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Section 1: Applicability 

This policy pertains to the requirements for submitting, reviewing, and approving 
grant payment requests, as well as, financial reporting requirements for 
sponsors. Unless noted otherwise the requirements within this policy apply 
uniformly to all grant sponsors, including those States participating in the State 
Block Grant Program (SBGP). This policy is effective on the date grant payment 
activities are transitioned into the Delphi eInvoicing system. 

Section 2: Payment Request Method 

U.S. Department of Transportation (DOT) Electronic Grants Payment System 

All sponsors must submit their grant payment requests electronically through the 
DOT Electronic Grants Payment System, Delphi eInvoicing. All grant sponsor 
users must complete an e-Authentication process to acquire system access and 
maintain an active registration in Delphi eInvoicing to ensure timely payment. 

U.S. DOT Electronic Grants Payment System Waiver Policy 

On a very limited basis the DOT’s Office of Financial Management may issue 
sponsors a system waiver that permits payment requests be submitted by hard 
copy rather than electronically through Delphi eInvoicing. All sponsors 
requesting a system waiver must first consult with their Regional Office /Airport 
District Office (RO/ADO) before submitting their request. All sponsors seeking a 
system waiver must complete the Waiver Request Form (Appendix A) and follow 
the instructions on the form for submittal. The FAA will only make waiver 
recommendations to DOT for sponsors that can clearly demonstrate they are 
unable to use or access the internet to register and enter payment requests 
through Delphi eInvoicing. Sponsors must provide a copy of their Waiver 
Request Form to their RO/ADO before submittal for review. All requests will be 
reviewed by the DOT’s Office of Financial Management and sponsors will receive 
a written response confirming or denying their request from the DOT. 

Sponsors issued a system waiver must submit all payment requests through hard 
paper copy to their appropriate RO/ADO for review. Payment requests must 
include the completed SF-271, Outlay Report and Request for Reimbursement 
for Construction Programs, or for non-construction projects, the SF-270, Request 
for Advance or Reimbursement. An approved equivalent form may also be used 
in place of these forms. Sponsors must also include any other required 
supporting documentation associated with their grant payment risk level, as 
outlined in Table 2: Grant Payment Supporting Documentation Requirements 
(Table 2). All sponsors issued a system waiver are still expected to meet the 
payment frequency requirements outlined in Section 3. 
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Section 3: Payment Request Frequency 

Sponsors must initiate a payment request for project accomplishments in 
accordance with project progress and receipt of contractor invoices. This will 
typically be monthly but may vary depending on the type of project. It should be 
noted that continued grant payment inactivity, defined as no drawdowns over a 
12 month period, can be cause for termination of a grant agreement. For further 
guidance on grant termination policies and procedures please refer to the most 
current version of FAA Order 5100.38 (Airport Improvement Program) and FAA 
Order 5190.6B (Airport Compliance Manual). 

Section 4: Authorized Payment Requesters 

Only those users that have successfully completed the eAuthentication process 
and have been granted access to Delphi eInvoicing may submit payment 
requests. Sponsors are not limited in the number of users they designate as 
authorized to request payments on their behalf. Sponsors may assign a 
designee to prepare and save payment requests on their behalf in Delphi 
eInvoicing; however, sponsors must review any designee prepared payment 
requests for accuracy before the sponsor submits a payment request. It is the 
responsibility of the sponsor to ensure all payment requests are accurate and 
meet all grant payment requirements. 

Section 5: Payment Request Supporting Documentation Requirements 

All sponsors are required to provide supporting documentation for all payment 
requests. Supporting documentation must be uploaded electronically, as 
attachments to the payment request, in Delphi eInvoicing. The sponsor’s grant 
payment risk level will be used to determine the supporting documentation 
required to accompany their payment requests. 

Section 5.1 Grant Payment Risk Level 

Each sponsor will be assigned a grant payment risk level of nominal, moderate or 
elevated. A sponsor’s grant payment risk level pertains solely to their risk 
associated with submitting grant payments and may differ than the risk level 
assigned to the sponsor for other grant administration activities defined in the 
Revised Guidance to FAA’s Risk Based Approach to Grant Oversight of the 
Airport Improvement Program (AIP). Grant payment risk levels will be 
determined based on the factors illustrated in Table 1, which are established in 
accordance with the Revised Guidance to FAA’s Risk Based Approach to Grant 
Oversight of the Airport Improvement Program (AIP). The RO/ADO must 
complete a Risk Level Determination Form (Appendix B) to document the 
assignment of a grant payment risk level to each sponsor. 
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Pursuant to 49 U.S.C. 47107, it is the sponsor’s responsibility to maintain all 
original source documentation that supports grant payments from the FAA to the 
sponsor and payments made by the sponsor for the project. This includes all 
related documentation for prime as well as sub-contractor payments. These 
accounting records must be made available upon request to FAA, the DOT’s 
Office of the Inspector General, Government Accountability Office, independent 
auditors, and any other auditors acting on behalf of those offices or the FAA, 
DOT and Congress. In accordance with 49 CFR Part 18.42, all original 
documentation that supports grant payments must be retained for three years 
after the grantee submits the final expenditure report. 

Section 6: Review and Approval of Payment Requests 

Section 6.1 Approval Process Overview 

The Delphi eInvoicing system will automatically check the grant’s available 
balance in Delphi to verify the availability of funds before a payment request may 
be successfully submitted by a sponsor. Once a payment request is successfully 
submitted it will follow the approval process assigned by the RO/ADO. There are 
two types of approval processes in Delphi eInvoicing, ‘auto-approval’ and 
‘manual approval.’ 

Auto-Approval: This is an approval process whereby payment requests 
do not require approval by the RO/ADO staff and are processed 
automatically for payment once successfully submitted. However, all 
credit memo requests (refunds) and any payment request that would bring 
the total drawdown request to more than 90 percent of the total grant 
amount will be re-routed to a manual approval process requiring RO/ADO 
staff approval (See Sections 6.9 and 7 for more information). Sponsors 
that are on an auto-approval process are still required to submit 
supporting documentation as outlined in Table 2 and all such 
documentation is subject to review and audit. 

Manual Approval: This is an approval process whereby every payment 
request requires the approval by RO/ADO staff before the payment 
request is processed for payment. 

Section 6.2 Assignment of Approval Process 

Payment approval processes in Delphi eInvoicing will be assigned on a sponsor 
level, or in very limited cases, an individual grant level. The RO/ADO will assign 
each airport sponsor an ‘auto-approval’ or ‘manual approval’ process in Delphi 
eInvoicing based on the sponsor’s grant payment risk level. Table 3: Sponsor 
Approval Process Requirements (Table 3) specifies the approval process to 
assign for each grant payment risk level. All nominal grant payment risk level 
sponsors must be assigned an ‘auto-approval’ review process. Terminal, 
environmental, land, planning, parking lots, or multi-year projects may need more 
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Section 6.3 Approval Hierarchy 

Approval hierarchies are created to assign approval processes for payment 
requests. Each grant must be assigned an approval hierarchy by which payment 
requests are routed to the designated RO/ADO staff for electronic approval. It 
will be the responsibility of the RO/ADO manager to designate the appropriate 
staff in Delphi eInvoicing to be approvers for specific sponsors and/or grants. All 
sponsors will be assigned a default approval hierarchy that was identified during 
system deployment. This default hierarchy can be changed by submitting the 
Hierarchy Assignment Form (Appendix F) to the ESC helpdesk to be processed 
in the system. Whenever a new grant is issued the default hierarchy will 
automatically be assigned to that grant. If, in accordance with the requirements 
in Table 3, a different hierarchy, other than the default, needs to be assigned to 
that particular grant; the RO/ADO must complete a Hierarchy Assignment Form 
(Appendix F). This form must be sent to the ESC Helpdesk after receiving the 
Purchase Order (PO) number from the FAA Accounting Technician. 

To update, remove, or add FAA approvers to an existing approval hierarchy the 
RO/ADO manager must complete the Approval Hierarchy Request Form 
(Appendix G) and send it to the ESC Helpdesk to be processed in the system. 
This can be done at any time. It is the responsibility of the RO/ADO manager to 
ensure approval hierarchies in Delphi eInvoicing are current and accurate. In the 
limited circumstances where a new approval hierarchy needs to be created the 
RO/ADO must complete the Approval Hierarchy Request Form (Appendix G) and 
send it to the ESC Helpdesk to be processed in the system. All new approval 
hierarchies must maintain the same naming convention to be consistent with 
existing RO/ADO approval hierarchies. All approval hierarchies must be labeled 
according to the following naming convention “<AIP>-<RO>-<ADO>-<Approval 
Process Type>-<Number>.” For example, a manual approval hierarchy in the 
Washington ADO would be labeled as AIP-AEA-WAS-MANUAL-1 or an auto-
approval hierarchy in the Central Region as AIP-ACE-AUTO-1. 

Section 6.4 Review of Payment Requests from Sponsors on Manual Approval 

The RO/ADO staff will receive an email notification for all payment requests 
requiring manual approval. The RO/ADO must review all payment requests 
electronically in Delphi eInvoicing for those sponsors and/or grants assigned a 
manual approval payment process. When reviewing the payment request the 
RO/ADO must ensure that the following criteria are met before approving the 
payment request: 

 The cost is reasonable and allowable; 
 All required supporting documentation has been attached to the 

payment request; 
 Work covered by the payment is already completed and in line 

with the project schedule and/or scope of services; and 
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	 Payment request is consistent with the most recent project 
progress and financial performance reports provided by the 
sponsors 

A sponsor must only request payment in the amount of allowable project costs 
that have been incurred by the Sponsor. These are costs that the sponsor has 
been billed for and paid. However, there are times when advance payments may 
be necessary. An advance payment is when a sponsor may request payment for 
services billed but not yet paid by the sponsor. All advance payments must still 
provide documentation showing that the payment is based upon invoices and 
billing statements. Please see the most current version of FAA Order 5100.38 
(Airport Improvement Program) for more details on advance payment policies. 

Section 6.5 Review of Payment Requests from Sponsors Issued a System 
Waiver 

For those sponsors who have been granted a system waiver the process for 
reviewing payment request will be different because the sponsor must initiate the 
payment request from outside the system. All sponsors issued a system waiver 
will submit a hard copy of the payment request to the RO/ADO outside the Delphi 
eInvoicing system. Once the RO/ADO receives the hard copy payment request 
they must review it in accordance with the criteria established in Section 6.4. 
Following the review if the payment request needs to be corrected or cannot be 
approved than the RO/ADO must contact the sponsor to resubmit a new hard 
copy payment request with the corrections. Once approved the RO/ADO must 
forward all payment request materials, including the supporting documentation, 
to their designated FAA Accounting Technician to be processed manually into 
Delphi eInvoicing. Once entered into Delphi eInvoicing by the FAA Accounting 
Technician the RO/ADO staff will be alerted by e-mail notification that a payment 
request is pending approval action. The RO/ADO must then electronically review 
and approve the payment request again to ensure the request was processed 
accurately in Delphi eInvoicing. 

Section 6.6 Review of Payment Requests from Sponsors on Auto-Approval 

There is no approval action necessary for payment requests submitted by 
sponsors assigned an auto-approval process. However, the RO/ADO staff must 
still monitor payments on a quarterly basis to ensure the required supporting 
documentation is uploaded with each request and the draw downs are consistent 
with sponsor project progress and financial performance reporting. During this 
quarterly review the RO/ADOs must select at least one grant to review all 
payment requests submitted during the quarter. The RO/ADOs must review 
payment requests for the following: 

	 All required supporting documentation is uploaded with each 
payment requests; 
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 Each payment requested amount matches the supporting 
documentation; 

 All work completed in the payment requests are consistent 
with the quarterly construction progress reports submitted by 
the sponsor for the project; and 

 There are no findings of any obvious unreasonable or 
unallowable costs. 

RO/ADO staff must document this quarterly review by printing each payment 
request reviewed and initialing it. These documents should then be placed in the 
project file. 

Section 6.7 Approval of Payment Requests 

For sponsors on manual approval, the RO/ADO staff will automatically receive e-
mail notifications from Delphi eInvoicing when a payment request is submitted by 
a sponsor and is awaiting action. RO/ADO staff must access Delphi eInvoicing 
and review payment requests within 30 days of the payment request being made. 
Upon a successful review, the RO/ADO must approve the payment requests in 
Delphi eInvoicing. RO/ADO staff must not change the payment request amount 
or redistribute the accounting line in which the payment amount draws from. All 
payments will be made on a First-In-First-Out (FIFO) accounting basis. Any 
changes to the accounting lines will be performed by the designated FAA 
Accounting Technician. Once all the designated approvers identified in the 
hierarchy workflow for the sponsor and/or grant have approved the payment 
request it will be electronically batched in Delphi and sent to the U.S. Treasury 
for payment. An email will also be sent to the sponsor informing them that their 
request has been approved and is now pending payment. 

For sponsors on auto-approval, no approval action is required and the payment 
will be electronically batched in Delphi and sent to the U.S. Treasury for 
payment. 

Section 6.8 Rejection of Payment Requests 

When the RO/ADO staff determines a requested payment amount is not 
reasonable, allowable, or justified the entire payment request must be rejected in 
Delphi eInvoicing. No partial payments will be allowed in Delphi eInvoicing. The 
RO/ADO staff rejecting the payment must provide the reason the payment 
request was rejected and the corrective action required in the comments field. 
All sponsors will be notified by Delphi eInvoicing when their payment request is 
rejected. Once corrected the sponsor must resubmit a new payment request 
with the required supporting documentation again in Delphi eInvoicing. 

With the exception of final payments (Section 6.9), payment requests from 
sponsors on auto-approval cannot be rejected in Delphi eInvoicing by the 
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RO/ADO staff. If there are any errors in payment requests the sponsor must 
immediately contact their RO/ADO as well as submit a credit memo, as outlined 
in Section 7, to correct the payment. 

Section 6.9 Final Payment Request 

As directed in statute, “Payments totaling not more than 90 percent of United 
States Government’s share of the project’s estimated allowable cost may be 
made before the project is completed if the sponsor certifies to the Secretary that 
the total amount expended from the advance payments at any time will not be 
more than the cost of the airport development work completed on the project at 
that time” (49 U.S.C. § 47111). As a result all payment requests within the final 
10 percent of grant funds will require RO/ADO approval. Any grants on an auto-
approval process will automatically be re-assigned a manual approval process 
when the total drawdown amount exceeds 90 percent of the grant award amount 
to enable the required approval by RO/ADO staff for the remaining 10 percent of 
available grant funds. 

The RO/ADO must not approve any payment requests within the final 10 percent 
of available grant funds until all sponsor financial closeout documentation is 
received or a project amendment is initiated. If a project amendment is initiated 
that would increase the award amount, the sponsor may continue to request 
payment on those additional funds up until the total drawdown amount equals the 
re-calculated 90 percent threshold. At that point grants will be automatically re­
assigned to a manual approval process whereby the RO/ADO must not approve 
additional payment requests until all sponsor financial closeout documentation is 
received, and reviewed for accuracy and completeness. 

The RO/ADO may exclude block grants from States participating in the State 
Block Grant Program (SBGP) from the final 10 percent hold. Under such cases 
the State may drawdown the full 100 percent of the grant award amount prior to 
submitting financial closeout documentation. However, States are required to 
follow the final 10 percent hold for all sub grant projects consistent with the 
statute. 

Section 6.10 Holding Payment Requests 

If a particular sponsor is determined to be in non-compliance with grant 
conditions or is indebted to the U.S. Government the RO/ADO staff may put a 
hold on all payment requests for a particular sponsor in Delphi eInvoicing by 
contacting their FAA Accounting Technician to suspend the sponsor’s Delphi 
eInvoicing account. All sponsors with a hold on payment requests will not be 
able to submit payment requests in Delphi eInvoicing. The RO/ADO staff may 
not withhold payment for approved incurred costs for more than 180 days unless 
the sponsor has failed to comply with grant conditions, has been notified in 
writing by the Regional Airports Division Manager, and has been given an 
opportunity for a hearing. RO/ADO staff must contact the FAA Office of Airports 
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Compliance, ACO-100, for specific procedures and requirements before 
attempting to withhold payments for non-compliance. 

Section 7: Improper Payments 

If a sponsor submits an improper payment they must immediately contact their 
RO/ADO. If the improper payment has not yet been approved the RO/ADO must 
reject the payment request in Delphi eInvoicing. 

Any improper payments that have already been processed and received by the 
sponsor require a credit memo (refund) be processed to return the funds. 
Sponsors must contact their RO/ADO and submit a credit memo in Delphi 
eInvoicing for the amount of the improper payment received, which may include 
overpayments or any payments received from the incorrect grant. Sponsors must 
not deduct the improper payment amount from the next payment amount 
requested; as a record of the improper payment in the system is required. 

Sponsors submitting a credit memo must include supporting documentation, 
which includes an official letter from the sponsor’s authorized representative who 
accepted the grant explaining the reason for the credit memo. All credit memo 
requests will require approval by the RO/ADO. Credit memo requests will be 
automatically assigned a manual approval process in Delphi eInvoicing 
regardless of the sponsor grant payment risk level. Approved credit memo 
requests will be held for 29 days in the system until a subsequent payment 
request is made that will offset the returned amount. If after 29 days no 
subsequent payment has been made to offset the returned amount, the credit 
memo will automatically be removed from Delphi eInvoicing and sent to FAA 
Accounts Receivable for collections processing. 

Section 8: Payment 

Once payment requests are approved they will be electronically batched in 
Delphi and sent to the U.S. Treasury for payment to the sponsor’s bank through 
Electronic Funds Transfer (EFT). Approved payment requests are electronically 
batched daily in Delphi and sponsors should receive their payment within two 
business days of approval. 

Section 9: Financial Reporting 

In accordance with 49 CFR 18.41 sponsors are required to submit certain 
financial reports to summarize grant expenditures and the status of project funds. 
These financial reports must be collected outside of the Delphi eInvoicing 
system. Delphi e-Invoicing is limited to grant payments and does not currently 
provide the full capabilities to manage financial reporting requirements. All 
sponsors must prepare and submit the following financial reporting forms to the 
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appropriate RO/ADO in accordance with the frequency requirements specified 
below. 

 SF – 425, Federal Financial Report (Appendix H): This report, or approved 
equivalent, must be submitted annually for each open grant, due 90 days 
after the end of each fiscal year, by sponsors to monitor outlays and 
program income on a cash or accrual basis. In addition, this report must 
be submitted as a final financial report during closeout in accordance with 
Title 49 CFR Part 18.41 and 18.50. 

 SF – 271, Outlay Report and Request for Reimbursement for Construction 
Program (Appendix I): This report, or approved equivalent, is used for 
construction projects only and must be submitted annually, due 90 days 
after the end of each fiscal year, by sponsors to summarize requests for 
reimbursements. In addition, this report must be submitted as a final 
financial report during closeout in accordance with Title 49 CFR Part 18.41 
and 18.50. Please note that only those sponsors issued Delphi eInvoicing 
system waivers are required to use this form with each payment request 
as well as annually. 

 SF-270, Request for Advance or Reimbursement (Appendix J): This report, 
or approved equivalent, is used for non-construction projects only and 
must be submitted annually, due 90 days after the end of each fiscal year, 
by sponsors to summarize requests for reimbursements. In addition, this 
report must be submitted as a final financial report during closeout in 
accordance with Title 49 CFR Part 18.41 and 18.50. Please note that only 
those sponsors issued Delphi eInvoicing system waivers are required to 
use this form with each payment request as well as annually. 
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