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Invoice Resources

Caltrans/Local Assistance Website
• https://dot.ca.gov/programs/local-assistance 

Payment History
• https://dot.ca.gov/programs/accounting/vendor-payment-history

Caltrans/Local Assistance Procedures Manual, Chapter 5: Invoicing
• https://dot.ca.gov/-/media/dot-media/programs/local-assistance/documents/lapm/ch05.pdf

Caltrans Internal Audits Office
• https://dot.ca.gov/programs/audits

Independent Office of Audits and Investigation (IOAI)
• https://ig.dot.ca.gov/resources 

PED Tool
• https://dot.ca.gov/programs/local-assistance/projects/projects-with-expiring-end-dates 
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# Common Mistakes Good Practice

1
Invoice Checklist #1: No Signed Program Supplement Agreement 
(PSA)

Check with your agency project 
engineer/manager

2 Invoicing too frequently or not enough
At least every 6 months;  no more than once a 
month

3 Using old forms

Check the form revision date on the Local 
Assistance website: 
https://dot.ca.gov/programs/local-
assistance/forms/local-assistance-procedures-
manual-forms 

4 Sending to incorrect recipient Send invoice to the correct recipient

5 Incomplete – missing/wrong information or inconsistent information

Double-check the information (e.g., 
Reimbursement Ratio % from the Finance 
Letter (FL); correct Project Number) with all 
latest project documents--especially the FL and 
E76/Allocation Letter. 

6 Math errors & Typos Check all math and typing

7 Submitting for the wrong phase of project (e.g., PE instead of CE)
Please note the correct phase when submitting 
invoice

8
Submitting for pending CCOs (CCOs must be finalized, approved and 
paid prior to claiming for reimbursement)

Cost needs to be incurred before claiming 
reimbursement
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9
Including funds that have not been paid-out in the Total Direct Cost to Date 
field

The Total Direct Cost to Date field in Section 1/pg.1 
should only include funds that have been PAID to date

10 Not deducting Non-Participating Costs on Sect.1/pg.1 of invoice

If there are Non-Participating Costs (NPC) being 
deducted on the Bill Summary/sect.3, that NPC 
amount should be Cumulatively deducted in 
Sect.1/pg.1 of the invoice 

11
Invoice Checklist #8: Remaining balance less than the required State Withheld 
Retention

Remaining balance should not be less than Caltrans 
required State Withheld Retention ($40k or 2% of the 
Federal/State Funds-whichever is greater). This is to 
encourage agency to submit FROE.

12 Incorrect indirect cost rate used and/or calculation Use the approved indirect cost rate for the correct FY 
and check calculation

13
Invoice Checklist #9A&9B: Architectural & Engineering(A&E) Consultant 
Contract form not approved by A&E office

All A&E consultants must have a submitted A&E 
Consultant Contract Form (Database link in the Local 
Assistance Procedures Manual/LAPM CH.10 pg. ix of 
ix) Claris FileMaker WebDirect

14 Invoice Checklist #9A&9B: Disadvantaged Business Enterprise(DBE) 
Commitment (Ex.10-o1 & 10-o2) not submitted for Federally Funded Projects

Ensure the DBE commitment forms have been 
submitted to District Local Assistance Engineer (DLAE)

15
Invoice Checklist #9A&9B: Executed consultant contract or issued task order 
not submitted

Submit Executed consultant contract or issued task 
order prior to invoicing

16 Submitting unnecessary supporting documents unless requested

Submit supporting documents only when requested 
(RBI). Consultant invoice copies & staff time details 
are no longer mandatory-please keep in agency 
internal files for auditing purposes.  4
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17 Invoice Checklist/sect.4 items not checked correctly Please read and correctly check the boxes on the  
Invoice Checklist/section 4

18 No signatures Ensure Signatures and contact information are on 
sections 2 & 4 of the invoice form

19 Revised/disputed invoices not having a bill number with A, B, or C, etc or other 
differentiating symbols next to the original bill number as suggested by your 
DLAE

Any invoice that has been formally Disputed/Returned 
must have a  bill number on the Revised Invoice with 
an A,B,or C, etc. or other differentiating symbols next 
to the original bill number as suggested by your DLAE 
after the original bill number

20 Revised/Disputed invoices not having revised dates Use a new/current date when submitting a 
revised/disputed invoice

21 Award Package (Ex. 15-L or LAPG Ex. 25-O) not submitted for CON invoice
Submit Award Package prior to first Construction/CON 
invoice.  Within 60 days of contract award

22
Submitting reimbursement for work performed after the Project End Date 
(PED), Timely Use of Funds (TUF) deadline or the reversion date has expired

Double check the PED date, TUF deadline and 
reversion date before preparing invoices

23 Invoice dated more than 30 days ago Please make sure to a use current date as invoice date

24 Invoice signature date is before invoice date Make sure signature date is on or after invoice date

25 Previous phases are left out in invoice Show previous phases even though all funds are 
previously claimed for them.

26
Forgetting to update non-participating cost on page 1 of the invoice per the 
non-participating cost shown in the billing summary

Billing summary shows current invoice only, but Page 1 
shows cumulative amount, make sure page 1 number 
is updated.
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Questions 
&

Answers
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