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[image: http://wisconsindot.gov/PublishingImages/about-wisdot/newsroom/photo-gal/Logo/microsoft/wisdot-agency-name-logo-red-blue-ms.jpg]Non-Vehicle Capital Reimbursement Request
For grantees of s.5311 and s.5339 capital funds





Grantee:






		WisDOT Use Only

	Complete and accurate documents received by WisDOT
	Date:

	Signatures
	Program Manager
	
	Date:

	
	Procurement Manager
	
	Date:

	
	Asset Manager
	
	Date:

	
	Financial Manager
	
	Date:

	
	Financial Manager
	Routed for Payment
	Date:






Instructions
· Please review and complete this form carefully.  WisDOT cannot process forms that are incomplete or inaccurate.
· This form is used to request reimbursement for non-vehicle capital Section 5311 and 5339 expenses.  Reimbursement for 5311 operating expenses are processed through quarterly reports in the online BlackCat Grants Management System.  To request reimbursement for vehicle purchases, please complete the WisDOT vehicle delivery documents, available on WisDOT’s website.
· [bookmark: _Hlk516035786]Note that WisDOT will only reimburse subrecipients for the costs of capital items purchased using a FTA-compliant procurement.  
· Capital items must be inspected prior to or after purchase to ensure they meet the specifications set forth in the procurement before WisDOT will provide reimbursement.
· Submit this form and supporting documents electronically via email to public.transit@dot.wi.gov.

	BRIEF ITEM DESCRIPTION
	

	PROJECT COMPLETION DATE
	

	DATE OF INSPECTION
	

	ACTIVITY LINE ITEM (ALI)*
	

	GRANT AWARD YEAR*
	

	TOTAL PROJECT COST
	

	TOTAL ELIGIBLE COST***
	

	REIMBURSEMENT %*
	

	REIMBURSEMENT AMOUNT = ELIGIBLE COST x REIMBURSEMENT %

	REIMBURSEMENT AMOUNT
	


*Information found on grant agreement.
[bookmark: _Hlk514937693]***Total Eligible Cost is the price paid for items eligible for reimbursement per the grant agreement. In most cases, the Total Project Cost and Total Eligible Cost are the same. However, here is an example of where those costs differ: A grantee purchases 10 items for a Total Project Cost of $50,000.  WisDOT only approved grant funds for 8 of those items, which cost $40,000. Therefore, the Total Eligible Cost is $40,000.  Contact a WisDOT Program Manager for further clarification, if needed.



Documents Checklist	

☐	Memo on official grantee letterhead that requests reimbursement.
(Memo must include the reimbursement amount, project description, vendor name, and grant year.)

☐	Copy of purchase order(s) (include any change orders)

☐	Documentation of all expenses (i.e. vendor invoices, receipts, etc.)

☐	Copy of proof of payment to vendor(s) (i.e. copy of check to vendor)

☐	Procurement documentation (if not already on file with WisDOT Procurement Manager)
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