 SRF PRECLOSING VISIT  - DESK PROCDURES 

At least two weeks prior to a loan closing a visit should be scheduled between the DEQ project members (Project Engineer, the Accountant and the Payment Analyst), the borrower’s consulting engineer and the member of the borrower’s staff who will prepare the Payment Requisition (Form RF-105).    The purpose of the meeting is for the Payment Analyst to explain the initial and future payment request procedures on how to prepare the Payment Requisition (Form RF-105) and what backup is needed.
The Payment Analyst prepares a packet consisting of the following.
· Contact page consisting of the DEQ personal who are working on that project along with a phone number, e-mail address, mailing address, and physical address.
· Procedures for Submitting Payment Requisition (Form RF-105).
· Loan Program Forms and Checklists
· Clean Water Checklist (Form RF-121)
· How to Request a EFT Deposit & Link
· Sample Payment with Breakdown and Backup
· Sample Payment Requisition (Form RF-105)
· Sample Request For Loan Rebudget (Form RF-107)












(SAMPLE CONTACT PAGE)
(Name of Town or City) Payment Meeting
CS-221XXXX-0X

DEQ PAYMENT ANALYST:		Diane Snyder
PHONE:					225/219-3894
FAX:						225/219-3868
Email Address:				diane.snyder@la.gov
		

LOAN CONTACTS:				Karyn Andrews
PHONE:					225/219-3886
Email Address:				karyn.andrews@la.gov
						Steven Sommers
PHONE:					225/219-3889
Email Address:				steven.sommers@la.gov


DEQ ENGINEER:				Will Barlett
PHONE:					225/219-3949
FAX:						225/219-3971
Email Address:				will.barlett@la.gov
 
Please forward all payment requests and rebudget requests to:
Department of Environmental Quality
Office of Management and Finance
P. O. Box 4303
Baton Rouge, LA   70821-4303
Attention:  Diane Snyder

If you would like me to look over the request prior to mailing, please fax a copy to my attention at 225/219-3868.

Physical Address
602 N. Fifth Street
Baton Rouge, La.  70802*

*Postal mail will not be delivered to the street address.


PROCEDURES FOR SUBMITTING PAYMENT REQUESTS

1. Submit one (1) original of the payment request, Form RF-105, with proper signatures.  Also, attach two (2) complete sets of supporting documents (invoices, etc.) (See Attached Sample)
2. Submit a cover sheet/breakdown of expenses broken down by each line item. (See Attached Sample)
3. In the first column of the payment request, Form RF-105, under Budget Amount list each line item with the budget amount.   
4. In the second column under Amount Previously Paid you will carry over the totals listed on the previous payment request under the last column Totals. Please be sure to utilize any corrected/revised amounts from the last request, which have been done by our office.
5. In the third column Amount Requested enter the amounts you are requesting on this payment.  
6. The last column Totals will be the combined Amount Previously Paid and Amount Requested which is a cumulative amount reflecting all prior amounts paid. The Totals column amount must stay within the budgeted amount or a rebudget (Form RF-107) will need to be submitted and approved by DEQ before further payments can be processed. (See Attached Sample of Form RF-107, Rebudget.  
7. In the case of multiple construction contracts, you will need to use a second page (Form RF-105) and use a separate column per construction contract with the name and number of the construction as the heading of the column.  You will only reflect money requested for construction in these columns as shown on the sample.


















LOAN PROGRAM FORMS AND CHECKLISTS

RF-121 CHECKLIST
This is a list used by the Payment Analyst to track required documents.  Delays in submitting these documents may sometimes hamper the processing of the payment request causing a delay in issuance of the check.

RF-105 PAYMENT REQUEST FORM
Please make changes as needed to this form to conform to your loan.  The enclosed sample is in a format that is most clear for processing.  Please include with your submittal a cover letter that breaks down the individual items being requested.  Please submit one (1) original payment request along with two (2) complete sets of invoices.  Obtain the necessary signatures and forward the original request and invoices to the address shown on the contact page of this packet.

RF-107 REBUDGET REQUEST FORM
This form is to be used when requesting any changes in the amounts of the individual line items of the loan, not the total amount of the loan.  Please include all line items rather you are requesting a rebudget for that line item or not.  Please state the reason for the rebudget where indicated on the form.  Obtain the necessary signatures and forward the original to the address shown on the contact page of this packet.  After approval by DEQ, you may submit a payment request using the new amounts.




CLEAN WATER CHECKLIST
RF-121

Project Name: ___________________ Project No.:________________ 

Contract No.: _______ Contractor: ____________________________________

ITEMS AT THE CONTRACT LEVEL
Before Any Construction Payment Can Be Made:
________  Award Letter		Date of Document ________		
________  Executed Contract	Date of Document ________
________  Payment Bond		Date of Document ________
________  Performance Bond	Date of Document ________
________  Insurance Certificate	Date of Document ________
________  Notice to Proceed	Date of Document ________
________  Final site certificate	Date of Document ________

By The Final Construction Payment:

________  Final Inspection Performed (letter in file)   Date _________

________  Clear Lien   Date  __________   

________  Substantial Completion Certificate (initiated by recipient)                                              
                   Date  ________

Eligible Contract Amount_____________________________________
Change Order No.:______ New Eligible Amount__________________

 








EFT Deposits

Anyone can have their payments EFT deposited.  You will need to complete the paperwork by clicking  
link below and follow the directions on the flyer.  DEQ is not a statewide accounting system, and another state agency handles that system.  We do not generate the checks, and so DEQ cannot set up the EFT vendors.  You will have to direct all questions to the state agency on the flyer.  Just complete the form and mail it to the address on the flyer.

http://www.doa.louisiana.gov/osrap/EFTforWebSite.pdf
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