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£ Overview

LS Thisworkbook is designed to assist the FTC's and agencies in efficiently managing project funds, and reguesting reimbursement from TxDOT. The key elements of this process are

Tﬁ discussed below and cutlined in the figure below:

l‘c"; 1% A transit agency obtains a blank workbook template from TxDOT and is asked tofill inthe AGENCY INFO and PROPOSAL tabs. The workbook is sent back tothe PTC for suthorization.
1 2} A representative at PTMH-Austin will fill in the PGA BUDGET tab and will send the workbook badk tothe agency.

12 3) The transit agency is now responsible for administrating this workbook for the duration of the project. The first step is to store the workbook in a folder dedicated to the project.

13 4}  The workbook can now be used to manage project funds and generate invoices. The tabs that Agencies will routinely use to manage the project are colored white. Invoices sre created
:: using the CREATE RFR tab. Each invoice that is oreated is stored within the workbook in the form of 2 new tab or worksheet that has been automatically named RFR# piuz the invoice
15 number {e.g. RFR#01). We shall refer to these as RFR#... tabs within the instructicns. RFR#... tabs are also colored bronze {or blue if they have been set as invalid) to help distinguish
17 them from the remainder of the workbook tabs.

15 5) A button within esch sutomatically oreated invoice makes it easy tosave s copy ofthe invoice in FDF format. These PDF invoices should be saved into the project folder. The PDF

,1'3?3 wersion of the invoice is designed to be printed on a single page, with legible font sizes. These invoicesshould be printed, signed, scanned and sent toc PTC for processing.

=1 8) The BUDGET BALANCE tabis used totrack funds that are being expended butshould often be calculated to ensure all updates/changes are accurately being tradgked. While in the
2z BUDMGET BALANCE tabyou will need to hitthe Update Budget Owerview button to updste the BUDGET SUMMARY to reflect the lstest changes. Instructions are provided to theright of
235 this button.
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co The workbook comprises a number of tabs [worksheets) that each performs a different fundction. A summary of the worksheet tabs is as follows:

53

54 1) AGENCY INFOQ: contsins information specificts the transit agency.

:; 2] PROPOSAL: contains a description of the cost items included in the project. and how they will be paid for.

5T 3] PGA BUDGET: is the finslized budgst for the project (filled in by PTH-Austin)

58

53 4-] ACTIVITY LOG: is for project sdministrators to record activities within the project

:? 9) CREATE RFR: is the worksheet that is used to oreate invoices. Thisworksheet will generate s new tab within the werkbook that contains the invoice information.

(=] f}] BUDGET BALANCE: providesa summarny of project funds and expenditures organized by line item.

:i ?] RFR#...: One or more sutomatically generated RFR#... tabs. Each tabrepresents 8 record of the information that should be sent to PTH-Austin as part of a request for funding. These
&5 tabs are also used to conveniently save the RFR infermation in PDF format. To help distinguish them frem other tabs, they are colored bronze (if valid) or blue (ifset to invalid).

BE

=1}
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63 The sections below provide more detailed instructions for each tab or worksheet within the workbook. Many of the worksheets also contain summary instructions. It is assumed thatreaders
T0 hawve some basic knowledge of Mioosoft Excel. At the end of these sections there is some additional information about the workbook that help troubleshoot issues [covering issues such as
4 4 » | WORKBOOK INSTRUCTIONS .~ AGEMCY INFO PROPOSAL PGA BUDGET ACTIVITY LOG CREATE RFR BUDGEE 4

Ready | 23 |
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Agency Workbook - Agency Info Tab

I TEXAS DEPARTMENT OF TRANSPORTATION

Agency Information

Agency Hill Country Transit District
Project Tyrh Rural Operators - Section 5311 J

e | 17 527646313001 ‘
(If VIN& unknown call the Texas State Comptroller 1-888-334-4112) -

Agency/Person filling in this form (name, email address and phone number)

WEINEY Terry Reeves

CIERNTnlTY (325) 372-4677
example: (555) 555-1234

THE AGENCY INFO TAB IS USED FOR THE AGENCY NAME, PROJECT
TYPE, STATE VIN# AND AN AGENCY CONTACT IN CASE TXDOT HAS
ANY QUESTIONS THAT NEED TO BE ANSWERED IMMEDIATELY.

TxDOT Form 1753-P5-PTH

Revised May 2015 LISTING A CONTACT WHO IS HARD TO REACH IS NOT RECOMMENDED.

4 v M| WORKBOOK INSTRUCTIONS | AGENCY INFO .~ PROPOSAL “PGA BUDGET ~ACTIVITY LOG .~ CREATE RFR .~ BUDGET!] 4

ady | = | | ||EBIE M 70% (-
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Agency Workbook - Proposal Tab

Y 4

TEXAS DEPARTMENT OF TRANSPORTATION

PROPOSAL BUDGET WORKSHEET

THE PROPOSAL TAB IS WHERE THE AGENCY LISTS THE FUNDS
THEY WILL BE ASKING FOR IN TOTAL AND HOW THE

PROPOSED PROJECT WILL BE FUNDED. LEFT SIDE TOTALS

MUST MATCH THE RIGHT SIDE TOTALS.

Hill Country Transit District

Rural Operators - Section 5311

ALl Fuel Type
Code (if vehic

ct fuel Cost Per Unit

#of Units

(must at least

enter a 1)

Total

Federal Funds

State Funds

Local Funds

In-Kind Funds.

Total

: O perating 30.09.1 21.00 510,000.00 £510,000.00 5250,000.00 £250,000.00 £10,000.00 £510,000.00
- Expand- Bus «30" J 11.13.04 | No. 1 diesel J S85,000.00 1.00 385,000.00 585,000.00 285,000.00( YES j OK
- - $0.00 50.00 ook
- - $0.00 00 I L
- P $0.00 50.00 ook
- / $0.00 50.00 B LS
J / $0.00 50.00 B L
- \A / $0.00 50.00 B LS
| [ -] $0.00 50.00 ook
If selecting non-capital items, you may need Subtotal $830,000.00 §435,000.00 §0.00)  $375,00000)  $20,000.00  $830,000.00
to enter $1 for Cost per Unit, and the total
amount for # of units, see example above. If Sreimbursable amount under this projecl” 5
operating, use net operating expense.
When Selecting vehicles, you need Amounts equal
to also select fuel type Results "OK”
kM| WORKBOOK INSTRUCTIONS .~ AGENCY INFO | PROPOSAL .~ PGA BUDGET “ACTIVITY LOG .~ CREATE RFR -~ BUDGET EA|I| 1 » |I|
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Agency Workbook - PGA Budget Tab

I TEXAS DEPARTMENT OF TRANSPORTATION

PGABUDGET WORKEHEET

Agency Name: Hill Country Transit District S PO# CFDA# Federal Grant#

Year

Rural Operatars - Section 5311 2015 0000002764 20515

TA-80-0023

Project Administration 11.79.00 $1.00 235,000.00{ $235,000.00 $100,000.00 $0.00 $125,000.00 $10,000.00 $235,000.00 -
Operating 30.09.01 $1.00 510,000.00{ $510,000.00 $250,000.00 $0.00 $250,000.00 $10,000.00 $510.000.00 -
Expand- Bus =30’ 11.13.04 MNo. 1 diesel $85,000.00 1.00 $85,000.00 $85,000.00 $0.00 §0.00 §0.00 $85.000.00 17,000| 80/20 -
$0.00 -

50.00 0.00 $0.00 $0.00 $0.00 $0.00 $0.00 50.00 -

$0.00 0.00 $0.00 $0.00 $0.00 §0.00 $0.00 50.00 “ -

50.00 0.00 50.00 50.00 50.00 §0.00 §0.00 50.00 -

$0.00 0.00 $0.00 $0.00 $0.00 $0.00 $0.00 50.00 -

$0.00 0.00 $0.00 $0.00 $0.00 §0.00 $0.00 $0.00 . -

$0.00 0.00 $0.00 §0.00 50.00 §0.00 §0.00 $0.00 -

Subtotal $830,000.00 $435,000.00 $0.00 $375,000.00 $20,000.00 $830,000.00 17,000
reimbursable amount under this project proposal

(¥ M| WORKBOOK INSTRUCTIONS - AGENCY INFO .~ PROPOSAL | PGA BUDGET  ACTIVITY LOG  CREATE RFR  BUDGET BALANCE %1 4 pi

= el o T ]

THE PGA BUDGET TAB CARRIES OVER THE PROPOSED
AMOUNTS AND ALSO PROVIDES THE TDC AMOUNT AND
MATCH RATIO.

Public Transportation Projects in PeopleSoft




New Workbook — CREATE RFR Tab (2 of 4)

E © 1] E F ] H | J K L [l o F

Request For Reimbursement Tool. Use this worksheet to create a new invoice (see detailed instructions below)

Grant Programs Request for Reimbursement (PTN)
Texas

Department Hill Country Transit District Rural Operators - Section 5311
of Transportation

Vin # FO# CFOA # FTA GRANT # ':°””S:;f°9i” Contract End Date Eilling Date Begi';’;':ii?i"ing End Billing Pariod Eilling # Final Billing?

17527646313001 0000002764 20515  TX-80-0023 09/01115 08/31/16 71151201 7112014 7 14 | o001 Jves

| Y
Diescription ALl Code Cast Per Unit # of Units Total Cost Federal Funds State Funds Local Funds In-Kind Funds Total Funds

Project Administration 11.79.00 s1.00 57,000 EAUINGIN  s4se0000 st140000 | [ESAVIN
Operating 30.09.01 51.00 W 5110,000.00 00 | 545,000 00 00000 [ SETNIL)

Expand- Bus <30 FENH 385,000 00] $85,000.00

INVOICE TO BE PRINTED AND SENT TO THE PTC.

Subtoral $252,000.00 $185,600.00 $11,400.00 $45,000.00

Diept D Account Fund Appn  PC Bus Unit Project IO Resource
Category

510000 TE13 2015 ooos 13025 GO0Tr4 Same as preparing the proposal Sheet:

Instructions: Left = Right Note that TDCs are now

1] This worksheet creates aninuoice for items appropriated under your approved project. TOta| P rO]eCt COStS (O atl ng IS net) ackon will create a printabl CaICUIated .
2] Cells with white backgrounds are data fields that you should fillin for leave blank]. Cell: P’ button to return the FOrm b we ueraum, wane=.

3 For each budqeted itern, enter the Cost Pey Unit and the § of Units of appropriat

4] For each budqeted itemn, enter the Federal, State, Local, and ln-Kind Fund amioun.z g yom gz es mon snis e e iias e, 105 2000 s A e se e e (210w i s g sean o sz s = natch the Total ok feld for each line itermn.
B Use the pop-up calender to Fillin the Billing Date field. Once set, the tool will automatically set the Beginning Billing and End Billing dates to the start end end of the month. You can override these values if appropriate.

E]In general, you should leave the Billing ¥ field blank and the tool will calculate it For you based on your previous inwoices.

7] Set the Final Billing? Field to 'YES' if you anticipate that this will be your final Request for Reimbursement. The default value is ‘RO

2] Check the infarmation carefully. Each line of the Begult field should contain "0OK" before you can proceed. Fress the "Create Inuoice” button. IF there are errors an the sheet, you will be notified to fis them before you can proceed.

A After the "Create Invoice” button is clicked, a new worksheet will be created with your invoice data. The worksheet will have an autogenerated name based on your billing number: 'FFR#[Eilling#] and be formatted in black and white For easy printing.
10] Y'ou should automatically be sent o the newly created invoice. Follow the instructions on that sheet to complete the request for payment.

"4 v W[ WORKBOOK INSTRUCTIONS AGENCY INFO .~ PROPC PGA BUDGET .~ ACTT) "LOG | CRESJE RFR G ALANCI [

e
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> [l



New Workbook — CREATE RFR Tab (3 of 4) sighature
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Request For Reimbursement Tool. Use this worksheet to create a new invoice (see detailed instructions below)

ToDOT Far e APIAPEETH
Erainrd Hay 2H5

Texas
Department Hill Country Transit,9
of Transportation

Win #

17527646313001

m—m =l ]

Sun || Mo | Tue |Wed|[Thu|| Fri || Sat

Project Administration
2

3

4

5

57.000

Operating

]

10

1z

110,000

Expand- Bus <30°

17

19

1

4

26

31

Diept 1D 4 Fund Appn PC Bus Unit

510000 I 2015 0006

Public Transportation Projects in PeopleSoft

Subtotal

d Date
0831116

B57.000.00
$110,000.00
$85.000.00

$252,000.00

Grant Programs Request for Reimbursement (PTN)

Rural Operators - Section 5311

Eiilling Diate

71512014

End Eilling Peric: Eilling #
72014 712812014

Final Billing?

Federal Funds

545.600.00

State Funds Local Funds In-Kind Funds

$11.400.00

$55.000.00

54500000 $10.000.00

$85.000.00

$185,600.00

$11,400.00 $45,000.00 $10,000.00

Total Funds
$57.000.00

$110,000.00
$85.000.00

$252,000.00

THE CREATE RFR TAB ALSO PROVIDES DROP DOWN
CALENDARS TO ENTER THE REQUESTED DATES, HAS A
RESET FORM BUTTON, AND ALLOWS YOU TO CREATE THE

INVOICE.

sent ta THOOT



New Workbook — CREATE RFR Tab (4 of 4) signhature

Request For Reimbursement Tool. Use this worksheet to create a new invoice (see detailed instructions below)

TaboT Farm P90.F5.FTH
Erainrd Hay 243

Texas
Department
of Transportation

in #

17527646313001

Grant Programs Request for Reimbursement (PTN)

Hill Country Transit District Rural Operators - Section 5311

CFDA # Contract End Diate

08/3116

Dlescripti ult

Total Funds R
$58,000.00

$110,000.00
$85,000.00

Local Funds Ir-Kind Funds

Federal Funds State Funds

oK

Project Administration

Operating $10,000.00 Ok

Expand- Bus <30°

@!hs,mm.uu

Warning

There were one of more errors in your worksheet:

You have insufficient funds in your proposal for this invoice, Are you sure you
would like to continue?

Press cancel to review the worksheet.

o]

Cancel |

$10,000.00  $253,000.00

IF THE LINE ITEM YOU ARE REQUESTING FUNDS ON DOES
NOT HAVE ENOUGH FUNDS, AN INSUFFICIENT FUNDS
POP-UP WILL WARN YOU OF THE ERROR.

Dept ID Fund Appn

S10000

ooos

2015

JTotal Funds field] must match the Total Cost feld For

Public Transportation Projects in PeopleSoft




Newly Created RFR

A E o o E F G H 1 o K L M H o 3 E
Autogenerated RFR form ready for submission. Please check amounts then print the invoice by clicking the 'PRINT RFR' button. Sign and send to TxDOT. Only MV ALIDATE RFR FRINT RFR. !
, | the middle portion of this form (the invoice area) will be made into a PDF. See detailed instructions below.
5 Grant Programs Request for Reimbursement (PTN)
. Texas
7 l"ﬂpﬂﬂmﬂm Hill Country Transit District Rural Operators - Section 5311
3 of Transportation
] Win # PO# CFOA# FTAGRANT # C°”“S:f°9i” Cantract End Date Billing Diate Begi';',“:igo?i”i“g End Billing Period Billing # Final Billing?
. 17527646313001 0000002764 | 20515 TX-80-0023 09/01/15 08131116 0711512014 07/01/2014 07/28/2014 001 YES
"
| Deseription ALl Code Cost Per Unit # of Units Total Cost Federal Funds State Funds Local Funds In-Kind Funds Total Funds TOC Rezult
. | |Project Administration 11.79.00 31.00 58,000 $58,000.00 $46,600.00 $11,400.00 558,000.00 QK
.« | |Operating 30.09.01 31.00 110,000 $110,000.00 $55,000.00 545,000.00 $10,000.00 $110,000.00 Ok
« | |Expand- Bus <30’ 11.13.04 $65,000.00 1 $85,000.00 $65,000.00 $85.000.00 17,000| oK

Subtotal $253,000.00 $186,600.00 $11,400.00 $45,000.00 $10,000.00 $253,000.00 17,000

i AFTER CLICKING THE CREATE INVOICE BUTTON ON

Flesource

E3 Ciept 10 Account A Fund Appr |PC Bus Uni Froject 1D Categony THE CREATE RFR TAB’ A NEW TAB WILL BE
510000 w5 | 2015 | 0006 | 13025 | GOTTe 0 33934 CREATED, ALLOWING YOU TO PRINT THIS NEW RFR.

E 1% .

1 certify, 3z an anthorized represeatative of the contracting sgency, that the costz detailed in thiz <laim For T certify that rerificationfandit of thiz claim has been conducted and the invoices correctly pond with the ity
reimbarsement correspond in every particalar with the terms and conditions of the referenced grant and costract under which procerement was made and costs are true and snpaid.
amd that the costs are eligible and wnpaid

TxDOT Print Mame:

Agency Print Hame:

TxDOT Signatare:

Agency Siguatere:

H
H
H
H
H
H
H
¥
H
]
E]
4

Date:

. Date: A second TIDOT signatere is requi@iPT0 » t of $250,000+ [Transit Grasts only). ]
4 4 r M| WORKBOOK INSTRUCTIONS AGENCY INFO .~ PROPOSAL .~ PGA BUDGET ~ACTIVITY LOG .~ CREATE RFR BUDGET BALANC IIl 4 » IT_I
Dasde | | | (B O aeee (2 2
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BUDGET BALANCE Tab

TEXAS DEPARTMENT OF TRANSPORTATION

Update Budget

Overview

11.79.00 ProjectAdminaration 30.09.01  Operating %

Invoice Name Date ederal State Local In-Kind Total 1DC Invoice Mame Date Federal State Local In-Kind Total TDC
Initial 4560000 1140000 5- 5 - 57,000.00 5- Initial 55,000.00 5- 45,000.00 10,000.00 11000000 5-

RFR#01 07-15-2014 46,600.00 | 11,400.00 | 5- 5 - 58,000.00 5- RFR#01 07-15-2014 55,00000 5- 45,000.00 0,000.00 | 110,000.00

_ 5500000 ¢ 4500000 1000000 11000000 <
Balance {1,000.00) S - - - [1,000.00) 5- I Balance 5 - 5- 5 - 5 - 5 - 5- I
—

Click the 'Upd:

1) Existing, auto

2) All sheets autq

3) Please do not
4} If an 'RER#..." -
5) Torename as

11.13.04
Invoice Mame

RFRADL

IN ORDER TO VIEW THE BALANCE OF FUNDS, YOU MUST CLICK THE
“UPDATE BUDGET OVERVIEW” BUTTON. THE USER WILL ALSO BE ABLE
TO SEE THE ALI DESCRIPTION(S), THE INITIAL PROPOSAL AMOUNT, THE
RFR# AND THE DATE IT WAS CREATED, AS WELL AS THE EXPENDED
AMOUNT AND BALANCE.

(MR —RET- RN - R - AT RSy Ry X R — TNy - NN - AT - SR RO — R - R - - NN RN - AT ST RS REEOR — B Rl sl el B ek B e e B

I 4 F M WORKBOOK INSTRUCTIONS AGENCY INFO PROPOSAL PGA BUDGET .~ ACTIVITY LOG CREATE RFR | BUDGET BALANCE ARFEE0TTT ¥ |I|
eady | F3 |

Public Transportation Projects in PeopleSoft
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Printable RFR

#
9
]
1
2
3
4
H
L3

Iaachy |

Ll E = o E F G H I o L M H o R SE
Autogenerated RFR form ready for submission. Please check amounts then print the inveoice by clicking the "PRINT RFR' button. Sign and send to TxDOT. Only FRINT RFR n
the middle portion of this form (the invoice area) will be made into a PDF. See detailed instructions belowr.

:* Grant Programs Request for Reimbursement (PTN)
Texas
l"’”"meﬂf . Hill Country Transit District Rural Operators - Section 5311
of Transportation
Vin# PO# CFOA# | FTAGRANT # C‘:‘"t’;::fegi" Contract End Date Eiling Date Beg";’;':i%dBi"i”g End Billing Feriod Billing % Final Billing?
17527646313001 0000002764 | 20515 TX-80-0023 09/01/15 083116 07M15/2014 07i01/2014 07/28/2014 001 YES
De=cription ALlICode Coozst Per Unit # of Unitz Total Cost Federal Funds State Fund=s Local Funds In-Kind Fund=s Tokal Funds TOC Fiezult
Project Administration 11.79.00 $1.00 58,000 $558,000.00 546,600.00 $11,400.00 $558,000.00 oK
Operating 30.09.01 $1.00 110,000  $110,000.00 555,000.00 $45,000.00 $10,000.00 $110,000.00 QK
Expand- Bus =30 11.13.04 585,000.00 1 585,000.00 585,000.00 585,000.00 17,000 oK
Subtotal $253,000.00 $186,600.00 $11,400.00 $45,000.00 $10,000.00 $253,000.00 17,000
. IF THE INSUFFICIENT FUNDS WARNING WAS BYPASSED,
Dept IO Account At Fund Appn  [PC Eus Uni Project ID I:E;steou‘rjc:e
aory THE USER CAN INVALIDATE THE RFR AND ALSO CAN
510000 7613 2015 | 0006 | 13025 | BOTR4 o 33334 REINSTATE IT USING THE BUTTONS PROVIDED.
I certify, 3= an anthorized representative of the contracting agency, that the costs detailed in this claim for 1 certify that verificationfandit of this claim has been conducted and the invoices correctly correspond with the anthority
reimbuarzement correspond im erery particular with the terms and conditions of the referenced gramt and contract under which procaremest w3z made and costs are true and snpaid.
and that the costs are eligible and wapaid
TzDOT Prist Name:
Agency Prist Hame:
-

=N

Public Transportation Projects in PeopleSoft
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Printable RFR

A E ] o E F ] H | J K L M H o F =
Autogenerated RFR form ready for submission. Please check amounts then print the invoice by clicking the 'PRINT RFR’ button. Sign and send to TxDOT. Only IMVALIDATE RFR PRINT RFR -
, | the middle portion of this form (the invoice area) will be made into a PDF. See detailed instructions below.

\ reined Han 2115

s :* Grant Programs Request for Reimbursement (PTN)

. Texas

T l’ﬂp&ﬂmﬂm . Hill Country Transit District Rural Operators - Section 5311

s of Transportation

. Win # PO# CFOA% | FTAGRANT# C°“”Da:fegi“ Contract End Diate Eilling Drate E’*g";“e";'iidei"""g End Billing Period Billing % Final Eilling?

o 1752764631300 0000002764 | 20,515 TX-80-0023 09/01/15 08/31M86 07152014 07/01/2014 07/28/12014 001 YES

1

. Description ALl Code Caost Per Lnit # af Units Total Cost Federal Funds State Funds Local Funds In-Kind Funds Total Funds TOC Fiesult =

. | |Project Administration 11.79.00 51.00 57.000 557.,000.00 545,600.00 $11,400.00 557.000.00 OK

« | |Operating 30.09.01 $1.00 110,000{  $110.000.00 $55,000.00 $45.000.00 $10,000.00 $110,000.00 ak
Expand- Bus <30° 11.13.04 $85,000.00 1 $85,000.00 $85,000.00 $85,000.00 17,000 ok

Subtotal $252,000.00 $185,600.00 $11,400.00 545,000.00 $10,000.00 $252,000.00 17,000

Accourt | A¢ | Fund | Apen [FCBusUnif  FrojestD e ONCE THE BALANCE IS CORRECT, THE USER CAN THEN
i PRINT THE RFR USING THE BUTTON ABOVE.

510000 TE13 2015 aoos | 13025 B0174 1} 33334
]
29
L
o I certify, as an anthorized representative of the costracting agemcy, that the costs detailed im this claim For I certify that rerificationfandit of this claim kas been conducted and the invoices correctly correspond with the amthority
reimbursement correspond in trery particular with the terms and conditions of the referenced grant and contract under which procaremest waz made and costs are true and snpaid.
B and that the costs are eligible and wnpaid
32
3d
B TaDOT Print Hame:
26 Agency Print Name:
b
T AGENCY INFO .~ PROPDSAL -~ PGA BUDGET .~ ACTIVITY LOG .~ CREATE RFR .~ BUDGET BALANC Sl RFR#01 I.J I4 20
Ready | P2 | [EDOm 9% (=)0 (+)
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Budget Balance tab

[y

w oo~ [wn e w |

-
(=]

37
3B
39
0

11
1 40 M

Invoice Name Date

TEXAS DEPARTMENT OF TRANSPORTATION

11.79.00 Project Administration
Federal State Local In-Kind Total
Initial 45,600.00 11,400.00  5- 5 -

RFR#01 07-15-2004 4550000 11,400.00 | %- 57,000

TDC

57,000.00  5-

00| 5

30.09.01 Operating
Invoice Name Date

RFR#01

Federal
Initial 55,000.00 5-
07-15-2014 55,000.00 | 5-

State Local

Update Budget
Overview

Total 1DC
110,000.00 5-
110,000.00 | §-

Expended Amount 5500000 5-

110,000.00  S-

» [l

Click the 'Updz
1) Existing, auto-
2) All sheets autd
3) Please do not
4) If an 'RER#..." 5
5) Torenameas

11.13.04 Expa

Invoice Name Date
Initial

RFR&#01 07-15
Exper

5 - .
Expended Amount  45,600.00 11,40000 5- § - 57.000
alance S - 5 - 5- 5 - 3

00 §-
. -

Balance S

5-

5-

Balan §

AGENCY INFO .~ PROPOSAL .~ PGA BUDGET ACTIVITY LOG

Ready | .fl |

Public Transportation Projects in PeopleSoft
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A E =] o E F a H I W K L M H o P R EN
Autogenerated RFR form ready for submission. Please check amounts then print the invoice by clicking the 'PRINT RFR' button. Sign and send to TxDOT. Only INVALIDATE RFR FRINT RFR ;
the middle pof
‘Z @ Save As @ |
k3 — -
4 horfies) | & v Computer » Local Disk (C:) » Users » bhidroge » Downloads Deownload je
5 ——
3 l'fﬂ‘tﬂ Organize « Mew folder = - ®
B Depar -
£ el Izl Microsoft Excel MNarme Date modified Type Size
\ - Final Eilling?
“ 17H Mo itermns match your search. YES
" [ Favorites
. B Desktop Total Funds TOC | Resul
. | [Project Admi % Downloads $57,000.00 oK
- *| Recent Places

Operating “ ” $110,000.00 .
| Expand- Bus . CLICKING ON THE “PRINT RFR” BUTTON ssz000 00l om0l o
15 = = 2 - 2

o3 Libraries WILL FORCE THE USER TO SAVE THE RFR
e t| Documents
; D Music (TITLING THE RFR AS THEY CHOOSE) TO
|"'
) S pictunes THEIR FILES BEFORE VIEWING THE
" BE Videos PRINTABLE PDF RFR.
0
. /M Computer
. &, Local Disk (C:)
. == SY5 QATXDOT-HQS) (L $252,000.00 17,000
= ¥ SHARED (\WTXDOT4AV
25
5 GROUPS (\WTXDOT4AV
# Dept 1D @ BHIDROGO (WTXDOT4 -
27 =
510000 Filenan—E 7527646313001 RFR#=0Lpif | -
2%
Z: Save as type: | PDF Files (*.pdf) -
T certify, az an correctly correzpond with the anthori

& reinbarsoment Authors: TxDOT Tags: Add atag Title: Add a title " ’ o e enty
ErS amd that the cof
3
24
- ) Hide Folders Tools [ Save l | Cancel |
3 #Agency Prist N — |
_— T T
H4r M AGENCY INFO .~ PROPOSAL .~ PGA BUDGET , ACTIVITY LOG .~ CREATE RFR ~ BUDGET BALANCE RFR#01 {%J [+ 1]
Ready | Recoversd | P | EE . 9% (=0 o
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Printable RFR

| E 17527646313001_RFR#01.pdf - Adobe Reader I EI@
1 File

4
Dow |@BB@BOE| ¢ o Lln|C @[50t

Fill &Sign | Comment

Grant Programs Request for Reimbursement (PTH)
Texas
l]m—mr!monl Hill Country Transit District Rural Operators - Section 5311
of Transportation
Vinz PO I CFDAZ | FTA GRANT 2 | h Date I Contract End Date | I Biling Cate: |E¢nrl’|’|09 WP!mdl End Biing Period | Eirg= I Final Elling™
7527646313001 [ ooooooz7es | 20515 | Te-a0-0023 | oeons | eesine || oiisemis | onmizoi4 | oieerOs | 001 | YES
Seserpticr ALl Cods Cost Perura #orums Totmi Cazt Feceral e St Furs Local Funds et Funde: Totai Funce ™ Rz
Project Administration 11.79.00 $1.00 57,000 $57.000.00) $45,600.00 §11.400.00 $57.000.00 oK
Operating 30.00.01 $1.00 110.000]  $110.000.00) $55,000.00 $45.000.00 $10.000.00]  $110.000.00 o
Expand- Bus <30 11.13.04 $85.000.00 1 $85.,000.00) $85,000.00 $85.000.00 17,000] ok
Subtatal $252,000.00| $185,500.00 5$11,400.00) $45.000.00) $10.000.00] §252,000.00 17,000)
DentiD Actart »r Funa | Apen | FCBusURE Frasti ::’:“'“
510000 7613 s | Daps | 13025 | e0i74 a 3334
TerRy, 5 o B TR e for =y v e e
pa s et et oo o e refarence gl e coract and ek the cusls we sligtie and unpakd cuats an v ant e
TeDT Print arma:
Agncy bant Name:
TBOT sgaeurs:
Agency Signature.
oue:
e A second TaDOT sgnature ks requived tor reim bursement of §242,000¢ (Transit Geants oy,
Agency Tile. TeDOT Print Marme:
-
v o
T Coparrmast o Tasorusn

THE PRINTABLE RFR WILL REQUIRE A SIGNATURE FROM THE
AGENCY REPRESENTATIVE AND THEN WILL NEED TO BE SENT TO
THE PTC FOR PROCESSING.
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New Workbook - Activity Log Tab

ACTIVITY LOG
DESCRIPTION

/15/2014]Initial load
/ 7/16/2014| moved 520,000 for operating to capital

7/17/2014|updated contact information from Sally to Bill

| |

THE AGENCY IS FREE TO MAKE NOTES OF UPDATES AND CHANGES MADE TO
THEIR WORKBOOK USING THE ACTIVITY LOG TAB.

C» M| AGENCY INFO .~ PROPOSAL “PGA BUDGET RFR | ACTIVITY LOG ~TXDOT SUPPLY CHAIN PROJ SETUP COSTING PROJ ] 4 b 1]
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Other Suggestions

= With each time the workbook is used, save as a new file:
— Example:

* Fed Funds Proposal FY 16 (15t time) IT IS RECOMMENDED
THAT THE AGENCY

* Fed Funds Budget FY 1 (when you get your PGA) SAVE THE WORKEOOK
WITH DIFFERENT

« Fed Funds RFR #1 T iah e
FROM SCRATCH WITH

° Fed Funds RFR #2 CREATING THE RFR'SIN
CASE AN ERROR WAS
MADE.

Print RFR on one page

Don’t open when other Excel workbooks are open

Sign and date RFR page

Contact TxDOT before you send if you have questions

Be sure you are using the correct workbook for the contract you’re working on
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Need help???

= Send an email to: PTN_Training@txdot.gov ‘Hl

= Contact any member of the ERP workgroup and they will route if needed:
— Antonia Casarez (b12) 374-5246; antonia.casarez@txdot.gov
— Bobby Hidrogo (512) 374-5236; bobby.hidrogo@txdot.gov
— Ed Gensweider (512) 374-5243; ed.gensweider@txdot.gov

THE CONTACTS ABOVE ARE AVAILABLE
FOR ASSISTANCE OR QUESTIONS ON THE
WORKBOOK.
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