
Introduction to Grant/Cooperative 
Agreement Invoicing Process Webinar



• Invoice Submission Process
• Standard Forms
• How to Complete the SF 270 & SF 425
• How to Complete the Invoice Excel Template
• Navigating Delphi
• Questions
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Agenda



• Complete the SF 270 (demo ahead)
• Complete the Invoice Excel Template (demo ahead)
• Submit both documents and any financial supporting information to the 

DOT Grant POC for review via email FIRST
• After you receive the confirmation email to upload the invoice package 

into Delphi – upload it into Delphi for final approval/processing payment 
(demo ahead)
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Invoicing Process



Let’s Review 
Invoicing Forms



• SF 270
• SF 425

Two Main Standard Forms
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Standard Form 270 Invoice Reimbursement
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US DOT

UEI FAIN
Typically, 1 month

Entity Name & Address



Standard Form 270 Invoice Reimbursement

IFACGP

0
a. Total Outlays to date
b. Program Income: 0
c. Net program outlays (a-b)
d. Requesting Advance payment: 0
e. Total (sum of c  & d) (click & it 

will populate)
f. Non-fed amount
g. Fed Share amount - line e
h. Fed payments previously 

requested
i. Fed share now requested – click & 

the form will do the math; that will 
be the amount of this current 
invoice.

Must be signed
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Standard Form 425 Quarterly Report
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Fill in all red boxes US DOT FAIN

UEI

Quarter end date
Dates of quarter

10. Transactions
a. Cash Receipts
b. Cash Disbursements
c. Cash on hand: 0
d. Total grant amount
e. Expenditures (same as line a)
(i). Recipient Share...



Standard Form 425 Quarterly Report

Fill in all applicable 
and red boxes and sign
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Invoice Excel Template
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Invoice Excel Template Continued
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Invoice Excel Template Continued
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The spreadsheet is a tool to help us navigate your invoice 
submission. It is not an OPM Standard Form. If you want to 
make changes to the template, just discuss with GMS and be 
aware of the formulas. If you have any questions navigating the 
spreadsheet, please reach out to your program GMS.



Navigating Delphi

*First, be sure you received the registration email and 
confirmed your login. For everyone who has a fully-
executed Cooperative Agreement and FAIN (Federal Award 
Identification Number), you should've received that email. 
If you have not, please send me an email after this 
presentation. If your Cooperative Agreement has not been 
fully executed yet, don't worry.
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https://delphihome.esc.gov/HomePage/index.html


Navigating Delphi

U.S. Department of Transportation 14

https://delphihome.esc.gov/HomePage/index.html


Using Delphi
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PO=FAIN
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*You will not 
have multiple 
units for this 
award.
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Please name the invoice Month/year
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Dates of invoice period
*Not actual PoP
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• Complete the Invoice Excel Template
• Complete the SF 270
• Submit documents and any supporting information to DOT Grant POC for review

via email first

• After you receive the confirmation email to upload invoice package into 
Delphi – go ahead and upload into Delphi for final approval/processing/payment

• Submit Standard Reporting Forms (SF 425) at the required interval (Due NLT 30 
days after end of each fiscal quarter)
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DOT Invoicing Process Review



• Your GMS POC may ask for additional explanation, notes or 
documents to understand and support the invoice submission

• 2 CFR 200 new Single Audit Requirement award threshold is $1M – you 
will provide DOT with a copy when completed

• Desk Review by DOT GMS will occur within the first 6 months

• You will receive a webinar follow-up email with links to presentation, pdf, and 
all forms necessary
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Points of Note



• Learn Grants | Grants.gov
• ESC: Delphi Home Page – Home  (https://einvoice.esc.gov/ )
• ESC: Delphi eInvoicing System - Grantee Training
• VendorUserReferenceGuide.pdf (esc.gov)
• eCFR :: 2 CFR Part 200 -- Uniform Administrative Requirements, Cost 

Principles, and Audit Requirements for Federal Awards
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Additional Resources/Links

https://grants.gov/learn-grants
https://delphihome.esc.gov/HomePage/delphi.html
https://einvoice.esc.gov/grantee.html
https://einvoice.esc.gov/docs/VendorUserReferenceGuide.pdf
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200


Build America Bureau
202.366.2300

BuildAmerica@dot.gov 
https://www.transportation.gov/BuildAmerica

Email: 
BuildAmericaBureauGrantsInfo@dot.gov
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mailto:BuildAmerica@dot.gov
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