[bookmark: _Toc240983817]Reimbursement Request Process
· [bookmark: _Hlk240968788]Reimbursement requests may be submitted for eligible LSSIP projects not more frequently than quarterly, following the state fiscal calendar year (July 1 – June 30). Project Sponsors are permitted to submit one reimbursement per quarter for eligible engineering and/or construction expenses and each reimbursement may include one or multiple invoices. 

	Q1
	July, August, September

	Q2
	October, November, December

	Q3
	January, February, March

	Q4
	April, May, June



· Invoices must be itemized; non-itemized statements are not acceptable. All invoices must clearly identify all LSSIP expenses and match amounts submitted in the reimbursement request. Additional documentation can be submitted to support, but not replace, actual invoices.  
· A project reimbursement of eligible expenses is counted towards a quarter based on the date the request is submitted by email to DOTLSSIPWebSystem@dot.wi.gov.  Reimbursement requests may be for costs that Project Sponsors have incurred or expended, meaning portions of the project do not need to be completed prior to requesting reimbursement. Incurred costs are items that a Project Sponsor has become obligated to pay for, even if payment hasn't happened yet, while expended costs have been paid prior to the reimbursement request.
· Project Sponsors may pay invoices in advance or, if timing permits, defer payment until after receiving reimbursement funds. Once a reimbursement request is submitted, additional requests cannot be submitted or processed until the following quarter.
· If WisDOT or a federal or other state agency having jurisdiction determines that any material or work is deficient for whatever reason, Project Sponsor shall require the replacement of whatever materials, or the correction of whatever work is necessary to cure the deficiency. Project Sponsors shall not use any WisDOT grant funds as provided for in LSSIP to pay for the replacement or correction required. There may be exceptions to the list of eligible and ineligible improvements. To confirm eligibility, contact the LSSIP Statewide Program Manager for more information. 
· Should any element of cost billed on an invoice be questioned by WisDOT as to its eligibility, WisDOT will hold reimbursement for that cost item until questions concerning the cost item are resolved to the satisfaction of WisDOT.
· LSSIP projects will be reimbursed at 90% of incurred costs up to the initial project award amount total or 90% of the final project costs, whichever is less. The total of all approved reimbursements cannot exceed 90% of the total eligible project costs. Project Sponsors are responsible for all costs beyond the maximum award amount. The funding scenarios shown below illustrate the end cost shares based on final project costs.

[image: ARIP funding scenario graphic that illustrates a $100,000 project with 90% state funding and what occurs if the final project costs are above or below the initial award amount.]
· Project Sponsors must use email DOTLSSIPWebSystem@dot.wi.gov to submit reimbursement requests and include the required documentation as outlined below based on the project scenario or phase. 
· Some documents are only required for the first reimbursement and will be kept on file to reference for subsequent reimbursement requests.
· Documents Checklist for:
· Every Reimbursement
· Reimbursement Request Form (DT1713)
· Engineer Attestation (DT2369)
· Invoice(s)
· First Construction Reimbursement
· All documents above 
· Advertisement for Bid and Affidavit of Publication
· Board Meeting Minutes or Bid Tab/Bid Award Notice
· If Applicable:
· Approved Exception to Standards Form
· Miscellaneous (e.g. DNR/Historical Society Permits)
· Project Completion Reimbursement
· Reimbursement Request Form (DT1713)
· Engineer Certification
· Final Invoice(s)



· Every reimbursement request must include an attestation by a certified engineer in order to be considered for reimbursement. The attestation shall confirm that the work contained in the reimbursement request was executed in accordance with the project scope, all applicable Wisconsin Administrative Code (Trans Code) and statutory requirements, and commonly accepted industry standards. 
· If the Project Sponsor has a certified engineer on staff, that individual can provide the attestation. If not, Project Sponsors may contract an outside firm to provide an attestation. Any fees incurred during this contracting process would be eligible for reimbursement, provided those fees occurred after receipt of an executed SMA for the project.
· Following WisDOT approval and payment authorization, and in the absence of any issues, a Project Sponsor should expect reimbursement within 30 business days. Program noncompliance can jeopardize reimbursement. 
· The reimbursement request process flow is shown below. 
[bookmark: _Toc240983819]                         
Contact Information 
For further questions regarding the Local Small Structures Improvement Program, please contact:
· Merrill Mechler-Hickson, Local Programs & Finance Section Chief, via email at merrill.mechlerhickson@dot.wi.gov or via phone at (608) 261-8977. 
· Nou Ye Yang, LSSIP Statewide Contract Manager, via email at nouye.yang@dot.wi.gov or via phone at (608) 267-7345.


[bookmark: _Toc240983826]Appendix A: Sample Advertisement for Bid and Affidavit of Publication
[image: Wisconsin Department of Transporation logo]2026-2027 LOCAL SMALL STRUCTURE IMPROVEMENT PROGRAM (LSSIP) 
UPDATED: OCTOBER 20, 2026
[image: Wisconsin Department of Transporation logo]2026-2027 LOCAL SMALL STRUCTURE IMPROVEMENT PROGRAM (LSSIP) 
UPDATED: OCTOBER 20, 2026
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[image: Image of an example of an affadavit of publicaiton]
[bookmark: _Toc240983827]
Appendix B: Sample Engineer Attestation (DT2326)
[bookmark: _Appendix_D:_WisDOT]
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[image: Engineer Attestation Form]
[bookmark: _Toc240983828]
Appendix C: Sample Engineer Certification
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[image: graphic image of a completed engineer's certification]
[bookmark: _Toc240983829]Appendix D: Sample Reimbursement for Request Form (DT1713) 

[image: Reimbursement Request, Programs Using Local Let Contract (LLC) Process, DT1713]
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Appendix E: Sample Reimbursement for Request Form (DT1713) 
                       For Project Completion

[image: Reimbursement Request, Programs Using Local Let Contract (LLC) Process, DT1713]

PS


CM


PM


PA


The Project Sponsor initiates the reimbursement request


The Contract Manager verifies all required documents are attached and reviews for accuracy


The Program Manager does a final check of the project


The Program Administrator signs off for payment
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STATE OF WISCONSIN }
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NOTARY PUBLIC
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REIMBURSEMENT REQUEST

Wisconsin Department of Transportation

PROGRAMS USING LOCAL LET CONTRACT (LLC) PROCESS

oTITIE 62020

WisDOT Project 1D Number

Date Form Prepared

LSXXXXX 1012012026
Project Tile iy N Leter County
Structure ID: VXXXXXX CVT’s County
Project Limits Muricipaity/Local Sponsor
CVT in Wisconsin
Project Description Name of Person Vho Prepared This Form
t Last Name
Wame of Gontractor or Gonsulant Fow Wany Previous Reimbursement Requests Have | Mark Here [T This s The
Contractor A Been Made for This Project? Final Request
of1H203 @ s
Quantity | tem Description ‘Quantity Price: Amount
1 Engineer Attestation DT2370 NIA
1 Contractor A Invoice #1212 $20,089.60 $20,089.60
1 Engineering Firm Invoice if used # 11154 $5,022.40 $5,022.40
Additional f required:
1 Advertisement for Bid and Affidavit of Publication
1 Board Meeting
1 Bid Tab
Bid Award Notice
Exception to Standards
Miscellaneous (e.g. DNR/Historical Society Permits)
Project Completion:
Final Contractor Invoice
Final Engineering Firm Invoice if used
Project Completion Engineer Certficate
T Total Amount of This Request §25,112.00
2 Subtract Any Nor-Paricpatig’ Hems $0.00
3 TotalCost of Paticpating’ Hems §25112.00
] Wltily By Maximum Paricpation x90%
5 Participating Share of This Request $22,600.80
' Total Partcipating Amount Peviously Requested $0.00
7 Add Lines Sand 6 $22,600.80
' Maximum Dolar Amount of Paricipaton on This Prajct (From Praect Agresmeri) $92,148.75
9 IfLine 81 reater han fne 7, then enfer zero I Line 81 less than ine 7, then enter diflerence here. $0.00

Subiract Line  from Line 5 and enter the amount here. This amount is owed to your agency.

$ 22,600.30

= Partcpating Gosts are costs elgibl fo State or Federal cost sharing and approved for inclusion in s project.

WisDOT PAYMENT APPROVAL

Purchase Order Number

Date Received

Date Approved

indicaie Type of Payment
(0 Partial [ Final

‘Amount Approved

Signature of Dstict Representaiive

Signature of Burea of Fnancial Senvices Representaiive

“Attach supporting documents and return this form to the appropriate WIsDOT Region Office.
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REIMBURSEMENT REQUEST

Wisconsin Department of Transportation

PROGRAMS USING LOCAL LET CONTRACT (LLC) PROCESS

DTITI3 62020

WSDOT Project 1D Number Date Fom Prepared
LSXXXXX 1012012026
Project Tile iy N Leter County
Structure ID: VXXXXXX CVT’s County
Project Limits Muricipaity/Local Sponsor
CVT of Wiscon:
Project Description Name of Person VWho Prepared This Form
First Last Name
Wame of Gontractor or Gonsulant Fow Wany Previous Reimbursement Requests Have | Mark Here [T This s The
Contractor A Been Made for This Project? Final Request
HoO1®2@3@4EsE ]
Quantity | tem Description ‘Quantity Price Amount
Engineer Attestation DT2370
Contractor A Invoice
Engineering Firm Invoice if used
Additional f required:
Advertisement for Bid
Board Meeting Minutes
Bid Tab
Bid Award
Exception to Standards
Miscellaneous (e.g. DNR/Historical Society Permits)
Project Completion:
1 Final Contractor Invoice - #31212 $32,200.00 $32,200.00
1 al Engineering Firm Invoice if used # 31154 $2,500.00 $2,500.00
1 Project Completion Engineer Certificate NIA
T Total Amount of This Request $34700.00
2 Subtract Any No-Paricipatig’ Hems 50.00
3 Total Cost of Partcpating’ Hems $34,700.00
 Wlily By Maximum Paricipation %90 %
5. Participating Share of This Request $31,230.00
' Total Partcipating Amount Peviousy Requested $68,006.70
7 Add Lines Sand 6 5.00
5 Waximum Dolar Amount of Paricipaton an This Prajct (From Praect Agreemeri) $92,148.75
9 IfLine 81 reater han fne 7, hen enfer zero I Line 8 s less than ine 7, then enter diference here. $0.00
10 Sublract Line §from Line 5 and enter the amount here. This amount s owed to your agency. $24,142.05
* Paricipating Gosts are costs ligiol fo State or Federal castsharing and approved forinclusion i fis project
WisDOT PAYMENT APPROVAL
Purchase Order Number
Date Received Date Approved
indicate Type of Payment “Amount Approved
[0 Partial [®] Final
Signature of Distict Representative Signature of Bureau of Financil Services Represeriative

“Attach supporting documents and return this form to the appropriate WIsDOT Region Office.
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The following funding scenarios are based on a $100,000 project.

Total Project Costs $ 100,000
Local Sponsor Portion  $ 10,000
WisDOT Portion $ 90,000 Maximum award amount and 90% funded

If final project costs are above intial awarded project amounts:

Total Project Costs $ 120,000
Tocal Sponsor Portion _ § 30,000
WisDOT Portion $ 90,000 Maximum award amourt

If final project costs are below
Total Project Costs $ 80,000

Tocal Sponsor Portion  § 8,000
WisDOT Portion $ 72,000 Maximum of 0% funded

‘awarded project amounts:
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