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Course Overview 
 
 

 Agreements  
 Provisions 
 Engineering Proposal Package 

 
 Invoice Process 

 
 Construction Administration 

 
 Project Finals and Close-out 
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Course Materials 
 
 

 Class Booklet* 
 

 Forms* 
 

 Presentation* 
 

*Forms & Presentation available on the IDOT website: 
http://www.idot.illinois.gov/home/resources/Forms-Folder/a 
 

http://www.idot.illinois.gov/home/resources/Forms-Folder/a
http://www.idot.illinois.gov/home/resources/Forms-Folder/a
http://www.idot.illinois.gov/home/resources/Forms-Folder/a
http://www.idot.illinois.gov/home/resources/Forms-Folder/a


IDOT website 
http://www.idot.illinois.gov 
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Select 
‘Forms’ 

Course Material 
& IDOT Forms 
Select 
’RESOURCES’ 
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WHY WE ARE HERE?  
PRESENTED BY: TEMI LATINWO 

 



IDOT – Audit Finding 

May 9, 2014 Audit Report No. 14-03-002 
Erroneous / Duplicate billings 
 Improper Billing of Federal Participating 

Costs 
Lack of IDOT Approvals for Contract 

Change Orders 
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Federal Highway Administration 
(FHWA) 

9/4/2014, Illinois inactive rate - 11.6% 
Chicago Projects inactive rate - 7.4%  
FHWA’s national target - 2% 
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IDOT Invoice Timeline 
 

Invoices processed Fiscal Year 2013: 
Chicago – 453 
Other Local Agencies – 2229 excluding State Let 

Contracts 
 

FHWA Authorization to 1st Invoice 
State Goal - 180 days 

 

Fiscal Year(s) 2012 & 2013 
 D1 LA Construction – 146 days 
 D1 LA Engineering – 135 days 
 CDOT Construction – 364 days 
 CDOT Engineering – 354 days 



Project Close out Statistics 
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IDOT Inactive Project Analysis 
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IDOT Inactive Project Trend 
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WHERE TO BEGIN? 

 



Agreements 

 Local Agency Agreement 

 Engineering Agreement 
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Agreement Provisions 
State and Federal Policy and Regulations 

 
State and Federal Policy and Regulations 
State 
 Joint Committee on Administrative Rules (JCAR) 
 Illinois Office of the Comptroller (IOC) 

Federal  
 Unites States Code (U.S.C.) 
 FHWA Code of Federal Regulations (CFR) 
 



State Comptroller’s Policy 

State Obligation expires: 
 4 years if the project costs do not exceed 

$1,000,000  
 6 years if the project costs exceed 

$1,000,000 
Amendment Agreement & Affidavit required 

extend obligation 
 



United States Code (U.S.C.)  
Code of Federal Regulations (CFR)  
 United States Code (U.S.C.)  
 Section 102(b) of Title 23,  

Code of Federal Regulations (CFR)  
 Part 630.112(c)(2) of Title 23 

 
 Requirements for repayment of Preliminary Engineering 

cost if ROW or Construction is not initiated 10 years after 
Federal Authorization  

 Unless FHWA has granted a time extension 
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Code of Federal Regulations (CFR)  
 23 CFR 630 Subpart A 
 Financial Integrity Review and Evaluation 

(FIRE) Program  
Project Inactive 
  Invoice on a quarterly basis 
FIRE Reporting criteria 

1. 12 months or older with an unexpended 
balance greater than $500,000 or more. 

2. 24 months or older with an unexpended 
balance of $50,000 to $500,000. 

3. 36 months or older with an unexpended 
balance of less than $50,000. 

 
 

17 



Code of Federal Regulations (CFR)  

 23 CFR 630.106(4)  
The State shall maintain a process to adjust 

project cost estimates.  
Adjustments to federal obligation occurs 90 days 

after project costs has decreased by $250,000 or 
more. 
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Code of Federal Regulations (CFR) 

 2 CFR Part1 200 referred to as the 
"Supercircular“ 

 Effective date: 12/26/14 
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Code of Federal Regulations (CFR)  
 2 CFR 200.309 
Period of performance  
Start Date 
Federal authorization date  

End Date  
Project Schedules  
No additional costs are eligible for 

reimbursement after established End Date 
Unless FHWA has granted a time extension 

 
 

 
 
 
 



ENGINEERING AGREEMENTS 
     PRESENTED BY: ZUBAIR HAIDER 

Where to begin 



Definitions & Concepts 
 

Engineering Services Agreement 
• Project specific Agreement 

• Addendum/Supplement to the 
Agreement for additional work 

• Master Task Order 
• Project Specific Task Order 

• Supplemental Task Order 
for additional work 
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Engineering Proposal Package 
 Boiler plate with terms and conditions (City 

provides it. Must comply with Federal and State 
rules, regulations, policies, and procedures 
depending on type of funds being utilized.) 

 Detail of Scope of the Services (Should be 
Project Specific) 

 Cost Estimate of Consultant Services CECS 
(BLR 5610 for Design Engineering, or 5611 for 
Construction Engineering), with one of the Cost 
plus Fixed fee formula identified.  

 Breakdown and detail of Direct Cost  
 Payroll Rates, showing Maximum Hourly Rates 

of each Classification. 
 Pay Roll Escalation Table and Factor 
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Engineering Proposal Package 
 Liability Insurance 
 Drug-free work place Certification 
 Statement of Experience & Financial 

Condition (SEFC) letters 
 DBE/MBE/WBE Certification Letter (issued 

by IDOT, Metra, CTA, Pace, or City) 
 DBE for federal funded projects (schedule C 

and D) 
 MBE and WBE for State and City funded 

jobs (schedule C and D) 
 Disclosure of Retained Parties & Economic 

Disclosure 
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Detail of Scope 
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Preliminary Engineering Agreement 

FIRST FOUR 
PAGES ARE 

NOT 
MANDITORY  
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Cost Estimate of Consultant Services 
(CECS)  
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Construction 
Engineering 
Agreement 
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Cost Estimate of Consultant 
Services (CECS) 
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Cost Estimate of Consultant Services (CECS) 
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Breakdown and Detail of Direct Cost 
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Payroll Rates 
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Payroll Escalation Table 
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Certificate of  
Liability 
Insurance  
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Certificate of 
Liability 
Insurance  
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Prime’s Drug 
Free 
Workplace 
Certification 
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Statement of 
Experience & 
Financial 
Condition Letter 
(SEFC)  
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DBE, MBE, & WBE Certification 
Letters 
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DBE for Federal  
Funded Projects 
(Schedule C) 
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DBE for Federal  
Funded Projects 
(Schedule D) 
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Summary of DBE  
Proposal 
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MBE & WBE for State  
and City Funded Jobs 
(Schedule C) 
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MBE & WBE for  
State and City  
Funded Jobs  
(Schedule D) 
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Disclosure for Retained Parties & 
Economic Disclosure 
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Statement of Final Cost 



Engineering Agreement 
 For new agreement using federal funds, work 

MUST not start before agreement is approved 
by IDOT. 

 No additional work should be started without 
approval of the Addendum/Supplement from 
IDOT.  In exceptional situations a prior approval 
from IDOT-District 1-BLRS can be requested if it 
is eminent that the construction will have to be 
halted to await IDOT’s approval. 

 Note:  Prior approval is only applicable to 
Construction Engineering agreements.  
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SUPPLEMENTAL 
ENGINEERING 
AGREEMENTS 

Where to begin 



Engineering Agreement Supplements 
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Address changes to the previously 
approved Engineering Agreement. 

• payroll rates,  
• Overhead (O/H) rate, changes to 

Statement of Experience & Financial 
Condition (SEFC)  

• request for time extension  
If there is no changes to the scope, 
work can continue on the project.   



Engineering Agreement Supplements 

Inform IDOT 
As soon as possible 
 In writing 

Be specific  
Be timely 
Notifications 
Submittals 

Discuss  
 Impacts to scope, schedule, budget 
 Impacts to DBE goals 
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INVOICE  
PROCESS PRESENTED BY: NEPHTALI RIVERA-MARTINEZ 



 IDOT Invoice Processing 
Checklist 

 
 Cost Plus Fixed Fee 

Invoice 
 

 Supplement 
 
 

 
 
 

Reviewing & Processing Invoices 
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IDOT Invoice Processing Checklist 
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48 CFR 16.306 – Cost-Plus-Fixed-
Fee Contracts 
 
Cost-plus-fixed-fee Invoice 

BLR 05621 Form* 
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*BLR 05621 form can be found on IDOT’s Website: 
http://www.idot.illinois.gov/home/resources/Forms-Folder/l 
 

http://www.idot.illinois.gov/home/resources/Forms-Folder/l
http://www.idot.illinois.gov/home/resources/Forms-Folder/l
http://www.idot.illinois.gov/home/resources/Forms-Folder/l
http://www.idot.illinois.gov/home/resources/Forms-Folder/l


Engineering 
Approval 
Letter  
 
 Springfield may adjust 

CECS Values 
 

 Request new CECS 
from consultant 
 

 Carry over new values 
into invoices 

 

… your proposal was 
decreased by $5,259, from 
$421,345 to $416,086 for 
the following reasons: 
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CECS 
Cost Estimate of 
Consultant 
Services 

 
 
 Info used to fill 

out values in 
Invoices 

 
 Max 

Allowable 
 

 Overhead 
Rate 
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Local Agency  
Cost Plus Fixed Fee Invoice  

Form BLR 05621 
 



 
 
 

CPFF 
Invoice  

Instructions 
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 Four sheets: 

1) CPFF Invoice 

2) Engineering Progress 

Report 

3) CPFF Personnel 

Summary for Period 

4) CPFF Direct Cost 

Summary for Period 

 
  
 
 

 
 
 

Invoice 1 

2 

3 

4 
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CPFF - 
INVOICE 

60 



PURPLE 
 

 Constants 
 Address Blocks 
 Sub-consultants 
 Max Allowable 
 Overhead Rate 
 

ORANGE 
 Varies with each 

invoice 
 Dates 
 Invoice Number 
 Fixed Fee % 
 This Invoice 
 Previously 

Invoiced  
 Earned to Date 
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GREEN 
  
 Max Allowable,  

Payroll & OH Rate 
 

 Values listed in 
Agreement 

 
 Constants 

throughout project 
unless modified by 
Supplement 
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1 
2 
3 

4 
5 
6 
7 

8 

#1 Total (B-G) 
 
#2 Payroll (B) Total  minus 
QC/QA Reviews 
 
#3 QC/QA Reviews 
 
 #4 OH & FB (C) 
 Total 
 
 #5 Fixed Fee (E) 
 Total 
 
 #6 Direct Cost 
 (D+F) Total 
 
#7 Services by others (G) 
Total 
 
#8 Payroll and OH % 
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1 2 

3 

4 5 
6 

7 

8 
CECS 
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Engineering 
Progress 
Report 

65 



 
 

 Running Total for 
ENTIRE project up 
to and including the 
last report 
 

 % Complete only 
for THIS period, 
NOT a running total  
 
 

 Total % of Project 
should equal 100% 
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YELLOW 
  
Check 

 
 When an Item is 

complete, the value 
in the orange 
column will equal 
the value in the 
yellow column 
 

 Check task 
percentages 
against deliverables 
received 
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BLUE 
  

 
 
 
Check Totals 
 
Column A + Column B 

= 
Column C A B C 
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BLUE 
  
 “Total % 

Complete During 
This Period” is 
used to calculate 
Fixed Fee  
 

 Fixed Fee 
includes work 
done by sub-
consultants 

 
Check Fixed Fee 

 % of Project Complete 
against Earned to Date 

(until Supplement is added) 
69 



 
 

CPFF -
Personnel 

Summary for 
Period 
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ORANGE 
 
 Should be relatively 

consistent 
throughout the 
duration of the 
project 
 

 Employee Names & 
Classifications 
 

 Rate for each 
Classification as 
listed in the 
Agreement 
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GREEN 
  
 Varies for each 

invoice 
 

 Regular and 
Overtime Hours 
worked this period 
 

 Time cards 
required 
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CPFF -  

Direct Cost 
Summary for 

Period 
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ORANGE 
 
 Items may be 

relatively consistent  
throughout the 
duration of the 
project 
 

 Approved Items as 
listed in the 
Agreement 
 

BLUE 
 

 Contain the quantity 
of the item used this 
period 
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GREEN 
  
 Max Allowable Rate 

 
 Rate as listed in the 

Agreement 
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Supplemental 
Engineering 
Approval 
Letter 

 
 IDOT may adjust 

 CECS Values 
 

 No new CECS 
 Mark up file copy 
               or 
 Request new 

CECS from 
consultant 

 

 Carry over new 
values into invoices 
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Supplement 
Altered 
Invoice #13 
Value Adjustments 

 
 Consultant should 

adjust the forms to 
reflect new values 
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“Progress 
Report 13” 
after 
Supplement 
 
  
 
 
Additional 
compensation  
adjusts the total % 
Complete for the 
project 
 
 



Chicago 
Submittal 

 
 
 Invoice form BLR05620 

attached to invoice 
sheet  
 

 Repeats info from 
invoice 
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*BLRS 05620 form can be found on IDOT’s Website: 
http://www.idot.illinois.gov/home/resources/Forms-
Folder/l 
 

2/10/15 

Chicago City of  
Dept of Finance/GPAD Div 
121 N LaSalle St – 7th Floor 
Chicago, Illinois 60602 

13 
 AL12345 
10/1/30 to 10/30/11 
9/21/10 
D-88-555-01 
345-R 
IL 1 
Design Engineering – Improvement 
$1,802,822.00 
$1,084,371.81 
 

$48,896.92  
 

$48,896.92 
 
 
 
 
 
 

http://www.idot.illinois.gov/home/resources/Forms-Folder/l
http://www.idot.illinois.gov/home/resources/Forms-Folder/l
http://www.idot.illinois.gov/home/resources/Forms-Folder/l
http://www.idot.illinois.gov/home/resources/Forms-Folder/l


Engineering Invoice Issues 

 For Prime and Sub-Consultant 
Missing Documents 
Overhead Rate 
Fixed Fee 
Payroll Rates 
Service Dates 
Non-participatory items  

 
 

80 



Missing Documents  
  

Progress Report 
 Invoice Summary 
 Invoice Detail  
Direct Cost 
Receipts 
Mileage Log 
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Overhead Rate  

Not matching agreement  
FHWA authorization letter 
 “Statement for Experience and 

Financial Condition” (SEFC) 
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Fixed Fee 
 

Not matching agreement  
FHWA authorization letter 
 Increasing fixed fee  
Prior to supplement approval  
Adding Direct Cost Dollars  

 Incorrect calculation 
Must use: 
FF=(Max. FF) x (% complete per period)  
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Payroll Rate  
 

Per Agreement Employee 

Classification  

Max allowable ≤ $70.00 /hr. 

Actual hourly rates (dot not 

include overhead rate) 
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Service Dates  
 

Service Dates Overlapping  
Two Invoice with same service dates 
Service dates prior to the FHWA 

authorization date 
Service dates after Obligation End Date 
4years if less than $1,ooo,ooo.oo  
6 years if over $1,000,000.00  
  Expired obligation requires 

Amendment/Affidavit 
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PROJECT FINALS AND  
CLOSE-OUT PRESENTED BY: ZUBAIR HAIDER 



Engineering Close-out 

 Preliminary Engineering (Phase I) close-out 
initiates after Design Approval 

 Design Engineering (Phase II) close-out initiates 
after Construction is Awarded 

 When Phase I and II are processed together, 
close-out initiates at Construction Award 

 Right of Way close-out initiates as soon as final 
invoice is received. 
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Engineering Project Close-out - Forms 
 

 Final Report, Notice of Completion and 
Acceptance of Improvement Constructed 
Under the Illinois form BLR 13510  

  

  Final Invoice form BLR 05620 
 

Statement of Final Cost 
 

 The forms listed above are processed and 
approved by the District Local Roads Field 
Engineer and are to be forwarded along with 
request for final reimbursement.(if necessary) 



Local Roads Project Close out 
Document 
 BLR 13510  Final Report of Improvement 

Constructed under Illinois Highway Code 
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Final Invoice form BLR 05620 

90 

FINAL 



Statement of Final Cost 
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Questions 
92 



93 

Course 
Evaluation 
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 Contact Information: 
 

 Agreements  
 Temi Latinwo 
 Bureau: Local Roads & Streets 
 Phone: 847-705-4179 
 Email: Temi.Latinwo@illinois.gov 

 
 Construction Administration 
 Merry Ellen Mack 
 Bureau: Construction 
 Phone: 847-705-4465 
 Email: MaryEllen.Mack@illinois.gov 

 
 Invoice Forms  
 Nephtali Rivera-Martinez 
 Bureau: Local Roads & Streets 
 Phone: 847-705-4559 
 Email: Nephtali.Rivera-Martinez@illinois.gov 

 

 
 

 Project Finals and Close-out 
 Zubair Haider 
 Bureau: Local Roads & Streets 
 Phone: 847-705-4206 
 Email: Zubair.Haider@illinois.gov 

 
 Project Finals and Close-out 
 Adam N. Nedoss 
 Bureau:  Construction 
 Phone: 847-705-4277   
 Email: Adam.Nedoss@Illinois.gov\ 

 
 Project Finals and Close-out 
 Erica L. DeYoung  
 Bureau:  Construction 
 Phone:  847-846-4356 
 Email: Erica.DeYoung@illinois.gov 

 
 

District 1 
201 West Center Court  
Schaumburg, Illinois 60196 

mailto:Temi.Latinwo@illinois.gov
mailto:MaryEllen.Mack@illinois.gov
mailto:Nephtali.Rivera-Martinez@illinois.gov
mailto:Zubair.Haider@illinois.gov
mailto:Adam.Nedoss@Illinois.gov\
mailto:Erica.DeYoung@illinois.gov
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Lunch Break 
12:00-1:00 

 February 10, 2015 

Menu Fwd. 
Prev. 

Back 
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Local Agency Project 
Contract Administration 

 
 

February 10, 2015 

Menu Fwd. 
Prev. 

Back 
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CONSTRUCTION ADMINISTRATION  
PRESENTED BY: MARY ELLEN MACK 

 

CONSTRUCTION INVOICE ISSUES 
PRESENTED BY: ADAM NEDOSS 

 

PROJECT FINALS AND CLOSE-OUTS 
PRESENTED BY: ERICA DEYOUNG 
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CONSTRUCTION 
ADMINISTRATION PRESENTED BY: MARY ELLEN MACK 

           

 



MPA vs PSR3A 

 Funding Obligation documents differ 
 IDOT’s MPA – Modified Project Agreement 
 CDOT’s PSR3A – CDOT project management 

 
 Invoices generated by different accounting 

system 
 Funding strips do not align with each other 
 Invoices are based on PSR3A that do not match MPA 

obligations 

 Costs cannot be appropriately reconciled 
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MPA - Modified Project Agreement 



PSR3A 



Funding Path 

 The funding path for a State project travels straight from 
IPA to MPA to Award Report to ICORS to Pay Estimate to 
FHWA reimbursement. 

 MPA – Modified Project Agreement (Obligation Document) 
 Fund codes used to obligate federal funding 
 Funding is split based on funding source and type of work 

 IDOT develops funds codes for pay items to align with obligation 
 

 The funding path for a City Project travels from IPA to 
PSR3A to Invoice. 

 PSR3A fund codes do not align with obligation 
 Funding strips are created for comptroller payments 
 Contingency line changes based on contract modifications 

 

 Funding appropriation is required for each fund source. 
 



Observations / Recommendations 

 Different Funding Documents lead to 
unbalanced obligation costs. 

 Different Funding Strips lead to inconsistent 
project accounting. 

 Recommend use of the Local Agency 
Agreement to properly define costs and project 
requirements 

 Recommend process for PSR3A to mirror MPA 
 Recommend plans include fund codes for type 

of work listed in MPA 



ICORS Fund Code Tracking 
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Plan Reviews 

 Necessary by all departments/bureaus 
 Comments need to be included in plans or a 

written disposition is provided 
 Provide enough time to incorporate 

comments 
 Global review is necessary to ensure that all 

federal requirements are included  
 Review of funding for locally funded items 

105 



ROLE OF RESIDENT ENGINEER 

 Inspector not observer 
 Prior to Preconstruction Meeting 
 Prior to Starting Construction 
 Reports to be Submitted Weekly 
 Reports to be Submitted Periodically 
 Additional Information 
 Authorizations 
 Documentation 

 
 



Prior to Preconstruction Meeting 

Review Contract Plans and Specifications 
Gather Initial Measurements 
Submit Prior Approvals for Missing Items 
Set up Construction Files 
Set up Diary 
Set Up Field Books 
Receive IDOT Booklet  

 



Prior to Construction 
 Review Progress Schedule 
 Review Request for Subcontractor Approval    

(BC 260 and BC 260A) 
 Obtain Dump Site Letter from Contractor (BDE 

2289) and submit to IDOT 
 Made Sure RCAs Signs are Erected 
 Ensure Bulletin Board is Installed 
 Send in Project Start/Stop Form along with First 

Weekly Report 
 Submit BSE 725 
 Review Award Report 

 
 



Reports to be Submitted WEEKLY 

Weekly Reports – necessary to determine 
progress 
Controlling Item stated from Progress Schedule 
Working Day /  Workable Day 
Description if Partial work days charged 

Erosion Control Reports  
BSE 725 and 726 – Traffic Control Inspection 
Daytime 
Nighttime 

Material Inspection Reports 
 



ICORS Daily Diary 
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ICORS Weekly Report 
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Reports to be Submitted Periodically 

Pay Estimates 
Authorization of Contract Changes 
RE Final Quantities 
Contractor Evaluation Forms 



Daily Quantities in ICORS 
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Pay Estimates in ICORS 
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Authorizations 

Previous submittal method 
New BC 22 submittal method 
Construction Memorandum 4 
Participating vs. Non-Participating 
Signature level 
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Authorization Form – BC 22 

116 



AUTHORIZATIONS 

 Follow Construction Memorandum        
 No. 14-4 for Contract Changes   
 (see IDOT website) 

 
 Contract changes require written prior   

approval before work can begin 
 

 Article 104.02 of the Standard 
Specifications requires all changes be 
authorized in writing by the Engineer 
before the work begins 
 

 
 



Authorizations for Contract Changes 
- Forms 
 
 
Form BC-2256 (Prior Approval 

Authorization of Contract Change) 
RAFF (Request for Additional Federal 

Funding) 
Form BC-329 (Resident’s Memo) 
Form BC-22 (Authorization of Contract 

Changes) 



Authorizations in ICORS 
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Net Cost of Section in ICORS 
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ICORS Holdback Report 

121 



Additional Information 

Extensions of Time 
Delay based on Progress Schedule 
# of Days Delayed = # of Days Extended 

Progress Meetings 
Coordination with IDOT, Local Agency and 

Contractor 
http://www.idot.illinois.gov/home/resource

s/Forms-Folder 



Top 10 Documentation Issues 
1. Resident is NOT ready for the final audit! 
2. Records not well organized / Cannot locate the required 

documentation. 
3. Errors the Checker did not catch! 
4. Quantity Book incomplete or missing. 
5. Spreadsheets missing required information. 
6. HMA documentation deficiencies. 
7. Diary cover sheet missing or incomplete. 
8. Field Book index is missing or incomplete. 
9. Depth Checks missing or not cross-referenced. 
10. Progress review deficiencies have not been corrected. 
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CONSTRUCTION  
INVOICE ISSUES PRESENTED BY: ADAM NEDOSS 



Construction Invoice Submittals: A 
Practical Visual Guide to Successful 
Invoice Submittals 

Highlighting issues previously observed 
that caused invoices to be rejected. 

Contract Construction, Consultant 
Engineering and Force Account 
Construction. 

125 



Phase One of Invoice Review 
Does the RFP Match the I.P.A.? 

126 

Do the key 
data points 
match the 
I.P.A.? Are the service 

dates valid per 
the agreement 
and do they 
match the 
supporting 
documentation? 

Is this contractor 
approved on 
this contract?  

Is the funding 
split correct and 
is the funding 
per the 
agreement? 



I.P.A. 
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Do the key data 
points match the 
IPA? 

Service dates 
can’t be prior 
to the 
executed IPA* 
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Funding split must 
accurately reflect 
the agreement and 
totals to be 
reimbursed may not 
exceed the 
agreement. 

I.P.A. 



Contract 
Construction 
RFP 
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Ensure that 
function 
code is 
correct. 

Ensure that  
supporting 
documents support 
the invoice total. 



Order Payment 
Voucher 
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 The sum of supporting 
order payment vouchers 
must match the total of the 
invoice. 



Summary of 
Estimate 
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Service dates need to 
accurately reflect RFP 
service dates. 

Estimate # should match 
contract payment voucher 
estimate #.  

Net current payment should 
match RFP total. 



Summary of 
Estimate 
PCM Form 
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If a PCM was included in 
the invoice it must be 
indicated on this form. 

If a PCM is released on an 
estimate it must have an 
approved participating 
status.  



Summary of 
Estimate LIC 
Section 
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If a LIC was included in 
the invoice cost it must 
be indicated on this 
form. 

If a LIC is released on 
an estimate it must 
have an approved 
participating status.  



Contract 
Payment 
Voucher 
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Payment # must 
match estimate #. 

Payment amount 
must match estimate 
amount. 

Line items should 
match RE’s pay 
estimate and 
definitely not exceed 
those quantities. 
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Quantities should 
match the Contract 
Payment Voucher.  

RE’s Pay 
Estimate  



RE’s Pay 
Estimate  
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Quantities should 
match contract 
payment voucher. 



Approved Authorization (BC’s) 
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Chicago Ledger  
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Obligation Balance 
and Obligation # 



Chicago Ledger  
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Invoice # and 
Invoice $ amount 
paid 



Documents required for a successful 
submittal of a construction invoice  

 Order Payment Voucher  
 Summary of Estimate (Long Form) 
 PCM Estimate Form 
 LIC Estimate Form 
 Contract Payment Voucher (Records & 

Estimate’s Pay Estimate) 
 RE’s Pay Estimate (Report of Work Completed) 
 Subcontractor Payment Certification  

140 



Typical issues that have been observed 
that will not allow an invoice to proceed 
 Costs are not in agreement with the IPA.  
 Request for payment may show incorrect funding split. 
 No funds remaining. 
 Project is de-obligated. 
 Incorrect vital information that pertains to project 

identification.  
 Supporting documentation doesn’t match the invoice. 
 Invoice has been previously paid. 
 Required signatures on the documents are missing. 
 Charges on invoice are not approvable.  This could be 

non-participating authorizations, incorrect calculations or  
service dates. 
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Consultant Construction Engineering 
Invoice Issues 
 For Prime and Sub-Consultant 
Missing Documents 
Overhead Rate 
Fixed Fee 
Payroll Rates 
Service Dates  
Agreement should be uploaded to SharePoint 
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Engineering Invoice Issues:  
(Missing Documents)  

For Prime and Sub-Consultant 
 Invoice Summary 
 Invoice Detail  
Direct Cost 
Receipts 
Mileage Log 
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Engineering Invoice Issues: 
(Overhead Rate)  

What to avoid: 
Overhead Rate not matching 

agreement  
Adjust per FHWA authorization 

letter 
Adjust per “Statement for 

Experience and Financial 
Condition” (SEFC) 
Submit SEFC if using updated 

Overhead 
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Engineering Invoice Issues:  
(Service Dates)  

What to avoid: 
Service Dates Overlapping  
Two Invoices with same service dates 
Service dates prior to the FHWA authorization 

date 
Service dates after Obligation End Date 
If less than $1,000,000.00 = 4years  
If over $1,000,000.00 = 6 years 
Expired obligation requires Amendment/Affidavit 
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Documents required for a successful submittal of 
a consultant construction engineering invoice  

 Vendor Cumulative Report 

 Billing Report (GPAD) 

 Order Payment Voucher 
 Voucher for Professional Services  

 Vendor Invoice 

 Invoice Summary for both Prime & Sub-consultants 
 Invoice Details for bot Prime & Sub-consultants 

 Certified Timesheets 

 Subcontractor/ Sub-consultant Payment Certification 
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Force Account 
Work 
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Invoice must 
adhere to the IPA 



Interfund Settlement Voucher  
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A signed interfund 
settlement 
voucher must be 
included. 



Interfund Settlement Voucher  
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Itemized Statement of Work 
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Documents required for a successful submittal of a force 
account invoice since adopting the checklist 

Signed Interfund Settlement Voucher  
 Itemized Statement of Work 
BC 635  
Equipment Watch (Rental Rates)  
Material Invoices 
Certified Timesheets  
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PROJECT FINALS AND  
CLOSE-OUT PRESENTATION BY ERICA DEYOUNG 



Closeouts for Federally Funded 
Projects 
 
Timing 
Forms 
Steps 
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Timing 

 100% Weekly Report from the RE 
 Field Audit by IDOT Documentation 

Engineer 
 Job Boxes Turned into Records & Estimates 
 Audit Completed By Records & Estimates 
 IOC Letter Received From Procurement 
 Final Voucher Sent Out to Contractor 
 Final Papers Prepared 
 Project Closed Out 
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Forms Required 

BC 71  Final Inspection Report  of State 
Road Work 

Bureau of Construction Final Inspection 
Report 

Contract Finalization Procedure Resident 
Engineer’s Checklist 

BLR 13231 Engineer’s Final Pay 
Estimate 
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Forms Required (Continued) 

Cost Breakdown 
Net Cost of Section 
Material Certification 
Statement of Final Cost 
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Weekly Report 
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BC 71  
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Bureau of Construction Final 
Inspection Report 
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RE’s Checklist 
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BLR 13231 
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Cost Breakdown 
 

162 



Net Cost 
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Material Cert 

164 



Statement of 
Final Cost 
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Job Completion 
Notice 
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Steps to Close 

Resident Engineer 
Completes the 100% Weekly and the Report 

of Completion 
Creates the BC 71  
Creates the Bureau of Construction Final 

Inspection Report 
Completes the RE Checklist and all of its 

requirements 
Calls for the final audit with Velma 
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Steps to Close 

Records and Estimates 
Completes the Audit 
Sends Quantities to Procurement 
Prepares BLR 13231 
Creates any outstanding BC’s 
Prepares Final Voucher 
Sends Final Quantities to the contractor, 

Materials and Engineering 
Removes all Unencumbered Money 
Closes the project  
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Steps to Close 

Procurement 
Reviews the Final Quantities for Compliance 
 Issues the IOC Letter 
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Steps to Close   

CDOT Materials 
Receives Final Quantities from Records and 

Estimates 
Audits the Project to ensure all material is in 

compliance 
 Issues Material Cert 
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Steps to Close 

Engineering / RE / Project Manager 
Receives Final Quantities from Records and 

Estimates 
Prepares the Cost Breakdown 
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Steps to Close 

Comptroller 
Reviews the costs of the project 
Prepares the Statement of Final Cost 
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Steps to Close  

 IDOT 
Prepares the Net Cost of Section 
Works to process all BC’s and Time 

Extensions 
Compiles all final papers 
Ensures all Costs Match on all Paperwork 
Creates the Job Completion Notice 
Sends Final Papers to Springfield and all 

parties who need to get them 

173 



Questions 
174 
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Course 
Evaluation 
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 Contact Information: 
 

 Agreements  
 Temi Latinwo 
 Bureau: Local Roads & Streets 
 Phone: 847-705-4179 
 Email: Temi.Latinwo@illinois.gov 

 
 Construction Administration 
 Merry Ellen Mack 
 Bureau: Construction 
 Phone: 847-705-4465 
 Email: MaryEllen.Mack@illinois.gov 

 
 Invoice Forms  
 Nephtali Rivera-Martinez 
 Bureau: Local Roads & Streets 
 Phone: 847-705-4559 
 Email: Nephtali.Rivera-Martinez@illinois.gov 

 

 
 

 Project Finals and Close-out 
 Zubair Haider 
 Bureau: Local Roads & Streets 
 Phone: 847-705-4206 
 Email: Zubair.Haider@illinois.gov 

 
 Project Finals and Close-out 
 Adam N. Nedoss 
 Bureau:  Construction 
 Phone: 847-705-4277   
 Email: Adam.Nedoss@Illinois.gov\ 

 
 Project Finals and Close-out 
 Erica L. DeYoung  
 Bureau:  Construction 
 Phone:  847-846-4356 
 Email: Erica.DeYoung@illinois.gov 

 
 

District 1 
201 West Center Court  
Schaumburg, Illinois 60196 
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