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The Texas Administrative Code §31.48 requires TxDOT to conduct quarterly financial reviews that support requests for payment and discuss with the subrecipient: problems encountered, technical assistance needs, and other topics related to the provision of public transportation.       
Form is applicable to subrecipients with an active grant agreement. Financial monitoring (Part B or C of the form) is required for subrecipients with a billing processed during the quarter. Part D is required for Davis-Bacon monitoring.
SUBRECIPIENT INFORMATION
Summary Results of Quarterly Review:
Procedure: Complete the review and document results in the space below.
 2)   Was an IAP issued as a result of this review?
3)   As a result of this review, is increased financial monitoring required? 
If yes, describe the required increased financial monitoring:  
PTC Name
PTC Signature
Date
Subrecipient Representative Name
Subrecipient Representative Signature
Date
*Subrecipient and PTC signatures required upon completion of the form.
PART A:  SUBRECIPIENT CONSULTATION
1)   Has there been a change in the subrecipient's accounting system, accounting or key personnel, or agency service delivery model during the quarter?                            If yes, please include the date of the change and explain the nature of  the change:                            Verify the signature of authority has been updated, if applicable.
Project Status
 
For each active grant, review the overall project and answer the following questions. 
1)   Is the Subrecipient billing on a monthly basis for service expenses (POS , Admin and Operating): 
2)   For any RFRs processed during the quarter were billings submitted within 90 days after the billing period ended?
   
For billings to be current, billings should be submitted within 90 days after the billing period ends. For lead planning agencies, billings should be submitted quarterly at a minimum. For billings beyond a 90-day lag time, an IAP should be considered.   
3)   Since the last PTN126, were any partial month billings submitted?
If yes, explain the reason:    
4)   For agencies with multiple PGAs funded from different fiscal years, is the agency billing against older funds for operating/admin as appropriate? 
Note: In general, agencies should prioritize billing against older funds for operating and admin before billing against newer funds.
5)   PGAs that expire within 90, 60, or 30 days (or by the time of the next PTN 126), please conduct an assessment of PGA status, discuss with agency, and communicate to the PM the potential for closing on time or need for other action (revision, amendment, re-write).  Describe below, and set an agency follow-up schedule as needed:  
IGX ID Document Name
PGA expiration date
Assessment of the PGA
        
6)   List any competitive procurement (including Coop procurements) that were not initiated within 60 days of execution of the PGA or relevant amendment where a competitive procurement item was added. Add guidance on what initiate means (SOP)  
IGX ID Document Name
Procurement Item
Reason for Delay
Was an IAP Issued?
                                    If no, explain why the IAP is not warranted?
        
7)   For each active grant discuss any other project delays, problems or concerns, not already discussed above. For example, match issues, third party provider issues, deliverables delays, running out of funds.
a)   How long has the issue been ongoing and what is the agency’s plan to address? (Set an agency follow-up schedule as needed) 
Note: This information should be shared with the relevant Program Manager(s) and consider issuing an IAP.
Reportable Safety Incidents and Lawsuits
1)   Inquire with the agency if there have been any reportable safety incidents (wrecks, accidents, etc.) in the previous three month period? (TAC 31.48(a)(1))   
a. If yes, was a PTN-101 form submitted to the PTC within 5 days of the incident?
i. If no, a completed PTN-101 form needs to be submitted to the PTC.
Note: This requirement does not apply to Intercity Bus (ICB) and planning only agencies.
Note: Incident Reports. Sub recipients shall report all incidents that meet criteria established by the department. The subrecipient shall submit the report within five days of the incident or discovery of the incident.
2)   Have there been any lawsuits filed against the subrecipient involving any part of their operation that are supported by federal or State transit grant funds? 
a)    If yes, has PTN been notified? 
            Exemption letter uploaded into IGX on:                          , or Audit Due Date: 
Note:  Single audits are required if previous fiscal year expenditures exceeded $750k in federal funds or $750k in state funds. 
 Audits are due no later than 9 months after the subrecipient’s fiscal year ends.  For “status” info, consider the following:  
has the subrecipient hired an audit firm, are the auditors onsite already, does it appear the subrecipient will meet the deadline, 
what is the estimated date the audit will be completed, etc.  Completed audits should be uploaded into IGX and submitted 
to singleaudits@txdot.gov and the Federal Audit Clearinghouse at https://harvester.census.gov/facweb/. 
4)   Is the subrecipient's Administrative section of IGX up-to-date?
Subrecipients must ensure that all required documents are uploaded and current within the Administrative Requirements section of IGX. (e.g., Service Profile, civil rights plans, annual audits, indirect cost certificate, asset management, insurance, and signature authority documentation.) 
5)   List any areas where technical assistance is needed:
6)   Were any Requests for Reimbursement (RFRs) processed during this quarter? 
(If no, skip Parts B and C below.) 
7)   Did the subrecipient have any federally funded repair, construction, or rehab contracts with a contractor/vendor that was over $2000? (Ex: painting, door repair, roofing)                                 If yes, then Davis-Bacon may be applicable.
(If no, then Part C is not applicable.) 
Disadvantaged Business Enterprises (DBE)
1)   For this quarter, what procurable opportunities did the subrecipient have?
Note: A procurable opportunity occurs when a subrecipient seeks goods or services from a private/non-governmental entity (i.e. Office supply procurement could be a procurable opportunity.) 
a. Of those listed in question 1, what efforts did the subrecipient take to promote DBE or small business participation?
2)   For this quarter, did the subrecipient issue any new awards or commitments to a DBE or a small business?
Notes: An award is an agreement with a DBE business to provide supplies, materials, services, or construction whether as a “Prime” or “Subcontractor”. This includes an existing contract that was awarded additional funds through a renewal or other process.
a. If yes, list the DBE name and amount awarded to the DBE:  
Name
Award Amount	
DBE
SB
3)   For the next quarter, do you anticipate issuing any new solicitations or procurable opportunities?
a. If so, what efforts will be taken to promote DBE or small business?   
PART B. REVIEWING FINANCIAL RECORDS  
Procedure: 
w For subrecipients that are in financial compliance*, a minimum of 10% of the total amount reimbursed to the subrecipient must be reviewed and documented for the quarter. One line item per budget category, excluding fleet should be reviewed, if possible. Budget category and line items reviewed should be rotated throughout the year. For RTDs, the Federal/State match PGAs must be reviewed. Billings selected for review will have each budget category billed reviewed (Admin, Operating, and Capital). 
w For subrecipients that are not in full financial compliance, a minimum of 20% of the total amount reimbursed to the subrecipient must be reviewed and documented for the quarter. One line item per budget category, excluding fleet should be reviewed, if possible. Budget category and line items reviewed should be rotated throughout the year.  For RTDs, the Federal/State match PGAs must be reviewed. Billings selected for review will have each budget category billed reviewed (Admin, Operating, and Capital).
*Note: Financial compliance means not placed on full doc, billing monthly, no partial billings, no excessive lag time – beyond 90 days)                                                                        
1)    What support did the subrecipient submit with RFRs?
If the subrecipient was placed on, or removed from, full documentation during this quarter answer the questions below as applicable:
w Date subrecipient required to provide Full Documentation with RFRs?       
w Date subrecipient removed from Full Documentation?      
2)    Were any final billings processed during the quarter? 
IGX ID Document Name
IGX RFR Number(s)
Grants close-out process started?
Grants that are fully expended or allowed to expire due to inactivity during the quarter should have a grant close-out form completed to verify completion of the project, expenditure of funds, and completion of all administrative requirements.  Final billings for closed grants must be included as part of the quarterly financial review sample. The grant closeout process in IGX must also be initiated upon satisfactory financial review.
3)    In the table below enter the total amount paid to subrecipient this quarter. (should be the same amount reported in question number 7, Reportable Safety Incidents and Lawsuits section, in IGX snapshot.) 
Total Amount Paid to subrecipient this quarter:
4)    Were any RFRs processed this quarter for vehicles?
If yes, list PGA and RFR Number below:
IGX PGA Document Name Number(s)
IGX RFR Number(s)
Amount
Total Amount
  
Amount paid to subrecipient this quarter
Total amount paid for vehicles
Amount eligible for review
5)    Select one of the options below relevant to subrecipient financial compliance and sample line item review.
6)    What was the amount reviewed for full documentation RFRs (Refer B-2)?
a)    Does the amount reviewed under full document meet or exceed the required line item (review question 5)?
7)    Was a regional coordination or planning grant selected for review?
PGAs and Billings Selected for Review:
Procedure:  Use the table below to list the IGX ID, IGX RFR Number, and the Billing Amount for billings that have been selected for review during the quarterly monitoring process.
Sample No.
IGX ID.:
IGX RFR #:
Billing Amt:
PART B-1:  GENERAL LEDGER
Sample Number:
Full Doc:
Final Billing:
Expense categories included within RFR:
 Procedure: Review receipts, cancelled checks, expense invoices, and other source documentation to verify costs.
 ADMIN  Line Item Description and Amount  
 OPERATING  Line Item Description and Amount  
 CAPITAL  Line Item Description and Amount  
 For the sample reviewed, answer questions below:
YES / NO
a)  Total dollar amount reviewed for this sample: (Admin + Operating + Capital)
b)  Are costs allowed, necessary, and reasonable? 
Note: Overpayments that require a refund or refund adjustment must be documented in an IAP.
c)  Were purchases properly authorized? 
      `Properly authorized' means the subrecipient has followed their internal procedures for authorizing purchases.
d)  Were any duplicate payments submitted for this reimbursement?
If yes, what was the duplicate payment for and the amount paid?
Note: Overpayments that require a refund or refund adjustment must be documented in an IAP.
e)  Were costs incurred during the grant period?  
Note: Overpayments that require a refund or refund adjustment must be documented in an IAP.
f)  Were expenses within the reviewed sample supported with proof of payment?
Proof of payment documentation may include cancelled checks, evidence of electronic payment, or funds disbursement, and must be retained for program review and audit purposes.
g)  Were expenses within the reviewed sample supported with proof of payment?
Proof of payment documentation may include cancelled checks, evidence of electronic payment, or funds disbursement, and must be retained for program review and audit purposes.
h)  Were vendors and contractors paid in a timely manner?  
Subrecipients must promptly pay vendors and contractors for goods or services provided. Instances of multiple payment requests from vendors/contractors, late payments, and assessed penalties or fees on contractor invoices should be reviewed to determine if prompt payment issues exist. 
i)   Did the RFR reviewed with this sample include indirect cost expenses?        
(If no, go to question k.)
1. If yes, what is the rate and base listed on the indirect cost certificate?
Note: Verify current indirect cost certificate is in IGX.
j) Was the correct indirect rate applied to the appropriate allocation base items?
The approved indirect rate may only be applied to the approved base in accordance with the indirect cost rate certificate.
k) Were expenses charged in accordance with agency's Cost Allocation Methodology? (If applicable)
l)  For the RFR reviewed in this sample, was the required local match percentage(s) met? 
1. How is the local match requirement met? 
*Qualified human service transportation services are defined as service provided by or on behalf of a human service agency to provide access to agency services and/or to meet the basic, day-to-day mobility needs of transportation-disadvantaged populations, especially individuals with disabilities, seniors, and people with low incomes.
2. Does source documentation support the amount of reported match for the reviewed RFR?
All sources of match should be included as support, which may require expanded general ledger or other source documentation. 
3. Did the subrecipient demonstrate that fare box revenue was deducted from gross operating   expenses to request reimbursement for net expenses? 
Fare box revenue must be used to reduce current expenses.  Reimbursement is based on the net amount less fare box revenue or program income if not used as match.
Note: Overpayments that require a refund or refund adjustment must be documented in an IAP
PART B-2:  FULL DOCUMENTATION
Part – B2 Sample for Full Documentation
List all RFRs that were submitted within the quarter:
IGX ID
IGX RFR
Amount Reviewed
Total Amount
YES / NO
1)   Did any of these RFRs require corrections before processing? 
If yes, list the IGX RFR number and the reason why.   
IGX RFR
REASON
YES / NO
2)   Were costs allowed, necessary and reasonable?
Note: Overpayments that require a refund or refund adjustment must be documented in an IAP.
3)   Were purchases properly authorized?
Properly authorized means the subrecipient has followed their internal procedures for authorizing purchases.   
4)   Was any duplicate payment submitted for reimbursement?
Note: Overpayments that require a refund or refund adjustment must be documented in an IAP.
5)   Were costs incurred during the grant period?     
6)   Were reviewed expenses supported with source documentation?
Source documentation may include general ledger reports, salary/fringe payroll documentation, invoices, receipts, and account statements, lease/rental agreements and must be retained for program review and audit purposes.
 
7)   Were expenses within the reviewed sample supported with proof of payment? 
Proof of payment documentation may include cancelled checks, evidence of electronic payment, or funds disbursement, and must be retained for program review and audit purposes.
8)   Were vendors and contractors paid in a timely manner?
Subrecipients must promptly pay vendors and contractors for goods or services provided. Instances of multiple payment requests from vendors/contractors, late payments, and assessed penalties or fees on contractor invoices should be reviewed to determine if prompt payment issues exist.
9)   Did the RFRs reviewed with this sample include indirect cost expenses?
a)   If, yes, what is the rate and base listed on the indirect cost certificate?
b)   Was the correct indirect rate applied to the appropriate allocation base items? 
Note: Verify current indirect cost certificate is in IGX. The approved indirect rate may only be applied to the approved base in accordance with the indirect cost rate certificate.
10) Were expenses charged in accordance with the subrecipient Cost AllocationMethodology?   
11) For the RFRs reviewed, that required local match, were the percentage(s) met?  
a)  How was local match requirement met? (check all that apply):  
 
 
 
 
Qualified human service transportation services are defined as service provided by or on behalf of a human service agency to provide access to agency services and/or to meet the basic, day-to-day mobility needs of transportation- disadvantaged populations, especially individuals with disabilities, seniors, and people with low incomes.
12) Does source documentation support the amount of reported match for the reviewed RFR?    
All sources of match should be included as support, which may require expanded general ledger or other source documentation.
13) Did the subrecipient deduct fare box revenue from gross operating expenses to request reimbursement for net operating expenses?    
Fare box revenue must be used to reduce current expenses. Reimbursement is based on the net amount less fare box revenue and program income is not used as match.
Note: Overpayments that require a refund or refund adjustment must be documented in an IAP. 
 PART B-3  PLANNING SAMPLE NUMBER:
Final Billing:
Planning (PLN -  does not include regionally coordinated transportation planning)
Regional Planning (REG)  - List deliverables and date completed:
(Note: Reimbursements processed only upon completed deliverables)
Does the amount billed correspond with the deliverable budget in the PGA?  If no, explain:
 Procedure: Review receipts, cancelled checks, expense invoices, and other source documentation to verify costs.
 ADMIN  Line Item Description and Amount  
 For the items reviewed, answer questions A through J. 
YES / NO
a)  Total dollar amount reviewed for this sample:
b)  Are costs allowed, necessary, and reasonable?
Note: Overpayments that require a refund or refund adjustment must be documented in an IAP.
c)  Were purchases properly authorized? 
"Properly authorized" means the subrecipient has followed their internal procedures for authorizing purchases.
d)  Were costs incurred during the grant period?
Note: Overpayments that require a refund or refund adjustment must be documented in an IAP.
e)  Were any duplicate payments submitted for this reimbursement?
If yes, what was the duplicate payment for and the amount paid?
f)  Were expenses supported with source documentation?
Source documentation may include general ledger reports, salary/fringe payroll documentation, invoices, receipts, and account statements, lease/rental agreements and must be retained for program review and audit purposes.
g) Were expenses within the RFR supported with proof of payment?
Proof of payment documentation may include cancelled checks, evidence of electronic payment, or funds disbursement, and must be retained for program review and audit purposes.
h)  Were vendors and contractors paid in a timely manner?   
Subrecipients must promptly pay vendors and contractors for goods or services provided. Instances of multiple payment requests from vendors/contractors, late payments, and assessed penalties or fees on contractor invoices should be reviewed to determine if prompt payment issues exist.                                                                                                                                              
i)   Did the RFR reviewed with the sample include indirect cost expenses? 
1. If yes, what is the rate and base listed on the indirect cost certificate?
(If no, go to question j.)
Note: Verify current indirect cost certificate is in IGX
2. Was the correct indirect rate applied to the appropriate allocation base items?
The approved indirect rate may only be applied to the approved base in accordance with the indirect cost certificate.
j)  For the RFR reviewed in this sample, was the required local match met? 
Note:  Most planning PGAs will not have a separately recorded match requirement as the match is typically supplied at the PGA level with state funds. If that is the case for this RFR, mark the answer “N/A” as no other monitoring of the match is required, and there would be no need to answer questions `1' and `2' below.                                                                                                                               
(If N/A, skip questions 1 and 2 below)
1. How is the local match requirement met? 
2.  Does source documentation support the amount of reported match for the reviewed RFR?
Qualified human service contract revenue may be used to reduce current expenses or be used as match. Qualified human service transportation services are defined as service provided by or on behalf of a human service agency to provide access to agency services and/or to meet the basic, day-to-day mobility needs of transportation-disadvantaged populations, especially individuals with disabilities, seniors, and people with low incomes.                                                                                                                                
PART C: DAVIS-BACON AND RELATED ACTS MONITORING
Part C is applicable for federally-funded transit capital construction or rehabilitation projects of $2000 or more.     (https://www.dol.gov/agencies/whd/government-contracts/construction)
List any new labor work categories for this quarter.  (List each individual category i.e. painter, plumber, roofer, etc.)
Review of Subrecipient Davis-Bacon Compliance:
Procedure: Review the documentation provided by the subrecipient that demonstrates compliance with Davis-Bacon.
For the items reviewed, answer questions 1 through 6. 
YES / NO
1) Did the subrecipient document the DOL Wage Determination (Prevailing Wage Rate) for the project?  
2) Did the subrecipient document that contractor payrolls were received weekly?  
3) Did the subrecipient document a review of payrolls to include worker classifications, wage and fringe amounts for all hours worked, deductions, and a signature by an authorized contractor representative?  
4) If applicable, did the subrecipient review and retain apprentice/trainee records?  
5) Did the subrecipient visit worksite to verify posting of Davis-Bacon Poster and Wage Determination?    
    (The subrecipient should document worksite visits with photographs. Photographs should easily identify the location in which the work was completed, include the date, time and the required poster.)
6) Does the subrecipient have a process in place to correct Davis-Bacon discrepancies or errors?
Results of review:
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