Nebraska Department of Transportation
Transit Invoice Guidance Manual Summary of Revisions

Following is a summary of the changes made to the NDOT Transit Invoice Guidance Manual from initial
issuance in July 2024 through February 2025.

1 Introduction and Administrative Overview

142 Deposit Slips and Checks

e Clarification was provided regarding bank statements or bank deposit slips as an acceptable
form of documentation when submitting invoice reimbursements.

2 Operating Revenue (Worksheet 1A)

212 Sponsored Fares (Organization-Paid Fares)

e Added more detail and clarification regarding sponsored fares.
3 Local Match (Worksheet 1B)

e Added clarification regarding qualified sponsored fares.

36 Qualified Sponsored Fares

e Changed title from Human Services Agency to Qualified Sponsored Fares and added
clarification and detailed information about sponsored fares.

37 Required Supporting Documentation

e Added the word “one” to the sentence clarifying that one of the three forms of documentation
is required for local match requests for reimbursements.

4 Personnel Expenses (Worksheets 2A and 3A)

43 Leave Time Requirements

e Added additional information regarding leave time benefits should an employee resign.

5 Vehicle Expenses (Worksheets 2B and 3B)
51 Operating (Worksheet 2B)

e Added content to include oil filters and purchasing oil in bulk.

6 Other Non-Operating and Capital Expenses
(Worksheet 3C)

6.2 Administrative Support

e Added CTAA memberships as an allowable reimbursement.
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6.3

Marketing

Added to content that a photo of the vehicle wrap is required when requesting reimbursement.

6.6 Non-Allowable Expenses

7

7.1

83

Added CTAA acronym to content.
Rural Transit Assistance Program (RTAP)

Added CTAA acronym to content.

Reimbursement Guidelines

Removed sentence regarding in-state travel for conferences where pre-approval is required.

Nebraska Transit Portal — Invoice Dashlboard

Worksheet 1A: Operating Revenue

Revised content to clarify sponsored fares.

Worksheet 1B: Local Matching Funds

Revised content regarding local match and sponsored fares.

835 Required Supporting Documentation

85

852

Added the word “one” to the sentence clarifying that one of the three forms of documentation
is required for local match requests for reimbursements.

Worksheet 2B: Operating Expenses (Fuel or Oil Changes)

Oil Changes Expenses

Added content to include oil filter and purchasing oil in bulk.
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