Safety Weight Enforcement Facility Maintenance Program
7.1 Administrative Procedures & Guidelines

A. General

These guidelines cover the procedures and documentation used by service providers (Contractor) to
invoice the Wisconsin Department of Transportation, Division of Business Management, and Bureau of
Business Services for services provided at Safety Weight Enforcement Facility (SWEF) sites. Such
services include janitorial and landscape maintenance as well as minor repair projects.

Contractor's invoices shall be sent to the program administrator for payment approval within 20
days after the end of the month of service. Payment shall be made directly to the Contractor by
WISDOT within thirty (30) days of submittal in accordance with state law. The program administrator
shall be responsible for reviewing the invoices, assisting service providers with making any appropriate
revisions, and approving payment. The program administrator may send out credit memos requesting
adjustments to the next month's invoice. These guidelines will be updated periodically as needed.

B. Invoice Timelines

Contractor shall submit one invoice per month listing actual costs associated with each cost objective
and project. The WisDOT requires invoices to be submitted no later than twenty (20) days after the
month of service has ended.

C. WisDOT Invoicing Address

All complete invoice documentation must be sent to:

WisDOT; DTSD; Bureau of Highway Maintenance / Department of Business Management
C/0O Niki Hans, Transportation Facilities Lead, Financial Reporting
nhans@kapurinc.com

Bill to Address to Include on the Invoice:
WisDOT DTSD Bureau of Highway Maintenance
P.O. Box 7986

Madison, WI 53707-7986

NOTE: Invoices are to be emailed to the PA. The “bill to” address listed above is requested to
verify the invoice is being directed to the correct entity.

D. Documentation
The program administrator will provide the Contractor with a master copy of the monthly invoice
workbook at the beginning of every fiscal year.
Documentation will include:
1. Three Part Contractor's Invoice
Three Part Contractor's Invoice must contain the following information:
a. Contractor's Name, Address, and Telephone Number
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Invoice Number
Date of Invoice
Time Period Covered

® o 0 T

State Purchase Order Number - All Three-Part Contractor's Invoices submitted to the
WisDOT must list the Contractor's purchase order number for the contract period. A
WisDOT purchase order is issued and sent to each Contractor upon WisDOT approval of the
Annual Work Program budgets.

f. The WisDOT's Invoicing Address

g. Separate Listing of Each Cost Objective for Each Project - Sites should be grouped by cost
objective as specified in the contract. Each line on the invoice should include the county
where the sites are located, the type of service provided, and the month of service.

2. Invoice Supporting Documentation: Separate “Invoice Supporting Documentation” should be
submitted for each cost objective within each project.

a. Janitorial Services

= Quantity of janitorial cleanings performed during the month; Listing of janitorial service
dates;

= Janitorial service cost per cleaning;

= Month total janitorial services

b. Lawn Mowing Services
= Quantity of mowings performed during the month Listing of mowing service dates;

= Mowing service cost per mowing;
=  Month total mowing services

c. Tree & Shrub Trimming And Landscape Maintenance

= Quantity of trimming and landscape maintenance hours performed during the month

= Include the landscaping and tree trimming services and hours performed on the
landscaping & minor repair log

=  Hourlyrate

= Totaltrimming and landscape maintenance services Materials and supplies total,
submit copies of actual invoices

= Grand total of tree & shrub trimming and landscape maintenance services and materials
and supplies

d. Snow and Ice Removal Services (if applicable to contract)

= Quantity of snow and ice removal hours during Regular hours Regular hourly rate
= Total Regular rate snow and ice removal

= Quantity of snow and ice removal hours during on-call hours On-call hourly rate
= Total on-call rate snow and ice removal

= Snow Equipment Maintenance Costs (gas, oil, repairs, etc.)

=  Submit copies of actual invoices

= Grand total snow and ice removal services
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e. Minor Repairs
=  Quantity of minor repair hours performed during the month

= Include the minor repair and professional services and hours performed on the
landscaping & minor repair log

= When the Contractor oversees any professional service work, the Contractor will be paid
the minor repair hourly rate for the time spent at the site. Contractor may charge travel
time if contractor’s only purpose to visit site is for professional service oversight.

=  Hourly rate

=  Total minor repair

= Minor repairs - materials and supplies total, submit copies of actual invoices
Professional services - attach a copy of actual paid vendor invoice(s).

=  Professional services can be obtained by the service provider for any projects not
exceeding $2000. Please contact the program administrator office about projects that
will exceed $2000.

= Grand total of minor repairs and materials and supplies

f. Extra Work: any extra work performed to the facility will have a pre-approved work order
including description of work to be performed, estimate of hours, labor cost and material
costs.
= Quantity of extra work hours performed during the month
= Include the minor repair and professional services and hours performed on the
landscaping & minor repair log

=  Hourly rate Total extra work

= Extra work - materials and supplies total, submit copies of actual invoices Grand total of
extra work and materials and supplies

g. Overall Total
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