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LAPIT to GAP 

Invoices are now 
submitted in GAP

Please send an email notification to D4-localprograminvoices@dot.state.fl.us
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For more information go to the FDOT Program Management Local Programs homepage at: 
https://www.fdot.gov/programmanagement/lp/lp

https://secure.blackcatgrants.com/Login.aspx?site=flgap

If you don’t currently have access, You will need to Request User Access.  
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Dashboard>Agreements>Agreement Details



Florida Department of

TRANSPORTATION

Once the invoice is uploaded, the Invoice Reviewer checks the invoice for Completeness.  
If the invoice is incomplete or requires corrections, the invoice will be rejected.  

A revised Invoice will need to be resubmitted following corrections.

Once a complete submission is received, reviewed, and all corrections have been 
made, the invoice will then be accepted.

Each Submission, whether it is the original or a revised copy 
requires a complete submission.

FM#/contract#/invoice#/description of project

Please use the following file name when submitting an invoice in GAP



Reimbursement Process

Invoice Uploaded to 
GAP

Invoice sent to the OPS 
LAP Construction 

Coordinator to Review 
for Approval of 

Construction Activity

District 4 LAP 
Coordinator 

Review/Comments



Reimbursement Process 

Agency Receives 
Comments/make 

necessary corrections 
and uploads revised 

copy to GAP

Once all comments are 
addressed, District LAP 
Coordinator submits to 
Financial Services for 

Processing
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 OPS Construction confirms construction 
activity via site visit(s) and Project Monitoring 
Status Reports (PMSR)

 Verify quantities being billed match 
construction progress for the billing period

Monitor/analyze any pay items over 100%
Confirm non-participating pay items in the  

Bid Concurrence are not being billed 
Review Invoice submission for completeness 

and accuracy
Provide comments for correction as needed

Teamwork gets the job done

The D4 Local Program Office and the Construction Office/Operation Center work hand in hand
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Construction Reimbursement:

• Invoice Submittal Checklist
• DFS form and Cost Summary
• Project Monitoring Status Report (PMSR)
• Application and Certification for Payment 

(Pay app)
• Schedule of Values (SOV) 
• Proof of payment, cancelled check or proof 

of alternative payment method
• Construction Compliance with 

Specifications and Plans (700-010-38)
• Certification Disbursement of Previous 

Payment to Subcontractors (700-010-38)

Local Agency Agreements State: 
“The recipient shall provide quantifiable, measurable, and verifiable units 

of deliverables as specified in Exhibit A” 

Professional Services Reimbursement:

• Invoice Submittal Checklist
• DFS form and Cost Summary
• Project Monitoring Status Report (PMSR)
• Payroll documentation
• Proof of Payment

Advertisement Reimbursement:

• Invoice Submittal Checklist
• DFS form and Cost Summary
• Project Monitoring Status Report (PMSR)
• Copy of the advertisement
• Proof of Payment
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ADDITIONAL DOCUMENTATION/INFO REQUIRED FOR FINAL INVOICES

• Final release of Liens
• Materials Certification Letter
• Contract Affidavit & Surety Consent 

(700-050-21)
• Final Inspection acceptance        

(525-010-42)
• LAP Record of Final Plans and 

Documentation (525-010-027)

LAP (Federal Grant) State Funded Grant

• A letter notifying the Department of the 
completion of construction of the 
project

• Engineer's Certification of Compliance 
(Exhibit C) signed and sealed by a 
Professional Engineer

Final Invoices

https://www.fdot.gov/designsupport/Districts/D4LAP/D4LAP.shtm

Latest and Greatest Forms
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List of Required Forms

Type of 
Agreement

Listing the DOT coordinator makes 
sure your invoice is routed correctly

This information can be found on the 1st

page of the grant agreement

LAP-JPA Invoice Summary Pages
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Must be signed and dated

Funding amounts and retainage 
information

List of needed forms
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DFS Form
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Period must match the Pay Apps
being submitted.

These lines will be populated 
automatically

Invoice No. must be after the invoice
number previously submitted.

1.All information in this box will be completed
by the local agency. The vendor number can be
found on the front page of agency’s agreement
with FDOT.
2.This information can be obtained from Page 1
of the agreement.
3.It is the date the Contractor signed the Pay
App
4.This is the Application for Payment number 
found at the top of the Pay App document.
5.The amount the agency paid the Contractor
(Current Payment Due amount on Application
for Payment.).
6.Subtract Grant Non-Participating Amount 
from Vendor Amount.
7.Non-participating items are found in the bid
concurrence. Add up the total of all Non-
Participating items that you highlighted on the 
SOV. Multiply that total by the retainage
percentage shown on the Application for 
Payment then subtract that amount from the 
total of the Non-Participating items
8.Look at cancelled check. If paid
electronically, there will be some sort of 
transaction number.
9.Date on check or transaction date if paid
electronically.

1

2

3 4 5 6 7

The name of the 
Contractor

8 9

This never changes.
Do not edit.

Cost Summary
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When discrepancies are found in the SOV, 
written justification for the difference will 
need to be provided by the agency

BACKUP DOCUMENTATION

Example of Pay Application
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This Form is for demonstration purposes

Schedule of Values (SOV)
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Verify timeline for each project with the executed agreement

Once a complete invoice is received, the Department has 20 days to process the payment.  

10

10

120
The Recipient must submit the final invoice on the 
Project to the Department within 120 days after the 
completion of the Project.

The district coordinator and construction have 10 days 
to review and comment

The completed invoice is sent to D4 Financial Services, 
and they have 10 days to review and submit to DFS

Invoices submitted after the 120-day time period may not be paid. 
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Contract close-out to Financial Services Offices (FSO)
The Recipient must submit the final invoice on the Project to the Department within 120 days after the Final 
Acceptance of the Project.
 
     X       1.  LAP Record of Final Plans and Documents (Form 525-010-47)
 
     X       2.  Final Invoice
•Must show Final Construction Project Cost and Final Plan Quantities
•Supporting Documentation must attest that all DBEs and Subs have been paid
•Confirmation that Final Reimbursement was received & that no further billing will occur 
 
     X       3.  Final Inspection and Acceptance of Federal Aid Project (Form 525-010-42)
 
     X       4.  Materials Certification (From Local Agency for Off System, From State Materials if On
              System)
 
     X       5. Local Program Performance Evaluation (Form 525-010-50)

Documents needed for FSO Closeout

https://www.fdot.gov/programmanagement/lap/forms/lapforms.shtm
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https://fs.fldfs.com/dispub2/cvnhphst.htm

Verifying payments can be done by asking your Program 
Coordinator, or by accessing the Florida State Comptrollers 
Vendor Payment History webpage. 

Once an invoice has been accepted and sent to FSO, it goes to Department of 
Financial Services for approval and payment.

Verifying Payments
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Project funds reimbursement  is subject to: 

• Eligible costs
• Availability of funds as stated in the Executed Grant Agreement
• Approval of all plans, specifications, contracts or other obligating documents
• Department approval of project scope
• Quarterly/Monthly Invoice submittals- Quarterly required, monthly preferred
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