Metropolitan Washington Airports Authority
INSTRUCTIONS FOR COMPLETING
THE INVOICE ATTACHMENT FORM (EXHIBIT J)

USE AUTHORIZED FORMS

Use only Authority approved forms to file monthly Invoice Attachment Form. Do not change or
amend the Authority approved form in any manner. Authority approved forms are available on hard
copy or diskette from the EOP Specialist assigned to the contract. Note that all subcontractors are to
be listed on the Invoice Attachment Form. Also, note that some entries are required that apply only to
the sum of LDBE contracts. To facilitate accuracy in reporting, it is recommended that LDBE
subcontractors be listed first and a subtotal appear in each of the four sub-columns that comprise the
"Monthly Contract Information" section of the report.

REPORT ALL LDBEs EVERY MONTH

Every LDBE firm whose contract is counted toward achievement of the participation requirement

must appear on the Invoice Attachment Form every month. If there is no invoice activity for an LDBE

in any given month, enter "0" in the column, "Amount this Invoice". Note that all other information

must be entered, must be current and correct.

LEDGER PORTION

A. Name, Location & Description of Work — For all subcontractors, enter the subcontractor's
name, location (city, state and zip code) and description of work. For LDBEs, these entries
must be the same as comparable information appearing on the Letter of Intent and the
Contract Participation Form.

B. Classification of Subcontractor(s)

Only those subcontractors who meet the LDBE eligibility requirements may be classified as
LDBEs on the Invoice Attachment Form.

Assign classifications as follows:

1. LDBE-Place an "X" in this column only if the subcontractor is an Authority certified
LDBE.
2. MBE-Place an "X" in this column if the subcontractor is also a minority-owned

company, regardless of their size. This classification should also be used for
subcontractors who have submitted a certification application but have not yet been
certified. Once certification has been achieved, such firms should be classified as
both MBE and LDBE. This column is also used to calculate Voluntary Participation of
Minority-owned firms. Thus, a subcontractor can be classified as both LDBE and
MBE, or, just MBE.

3. WBE-Place an "X" in this column if the subcontractor is a woman-owned company
regardless of their size. This classification should also be used for subcontractors who
have submitted a certification application but have not yet been certified. Once
certification has been achieved, such firms should be classified as both LDBE and
WBE. This column is also used to calculate Voluntary Participation of woman-owned
firms. Thus, a subcontractor can be classified as both LDBE and WBE, or just WBE.
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4, Other-Place an "X" in this column for all subcontractors who cannot be classified as
either LDBE, MBE or WBE.

C. Original Subcontract Amount

Enter the original subcontract amount. For LDBES, this must be the amount submitted on the
LDBE's Letter of Intent and approved by the Authority.

D. Current Subcontract Amount

Enter the current subcontract amount. If this amount is the same as the entry in "Original
Subcontract Amount", enter it. For LDBEsS, if this amount is different that the amount entered
in "Original Subcontract Amount”, a Revised Letter of Intent must be on file with and
approved by the EOP Specialist. It is recommended that Revised Letters of Intent be
submitted with the Invoice Attachment Form that initially reports the New Contract amount.

E. Total Payments to Date
Enter the sum of payments that have been made to that subcontractor as of the date of the
report. Note that this column should not contain diminishing amounts, i.e., a succeeding
month's entry lower than the preceding month's entry. If this occurs, the Authority may
request an examination of additional records to verify the correct amount.

F. Amount of This Invoice
Enter the amount of the subcontractor's invoice being submitted with this report.

G. Percentage Amount Complete
Enter the percentage that equals the progress of that subcontractor's work.

H. Percent LDBE
This entry depends upon the type of contract and terms stated in the solicitation. The
percentage for non-LDBESs is always "0". Thus, if the subcontractor does not meet the
requirements stated above to be classified as a LDBE, the percentage entered in this column
must be "0".

. Totals

Fill out totals as follows:

1. SUBCONTRACTOR TOTALS - Totals for all subcontractor data reported on the
Exhibit J form.

2. PRIME CONTRACTOR TOTAL — Portion of invoice attributed to work performed by
prime contractor. (May include payments to non-LDBE/MBE/WBE suppliers that are
not listed in the subcontractor section of the Exhibit J from.)

3. TOTAL THIS INVOICE — Sum of the Subcontractor Total and Prime Contractor Total
for the current invoice. Must match the amount of the invoice.
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TOP PORTION OF INVOICE ATTACHMENT FORM

A.

Original Contract Amount

Enter the original amount of the Prime's Contract.

Payments Received

Enter the sum total of payments received as of the date of the report.
Current Contract Amount

Enter the current amount of the Prime's Contract.

Retainage Withheld

Enter the amount of retainage withheld. If none, enter 0.

Invoice Period

Enter the month being reported, i.e. January 1 to January 31, 2000.
Date Submitted

Enter the date the report is submitted to the Authority.

Actual LDBE Participation to Date $

Enter the sum of Total Payments to LDBEs.

Current Scheduled LDBE Participation $

Enter the sum of Current Subcontract Amounts reported for LDBEs only, i.e, do NOT
include current subcontract amounts for non-LDBEs even though they appear in the ledger
portion of the report.

Total Original Contracted LDBE Participation $
Enter the dollar amount of the original LDBE participation requirement of this contract.
Percentage Original Contracted Participation

Enter the percentage of required LDBE participation for this contract.
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