Federal Aid Agreements
Used for Non Contract types of projects using federal aid funding. 

Includes preliminary or construction engineering, design studies, educational programs, right of way costs, force account work. 
Checklist for payment submittal: 
1. Invoice signed by project manager—see attached sample. 
2. Copies of all backup documentation---can include the following: 

· Consultant billing

· Receipts from stores, restaurants, parking ramps

· Timesheets for employees—if claiming costs for salaries, need person’s name, title, wage rate, hours spent on project along with formula used to compute fringe benefits like pensions.

· Invoices from service providers such as Kinko’s copies, materials testing companies, equipment rental

· Copies of checks/electronic warrants paying for R/W parcels. 

· Copies of billings from appraisers, lawyers, etc. for R/W related costs. 

Every penny needs to be documented
Send to: 

Sharon LeMay

Metro State Aid

1500 County Road B2

Roseville, MN 55113
651-234-7773

Sharon.lemay@state.mn.us
Date:  

State Project number:  SP xx-xx-xx

Federal Project number:  xxxx xxxx(xxx)

Agreement number:  XXXXX

Invoice number:

Partial or Final Payment (circle one)

Dates this invoice covers:  January 2000 to June 2000 (for example)

Agreement amount:  List total amount of project( local and federal share)            .

Work completed to date:  Briefly list what work has been done                              .

Percentage complete: xx%

Amount requested this invoice:  $xxx,xxx.xx.

Amount requested to date:         $xxx,xxx.xx.

Amount overpaid:               $xxx,xxx.xx

Please forward payment to:

Payment requested by: Project manager must sign.

Approval to pay:  _______________________


DSAE
Date:  xx/xx/xxxx

Enclosures (Include all backup documentation) 
Your organization’s letterhead








