FA ATTACHMENT D

REPORTING GUIDELINES
 (Freeway Projects Only)

Reporting Procedures

· The Quarterly Expense & Progress Report (Attachment D) is a consolidated version of the two former Attachments D1 and D2 and required for all LACMTA freeway grant projects. LACMTA will not distribute funds to STATE unless these reports have been submitted to and approved by LACMTA.

· The Quarterly Expense & Progress Report documents all Project related activities and expenditures in any fiscal quarter. STATE shall diligently complete all information requested on the form. Clear and detail explanation must be included where necessary to explain lack of activity, delays, and other special and/or out of ordinary circumstances. 

· Quarterly Expense & Progress Reports are to be submitted to LACMTA according to the following schedule:

	Quarter
	Report Due Date

	July-September
	November 15

	October-December
	February 15

	January-March
	May 15

	April-June
	August 15


Upon completion of the Project, STATE shall submit a final report that will include the Project’s final evaluation.

Expenditure Guidelines

· Any activity or expense above and beyond the approved Scope Of Work (FA Attachment C) is considered ineligible and will not be reimbursed by LACMTA without prior written authorization by the LACMTA Chief Executive Officer or his/her designee.

· Any expense charged to a grant or local match, including in-kind, must be clearly and directly related to the Project. All invoices or receipts submitted by STATE shall bear adequate information to establish that relationship with the Project.

· Any activity or expense charged as local match cannot be applied to any other LACMTA funded or non-LACMTA funded projects. Activities or expenses related to a previously funded project may not be used as local match for the current Project.

· Administrative cost (personnel, office supplies, and equipment) is defined as the on-going expense incurred by STATE for the duration and direct benefit of the Project as specified in the Scope Of Work (Attachment C).  As a condition of eligibility, all costs must be necessary for maintaining, monitoring, coordinating, reporting, and budgeting of the Project. Additionally, expenses must be reasonable and appropriate to the activities related to the Project.

Definitions

· Allowable Cost: To be allowable, costs must be reasonable, recognized as ordinary and necessary (including the remediation of hazardous materials encountered in the course of Project completion), and consistent with established STATE practices.  

· Excessive Cost: Any expense proven “excessive” by LACMTA staff will be adjusted to reflect a “reasonable and customary” level. For detail definition of “reasonable cost”, please refer to the Federal Register OMB Circulars A-87 Cost principals for State and Local Governments, and A-122 Cost Principals for Non-Profit Organizations.

· Ineligible Expenditures: Any activity or expense charged above and beyond the approved Scope of Work is considered ineligible. 
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