- Includes Percent Complete with Invoice to municipality 
Recipient Highly Compensated Individuals
Municipalities need to report only if all of the following three statements are True:

1. Did Recipient Receive over 80% of their revenue from Federal Awards last year? 
2. Did Recipient Receive over $25 million in Federal Awards last year? 
3. The public does not have access to executive compensation information via SEC or IRS reports? 
If all three questions are true, then report the five highest paid officers’ name and annual compensation for the last fiscal year.

   Compensation includes:

 

(1)    Salary and bonus.

(2)    Awards of stock, stock options, and stock appreciation rights.  Use the dollar amount recognized for financial statement reporting purposes with respect to the fiscal year in accordance with FAS 123R.

(3)    Earnings for services under non-equity incentive plans.  Does not include group life, health, hospitalization or medical reimbursement plans that do not discriminate in favor of executives, and are available generally to all salaried employees.

(4)    Change in pension value.  This is the change in present value of defined benefit and actuarial pension plans.

(5)    Above-market earnings on deferred compensation that is not tax-qualified.

(6)    Other compensation.  For example: severance, termination payments, value of life insurance paid on behalf of the employee, perquisites or property if the value for the executive exceeds $10,000.

Contractor and Sub Contractor
Buy American and Davis Bacon Act Certifications
10/13/09 Update
The Contractor’s “Partial Payment Estimate” shall contain the following certifications for all projects funded with the American Recovery and Reinvestment Act of 2009 (ARRA 2009)

CONTRACTOR CERTIFICATION


The undersigned certifies that to the best of my knowledge, information and belief, the WORK covered by this payment estimate has been completed in accordance with the contract documents including the ARRA 2009 Buy American provisions & Davis Bacon Act requirements, that all amounts have been paid by the Contractor for WORK for which previous payment estimates was issued and payments received from the Owner, and that the current payment shown herein is now due.

Contractor: ____________________________________

By: __________________________________________    Date: __________​​​​​​​​​​​​​​_____________
Payroll Dollars in this Payment Request: ___________ Dollars

Payroll dollars are the total wages paid for employees/contractors on the project for this payment request. Payroll includes full cost of wages for hours directly associated with the project.

Total Hours Worked in this Payment Request: _____Hours 

Total hours worked by individuals on this work site and paid for by funds requested in this Payment Requests. Total hours worked include all direct jobs such as contractors, subcontractors and persons retained to provide services on the work site. Total hours worked does not include material suppliers, central service providers, or induced jobs off the work site in the local community.

ENGINEER’S CERTIFICATION


The undersigned certifies that the WORK has been carefully inspected and to the best of my knowledge and belief, the quantities shown in this estimate are correct and the WORK has been performed in accordance with the contract documents and in compliance with the ARRA Buy American provisions and Davis Bacon Act. 

Engineer: _____________________________________
By: __________________________________________    Date: __________​​​​​​​​​​​​​​_____________

Engineering Consultant’s Letterhead 
  ARRA Funded Project Reporting and Certifications
10/13/09 Update
To: __________________________



Date: _________________________

_____________________________



Payment Request No._______

_____________________________                                      Engineer’s Invoice No. __________                    

_____________________________



Billing period: ________ to _______




Project #:               Project Title: ____________________________________________

                              ARRA Loan No.: ______________   

List all engineering service categories as they appear in the approved Agreement.  If a lump sum (LS) fee, identify the total $ for each service, the total previously billed, the amount due this billing period and the % complete including this billing. If a not-to-exceed (NTE) fee, identify personnel, hourly billing rate, hours and reimbursable expenses.  If under a single service category there are multiple line item services with corresponding NTE amounts, all line item services must be listed and tracked monthly to reflect the amount previously billed, amount due this period, total amount to date and % complete of line item based on the amount identified in the Agreement. 
Engineering Step & Service Summary*       
Agreement date: ________________
Step I  Phase          
   Previously Billed 
Due this period
     
Total to date             %





                 

Feasibility Study and Report  

Agreement:  $ __________ (LS)         $____________
$ ______________
$ ____________
      ___
Other: 

List each service, $ __ (LS or NTE
)   $______​​​​______            $ ______________
$ ____________        ___
Amendments: 

List each service, $ __ (LS or NTE
)   $______​​​​______            $ ______________
$ ____________        ___

Preliminary Design:
Agreement:  $ _______ (LS or NTE)   $____________
$ ______________
$ ____________        ___
Other: 

List each service, $ ___ (LS or NTE)    $______​​​​______            $ ______________
$ ____________        ___
Amendments:

List each service, $ ___ (LS or NTE)    $______​​​​______            $ ______________
$ ____________        ___

​​​​​​​​​

==================================================================================
    
TOTAL Step I Phase
    $ ___________        $ ____________
$ __________      ___
Payroll Dollars for ARRA 2009 reporting              $ ____________        Hours ____________
Agreement date: ________________
Step II  Phase 

    Previously Billed 
Due this period
     
Total to date             %






                 

Final Design  

Agreement:  $ _________(LS)
    $____________
$ ______________
$ ____________        ___
Other: 

List each service, $ ___ (LS or NTE)  $______​​​​______             $ ______________
$ ____________        ___
Amendments:

List each service, $ ___ (LS or NTE)  $______​​​​______             $ ______________
$ ____________        ___

TOTAL Step II Phase
   $ ___________
==================================================================================
    
         TOTAL              $ ______________
$ ____________   ___
Payroll Dollars for ARRA 2009 reporting              $ ____________        Hours ____________
Agreement date: ________________

Step III  Phase **

    Previously Billed 
Due this period
     
Total to date             %






                 

Bidding Services  

$ ____________ (LS or NTE)  
    $____________            $ ______________
$ ____________         ___
Construction Basic (including 1 year performance evaluation and 11th month inspection when required) 
$ ____________ (LS)                          $______​​​​______            $ ______________
$ ____________         ___
Resident Project Representative:

$ _____________ (NTE)

     $______​​​​______            $ ______________
$ ____________          ___
Other: 

List each service, $ ___ (LS or NTE)   $______​​​​______            $ ______________
$ ____________          ___
Amendments:

List each service, $ ___ (LS or NTE)   $______​​​​______            $ ______________
$ ____________          ___

==================================================================================         

TOTAL Step III Phase            $ ___________       $ ____________
$ __________       ___
Payroll Dollars for ARRA 2009 reporting              $ ____________        Hours ____________
TOTAL PROJECT PERCENT COMPLETED AS OF THIS BILLING     ____%
*”Special Services” sub-consultant and/or Other NTE services: provide the same billing/invoice information under the appropriate engineering service listing (attach copy of their bill/invoice), if these services are not included under an approved  Lump Sum services category.  (note: the maximum allowable Engineer’s mark-up is 8%)

** Construction Contract – “Date of Issuance” of the Notice to Proceed: _________________ 

     Original Construction Contract Completion date: ___________________________________
     Latest Amended Construction Contract Completion date: _____________________________
Certification statement: I certify that the invoices for services provided from the date of the Agreement through this date of billing are to the best of my knowledge and belief, complete, in accordance with the Agreement and any Amendments executed by the Owner and Engineer, are in compliance with the provisions of the American Recovery and Reinvestment Act of 2009 and as approved for funding by the State of Vermont.                  
By: __________________________

        ( Engineer’s signature  )  
On Site Inspection Check List  
ARRA Projects
Buy American and Davis Bacon Act Certifications





Buy American – Spot Checks of country of origin documentation and actual project components




Davis Bacon – Properly maintained payroll records




Davis Bacon – Laborers and mechanics have been interviewed to confirm wage rates and confirmation with minimum rate requirements




Davis Bacon – Posters and wage rates are posted on the jobsite and accessible to all workers 




Confirmation that project supports project’s receipt of Green Project Reserve Funding





Confirmation of job creation reporting
Comments:

Recommended Employee Interview Form - ARRA Projects

  Davis Bacon Act Compliance
	Project Name and ARRA #
	

	Name of Employer
	

	Employer Contractor or Sub Contractor?
	            ⁭Contractor              or                ⁭ Sub Contractor

	Name of Employee?
	

	Home Address and Zip Code?
	

	Last date worked on project before today?
	

	Number of hours worked that day?
	

	Your hourly rate of pay?
	

	Your job classification?
	

	Apprentice?
	            ⁭ Yes                           ⁭ No

	Your duties?

	

	Tools or Equipment?

	

	Paid at least time and one-half for all hours worked in excess of 40 hour week?
	            ⁭ Yes                           ⁭ No

	Ever threatened, intimidated or coerced into giving up part of pay?
	            ⁭ Yes                           ⁭ No

	Duties observed by interviewer
	

	Duties conform to classification?
	            ⁭ Yes                           ⁭ No

	Remarks
	

	Name of interviewer


	

	Signature of interviewer


	

	Date of interview
	

	Payroll examination remarks
	

	Signature of payroll examiner
	

	Date of payroll examination
	


Recommended Municipality Worksheet 

Employment Hours and total payroll dollars - ARRA Projects 
	Pay Request No.


	
	

	
	

	
	 Total Hours – ALL PROJECTS
	Total Payroll Dollars (CWSRF-ARRA PROJECTS ONLY)

	Engineer
	
	

	Contractor 1  
	
	

	Contractor  2
	
	

	Contractor  3
	
	

	Small Purchase
	
	

	Small Purchase  
	
	

	
	
	

	Total  
	
	


PAGE  
1

