New Freedom Invoice and Quarterly Progress Report Checklist
(  
Invoice is accompanied by a complete, up to date Quarterly Progress Report
(  
Both the invoice (or invoice cover sheet) and the Quarterly Progress Report contain the following information:

· Reporting period (MM/DD/YYYY to MM/DD/YYYY)

· New Freedom Cycle (Cycle 1, Cycle 2, Cycle 3, etc.)
(  
Project sponsor (agency/organization name) 
· Project name 

(  
Work described in invoice and Quarterly Progress Report match approved Scope of Work (funding agreement Attachment A)

(  
Invoice is accompanied by backup documentation to justify total costs. 



Examples of backup documentation:

· 
If you are requesting reimbursement for staff time, include an attachment (from your payroll department if available) showing the number of hours worked.
· 
If you are requesting reimbursement for work that was performed by a subcontractor, attach the invoice or invoice cover sheet from the subcontractor. It should include some information that verifies the subcontractor’s work was related to the New Freedom project (e.g., a project title). You do not need to attach all of the subcontractor’s backup documentation (receipts, etc.).
(  Dates are correct:
(
Dates on the invoice are the same as those on the quarterly progress report
· Dates on the invoice are consistent with the dates on the backup documentation
· Dates do not precede the project start date in the funding agreement (see page 3 of the funding agreement, which says “Performance will begin on _______.”)
· Dates do not go beyond the project completion date in the funding agreement (see page 3 of the funding agreement, which says “Performance will…be completed by _______.”)

(  
Math is correct:

(
When the costs in all of the backup documents are summed, they equal the total costs identified on the invoice, and the amount in #1a on the Quarterly Progress report
(
The amount requested for reimbursement from MTC (#1b in Quarterly Report) = Total Costs (#1a in Quarterly Report) x Reimbursement Percentage. The reimbursement percentage (i.e., the New Freedom share) varies by project, and can be found on pages 1 & 2 of your funding agreement (“MTC agrees to provide Recipient, on a cost reimbursement basis, up to ____ percent (__%) of its project costs…”)
When all above are checked/completed:

(  
Mail a hard copy of the invoice and the accompanying quarterly progress report to:

Accounting Department
Metropolitan Transportation Commission
Joseph P. Bort MetroCenter
101 -- 8th Street
Oakland, CA 94607‑4700

( 
(Optional) To expedite the approval process, you can also email an electronic copy of the invoice and quarterly report to Kristen Mazur at kmazur@mtc.ca.gov. 
