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Reimbursement Request and Progress Reports

Submittal and Documenting Requirements

1) Can be submitted either monthly or quarterly.  If you choose to change the time period in which you submit, please contact the Iowa Department of Transportation’s Office of Systems Planning at 515-239-1664.
2) Must be submitted within 30 days after the end of the quarter or month in which activities occurred. 

a. First quarter is July-August-September. If you submit quarterly, you must submit the first quarter request and report by Oct. 30.
b. If you submit monthly, a September request and report must be submitted by Oct. 30.
3) Must include detail of each work element.
a. If duplication occurs for certain work activities, it is acceptable to duplicate language in progress report (e.g., prepared information for monthly Policy Board meeting).  
b. It is not acceptable to duplicate descriptions for work activities in which progression of work should occur (e.g., researching or working on the Long Range Transportation Plan (LRTP)).  More detail would be needed explaining what specifically happened during that quarter or month that was different than what was done in the last quarter or month.
4) Must include detail of indirect costs.
a. If your agency does not use a fixed indirect cost rate, supplemental information must be attached to the progress report itemizing the indirect cost charges for that quarter or month.
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