
NVTA Financial Working Group 

Fairfax Department of Transportation 

4050 Legato Road, Suite 400 

Fairfax, Virginia 22033 

Thursday, April 3, 2014 

1:00 p.m. 

 

I. Introductions 

 

II. Approval of Summary of March 6, 2014, Meeting  

 

III. Status of Preparation for Sale of Bonds 

A. Summary of On-going Activities 

 i. RFP for Line of Credit 

B. Schedule for Future Activities 

C. Status of Items Required from Jurisdictions/Implementing Agencies 

 

IV. Other Topics for Discussion  

A. Projects Agreements between NVTA and Jurisdictions/Implementing Agencies 

i. Status of Approvals of MOA for Transferring Funding to Local Governments 

and/or Implementing Agencies 

ii. Status of Approvals of MOA between Counties and Towns 

iii. Specific Project Agreements between NVTA and Implementing Agencies 

1. Preparation for April 17 NVTA Meeting 

iv. Status of Discussions of MOA between VDOT/DRPT and NVTA 

B. Discussions on Revenue Estimates for FY 2014, FY 2015 and FY 2016 

i. Report from Subcommittee and NVTA Staff 

C. Status of Project Cash Flow Information 

D. Status of Scheduling WMATA and VRE Subcommittee Meeting 

E. Identification of Additional Items for Discussion 

F. Date for Subcommittee Meeting to Discuss “Long-Term Benefit” Definition 

 

V. Update on Revenues Collected 

 

VI. Items to Refer to Other Working Groups 

 

VII. Summarize Recommendations Made by Working Group for the April 17, 2014, NVTA 

Meetings; Additional Information Requirements; Persons Responsible for Securing 

Information; and Direction to Staff Coordinators 

 

VIII. Next Meeting 

 

IX. Adjourn 



Northern Virginia Transportation Authority Financial Working Group 
March 6, 2014 

Minutes from February 5, 2014 were unanimously approved. 

Status of Preparation for Sale of Bonds – Mike Longhi 
 - Line of Credit RFP is finalized and ready to release 
 - would like to receive 3 actuals from 1993 to most recent (estimate and actuals)  
              up to the end of March for Transient Occupancy Tax, Grantor’s Tax, Sales Tax  
    collections from each jurisdiction 
 
Status of NVTA 30% 
 - Fairfax County has received their initial distribution 
 - Some towns are awaiting actions to take place and will have soon 
 - Contact Mike Longhi if you have any questions 
 
Agreement for 70% funds 

- Covered agreement and the updates contained within draft (strike through    
  denotes changes) 
- Changes 

1. Page 2 – 6 clause – speaks to recipient 
2. Page 7 – paragraph 17 – did not want anyone to think that NVTA will be 

obligated to operate or maintain.  Expressed in the beginning of paragraph 
17 

3. Page 11 – Item C 
a. Speaks about termination and cause.  NVTA will only terminate 

for misuse or lack of appropriation. 
b. Page 12:3 – speaks to recipient terminating agreement. 
c. Everyone is advised to read through entire section C before 

document is sent to NVTA.  If no problems, then it will be 
submitted. 

4.  Discussion on Appendix A – recommending to attach NVTA project 
description form and if you amend project, then the amendment can be 
attached.  Amendments of the project, such as a request for additional 
funds will need to go through an Authority approval process. 

5. Appendix B 
a. Need to break out what is financed from NVTA and PayGO 

projects 
b. Top is project cost per category 
c. For most projects it will be one or the other but some may have 

both 
d. For FY14 and FY15, need to break out section 3 by month 
e. FY16 – FY18 by QTR 
f. Recommendation to add Tab that shows “Draw” request log and 

also to eliminate one signature block 
6. Appendix C – used to request reimbursement from NVTA 



a. 2nd paragraph, 3rd line still states TBD on business days. Still in 
discussion. 

b. Discussion of this issue – Tom Biesiadny spoke about when 
NVTA reimburses funds and length of days for recipient to pay 
contractors.  If the funds are turned around in 5 days there is less 
paperwork then if you hold the funds for 10 days.  May be best 
interest of government to pay contractor up front and then seek 
reimbursement from NVTA. Overall agreement that the 
expectation should be 5 days. 

7. Required with the “Form of Requisition” is either “Detailed PayGo 
Request” or “Detailed Financed Request” form. 

a. Must attach invoices 
b. Questions/Suggestions 

i. Remaining project balance – what has been approved vs. 
what has been requested – Change this to remaining budget 

ii. Recommendation to make our Index number correlate to 
contractor’s invoice 

iii. Question concerning the difference in Design Work and 
Engineering – Page 3, A 3 provides details. Information 
came from VDOT definitions 

iv. Important to understand page 5 section 8 
v. What documentation is needed for staff time?  

Certification/statement from recipient 
8.  If NVTA approves – will look to start individual agreements 

Discussed MOA between VDOT/DRPT 
 - Read through some of the major changes 
 - Goal is to take back to Authority in April 
 
Revenue Estimates – Mike Longhi 
 - Covered Revenue subcommittee notes 
 - Need to hear from Arlington and Alexandria specifically about updates to  
    Revenue estimates for 2014.  Rates for 2015 and 2016 – try to have by March  
              18, 2014. 
 - Next meeting is on March 24, 2014 
 
WMATA 
 - Need to schedule WMATA subcommittee 
  - Will schedule by end of March 
 - Goal is to cover Metro first and then any VRE questions 
 
Discussed Long-Term Benefits subcommittee 
 - Names given to Tom Biesiadny and will forward information 
 
Next Meeting – Thursday, April 3, 2014 
 



 

 

 Standard Project Agreement for Funding and Administration 

 between 

 Northern Virginia Transportation Authority 

and 

_____________________________________  

(Recipient Entity) 

 

 

NVTA Project Number: _____________________________________ 

 

 This Standard Project Agreement for Funding and Administration (“this 

Agreement”) is made and executed in duplicate on this_____ day of ______________, 

20__, as between the Northern Virginia Transportation Authority (“NVTA”) and 

____________________________________________________ (“Recipient Entity”).  

WITNESSETH 

 WHEREAS, NVTA is a political subdivision of the Commonwealth of Virginia 

created by the Northern Virginia Transportation Authority Act (“the NVTA Act”), Chapter 

48.2 of Title 15.2 of the Code of Virginia, as amended; 

WHEREAS, Section 15.2-4830(4) of the Code of Virginia authorizes NVTA to 

enter into project agreements with certain statutorily designated entities for the provision 

of transportation facilitates and services to the area embraced by NVTA;  

WHEREAS, Section 15.2-4838.01 of the Code of Virginia authorizes NVTA to 

use funds from a fund established pursuant to that Code section (the “NVTA Fund”)  in 

order to assist in the financing, in whole or in part, of certain regional transportation 

projects in accordance with Code Section 15.2- 4838.1; 

WHEREAS, the NVTA Fund provides for the deposit therein of certain dedicated 

revenues and other funds appropriated by the Virginia General Assembly; 

WHEREAS, Section 15.2-4838.1 of the Code of Virginia authorizes the use of 

funds from the NVTA Fund and the use of proceeds from NVTA debt issuances (“NVTA 

Bond Proceeds”) to be used by NVTA solely for transportation purposes benefitting 

those counties and cities embraced by NVTA; 

WHEREAS, the Project set forth and described on Appendix A to this Agreement 

(‘the Project”) satisfies the requirements of Virginia Code Section 15.2-4838.1; 
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WHEREAS, the Project is to be financed, as described in Appendix B, in whole 

or in part, by funds from the NVTA Fund and/or from NVTA Bond Proceeds, is located 

within a locality embraced by NVTA’s geographical borders, or is located in an adjacent 

locality, but only to the extent that any such extension is an insubstantial part of the 

Project and is essential to the viability of the Project within the localities embraced by 

NVTA; 

WHEREAS, ________________________ formally requested that NVTA provide 

funding to the Project by timely submitting an application for NVTA funding in response 

to NVTA’s call for projects; 

 WHEREAS, NVTA has reviewed ________________________’s application for 

funding and has approved ________________________’s administration and 

performance of the Project‘s described scope of work; 

 WHEREAS, based on the information provided by ________________________, 

NVTA has determined that the Project complies with all requirements of the NVTA Act 

related to the use of moneys identified in Virginia Code Sections 15.2-4838.1.A,C.1 and 

all other applicable legal requirements; 

 WHEREAS, the funds to be provided by NVTA described in Appendix B have 

been duly authorized and directed by ____________________________ to finance the 

Project; 

 WHEREAS, NVTA agrees that _____________________________ will design 

and/or construct the Project or perform such other specific work for the Project and 

________________________ agrees that it will perform such work on the terms and 

conditions set forth in this Agreement and the Appendices appended thereto; 

 WHEREAS, both parties have concurred in the 

__________________________’s administration, performance, and completion of the 

Project on the terms and conditions set forth in this Agreement and its Appendices and 

in accordance with all applicable federal, state, and local laws and regulations; and 

 WHEREAS, NVTA’s governing body and _______________________’s 

governing body have each authorized that their respective designee(s) execute this 

agreement on their respective behalf(s) as evinced by copies of each such entity’s 

clerk’s minutes which are appended hereto as Appendix E;.  

NOW THEREFORE, in consideration of the promises made mutual covenants, 

and agreements contained herein, the parties hereto agree as follows: 
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A. Recipient Entity’s Obligations 

           ________________________shall: 

l. Complete or perform all said work as described in Appendix A, 

advancing such work diligently and ensuring that all work is 

completed in accordance with all applicable federal, state, and local 

laws and regulations, and all terms and conditions of this 

Agreement.  

2.        Ensure that all work performed or to be performed under this 

Agreement is in accordance with the Project Description Sheets 

attached to Appendix A and complies with Va. Code Ann. Sections 

15.2-4838.1(A) and C(1). 

3. Perform or have performed, and remit all payment requisitions and 

other requests for funding for design and engineering, including all 

environmental work, right-of-way acquisition, construction, contract 

administration, testing services, inspection services, or capital asset 

acquisitions for the Project, as is required by this Agreement and 

that may be necessary for completion of the Project. 

4. Not use the NVTA funds specified on Appendix B to pay any 

Project cost if the NVTA Act does not permit such Project cost to be 

paid with NVTA funds. 

5.        Recognize that, if the Project contains “multiple phases” (as such 

“multiple phases” are defined for the Project on Appendix A), for 

which NVTA will provide funding for such multiple phases (as set 

forth on Appendix B), NVTA may not provide funding to 

________________________ to advance the Project to the next 

phase until the current phase is completed. In any circumstance 

where ________________________ seeks to advance a Project to 

the next phase using NVTA funds, ________________________ 

shall submit a written request to NVTA’s Executive Director 

explaining the need for NVTA’s funding of an advanced phase. 

NVTA’s Executive Director will thereafter review the circumstances 

underlying the request in conjunction with Appendix B and NVTA’s 

current and projected cash flow position and make a 

recommendation to NVTA whether to authorize the requested 

advance phase funding. Nothing herein, however, shall prohibit 

________________________ from providing its own funds to 
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advance a future phase of the Project and from requesting 

reimbursement from NVTA for having advance funded a future 

phase of the Project. However, ________________________ 

further recognizes that NVTA’s reimbursement to 

________________________ for having advance funded a Project 

phase will be dependent upon NVTA’s cash flow position at the 

time such a request for reimbursement is submitted and to the 

extent that any such advanced funding is consistent with Appendix 

B. 

6. Acknowledge that NVTA’s Executive Director will periodically 

update NVTA’s project cash flow estimates with the objective 

toward keeping those estimates accurate throughout the life of the 

Project. ________________________ shall provide all information 

required by NVTA so as to ensure and facilitate accurate cash flow 

estimates and accurate updates to those cash flow estimates 

throughout the life of the Project as described in Appendix B. 

7.        Provide to NVTA requests for payment consistent with Appendix B 

and the most recently approved NVTA cash flow estimates that 

include NVTA’s standard payment requisition(s), containing 

detailed summaries of actual project costs incurred with supporting 

documentation as determined by NVTA and that certify all such 

costs were incurred in the performance of work for the Project as 

authorized by this Agreement. Each payment requisition shall be in 

substantially the same form as set forth in Appendix C of this 

Agreement. If approved by NVTA, ________________________ 

can expect to receive payment within twenty (20) days upon receipt 

by NVTA.  Approved payments may be made by means of 

electronic transfer of funds from NVTA to or for the account of 

________________________.  

8. Promptly notify NVTA’s Executive Director of any additional project 

costs resulting from unanticipated circumstances and provide to 

NVTA detailed estimates of additional costs associated with those 

circumstances. ________________________ understands that it 

will be within NVTA’s sole discretion whether to provide any 

additional funding to the Project in such circumstances and that 

NVTA will do so only in accordance with NVTA’s approved Project 

Selection Process and upon formal action and approval by NVTA. 

________________________ shall timely provide to NVTA a 
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complete and accurate update to Appendix B, if NVTA approves 

funding of any additional Project costs for the Project under this 

Paragraph.  

9. Release or return any unexpended funds to NVTA no later than 90 

days after final payment has been made to the contractors. 

10.      Review and acknowledge the requirements of NVTA Resolution 

No. 14-08 adopted January 23, 2014; to wit that, if applicable to 

________________________’s Project:  a) Prior to any NVTA 

funds being released for a project that may be part of a larger 

project, projects, or system undertaken with an extra-territorial 

funding partner, all such extra-territorial funding partners must 

commit to pay their appropriate, respective proportionate share or 

shares of the larger project or system cost commensurate with the 

benefits to each on a basis agreed upon by the NVTA member 

localities; b) any such funds released by NVTA for such project will 

be in addition to the funds that the NVTA member locality is to 

receive from or be credited with by the extra-territorial funding 

partner for the project or system; and c)  there shall be no funding 

made available by NVTA until such time as all extra-territorial 

funding partners for such project or system pay or officially commit 

to fund their appropriate, respective proportionate shares of such 

large project or system commensurate with the benefits to each on 

a basis agreed upon with NVTA.  

11.      Should  ________________________ be required to provide 

matching funds in order to proceed or complete the funding 

necessary for the Project, ________________________ shall 

certify to NVTA that all such matching funds have been either 

authorized and/or appropriated by ________________________s 

governing body or have been obtained through another, 

independent funding source; 

12.      Maintain complete and accurate financial records relative to the 

Project for all time periods as may be required by the Virginia 

Public Records Act and by all other applicable state or federal 

records retention laws or regulations, unless superseded by the 

laws that govern ________________________ and provide copies 

of any such financial records to NVTA, free of charge, upon 

request. 
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13.      Maintain all original conceptual drawings and renderings, 

architectural and engineering plans, site plans, inspection records, 

testing records, and as built drawings for the Project for the time 

periods required by the Virginia Public Records Act and any other 

applicable records retention laws or regulations, unless superseded 

by the laws that govern ________________________; and provide 

to NVTA copies of all such drawings and plans free of charge, upon 

request.  

14.      Reimburse NVTA for all NVTA funds (with interest earned at the 

rate earned by NVTA) that ________________________ 

misapplied or used in contravention of Sections 15.2-4829 et. seq. 

of the Virginia Code (“the NVTA Act”) Chapter 766 of the 2013 

Virginia Acts of Assembly (“Chapter 766”), or any term or condition 

of this Agreement. 

15.      Name NVTA and its Bond Trustee or require that all 

________________________’s contractors name NVTA or its 

Bond Trustee as an additional insured on any insurance policy 

issued for the work to be performed by or on behalf of 

________________________ for the Project and present NVTA 

with satisfactory evidence thereof before any work on the Project 

commences or continues. 

16.      Give notice to NVTA that ________________________ may use 

NVTA funds to pay outside legal counsel services (as opposed to 

utilizing the services of its own in-house counsel or NVTA’s in-

house legal counsel) in connection with the work performed under 

this Agreement ________________________ so as to ensure that 

no conflict of interest may arise from any such representation. 

17.      Provide certification to NVTA, that upon final payment to all 

contractors for the Project, ________________________ will use 

the Project for its intended purposes for the duration of the Project’s 

useful life. Under no circumstances will NVTA be considered 

responsible or obligated to operate and/or maintain the Project after 

its completion.  

18.      Comply with all requirements of the Virginia Public Procurement 

Act and other applicable Virginia Code provisions, or local 

ordinances which govern the letting of public contracts, unless 

superseded by the laws that govern ________________________. 
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19. Acknowledge that if the Project is being funded in whole or in part 

by NVTA Bond Proceeds, comply with the tax covenants attached 

as Appendix D. 

20.      Acknowledge that if ________________________ expects and/or 

intends that the Project is to be submitted for acceptance by the 

Commonwealth into its system that ________________________ 

agrees to comply with the Virginia Department of Transportation’s (“ 

VDOT’s”) “Standards, Requirements and Guidance.” 

21.      Recognize that ________________________ is solely responsible 

for obtaining all permits and permissions necessary to construct 

and/or operate the Project, including but not limited to, obtaining all 

required VDOT and local land use permits, applications for zoning 

approvals, and regulatory approvals. 

22.      Recognize that if  ________________________ is funding the 

Project, in whole or in part, with federal and/or state funds, in 

addition to NVTA funds and/or NVTA Bond Proceeds that 

________________________ will need to comply with all federal 

and Commonwealth funding requirements, including but not limited 

to, the completion and execution of VDOT’s Standard Project 

Administration Agreement and acknowledges that NVTA will not be 

a party or signatory to that Agreement; nor will NVTA have any 

obligation to comply with the requirements of that Agreement. 

23.      Provide a certification to NVTA no later than 90 days after final 

payment to the contractors that ________________________ 

adhered to all applicable laws and regulations and all requirements 

of this Agreement. 

 B. NVTA’s Obligations 

NVTA shall: 

l. Provide to  ________________________ the funding authorized by 

NVTA for design work, engineering, including all environmental 

work, all right-of-way acquisition, inspection services, testing 

services, construction, and/or capital asset acquisition(s) on a 

reimbursement basis as set forth in this Agreement and as 

specified in the Project Budget and Cash Flow contained in 



Page 8 

Appendix B to this Agreement or the most updated amendment 

thereto, as approved by NVTA. 

2. Assign a Program Coordinator for the Project. NVTA’s Program 

Coordinator will be responsible for monitoring the Project on behalf 

of NVTA so as to ensure compliance with this Agreement and all 

NVTA’s requirements and with overseeing, managing, reviewing, 

and processing, in consultation with NVTA’s Executive Director and 

its Chief Financial Officer (“CFO”) , all payment requisitions 

submitted by ________________________ for the Project. NVTA’s 

Program Coordinator will have no independent authority to direct 

changes or make additions, modifications, or revisions to the 

Project Scope of Work as set forth on Appendix A or to the Project 

Budget and Cash Flow as set forth on Appendix B. 

3.        Route to NVTA’s assigned Program Coordinator all 

________________________’s payment requisitions, containing 

detailed summaries of actual Project costs incurred which are in 

substantially the same form as shown on Appendix C submitted to 

NVTA for the Project. After submission to NVTA, NVTA’s Program 

Coordinator will conduct an initial review of all payment requisitions 

and supporting documentation for the Project in order to determine 

the submission’s legal and documentary sufficiency. NVTA’s 

Program Coordinator will then make a recommendation to the 

NVTA’s CFO and Executive Director whether to authorize payment, 

refuse payment, or seek additional information from 

________________________. If the payment requisition is 

sufficient as submitted, payment will be made within twenty (20) 

days from receipt. If the payment requisition is deemed insufficient, 

within twenty (20) days from receipt, NVTA’s Program Coordinator 

will notify ________________________ in writing and set forth the 

reasons why the payment requisition was declined or why and what 

specific additional information is needed for processing the 

payment request. Payment will be withheld until all deficiencies 

identified by NVTA have been corrected. Under no circumstances 

will NVTA authorize payment for any work performed by or on 

behalf of ________________________ that is not in conformity 

with the requirements of the NVTA Act, Chapter 766, or this 

Agreement. 



Page 9 

4. Route all ________________________’s supplemental requests 

for funding from NVTA under Paragraphs A.5 and A.8 of this 

Agreement to NVTA’s Executive Director. NVTA’s Executive 

Director will initially review those requests and all supporting 

documentation with NVTA’s CFO. After such initial review, NVTA’s 

Executive Director will make a recommendation to NVTA’s Finance 

Committee for its independent consideration and review. NVTA’s 

Finance Committee will thereafter make a recommendation on any 

such request to NVTA for final determination by NVTA.    

5. Conduct periodic compliance reviews scheduled in advance for the 

Project so as to determine whether the work being performed 

remains within the scope of this Agreement, the NVTA Act, Chapter 

766, and other applicable law.  Such compliance reviews may entail 

review of ________________________’s financial records for the 

Project and on -site inspections. 

6.        Acknowledge that if, as a result of NVTA’s review of any payment 

requisition or of any NVTA compliance review, NVTA staff 

determines that ________________________ has misused or 

misapplied any NVTA funds in derogation of this Agreement or in 

contravention of the NVTA Act, Chapter 766 or applicable law, 

NVTA staff will promptly advise NVTA’s Executive Director and will 

advise ________________________’s designated representative 

in writing. ________________________ will thereafter have thirty 

(30) days to respond in writing to NVTA’s initial findings. NVTA’s 

staff will review ________________________’s response and 

make a recommendation to NVTA’s Finance Committee. NVTA’s 

Finance Committee will thereafter conduct its own review of all 

submissions and make a recommendation to NVTA. Pending final 

resolution of the matter, NVTA will withhold further funding on the 

Project. If NVTA makes a final determination that 

________________________ has misused or misapplied funds in 

contravention of this Agreement, the NVTA Act, Chapter 766, or 

other applicable law, NVTA will cease further funding for the Project 

and will seek reimbursement from ________________________ of 

all funds previously remitted by NVTA (with interest earned at the 

rate earned by NVTA) which were misapplied or misused by 

________________________. Nothing herein shall, however, be 

construed as denying, restricting or limiting the pursuit of either 

party’s legal rights or available legal remedies. 
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7.        Make guidelines available to ________________________ to 

assist the parties in carrying out the terms of this Agreement in 

accordance with applicable law. 

8.        Upon recipient’s final payment to all contractors, retain copies of all 

contracts, financial records, design, construction, and as-built 

project drawings and plans for the Project for the time periods 

required by the Virginia Public Records Act and as may be required 

by other applicable records retention laws and regulations. 

9.        Be the sole determinant of the amount and source of NVTA funds 

to be provided and allocated to the Project and the amounts of any 

NVTA funds to be provided in excess of the amounts specified in 

Appendix B.          

C. Term 

           1.       This Agreement shall be effective upon adoption and execution by 

both parties. 

           2.       ________________________ may terminate this Agreement, for 

cause, in the event of a material breach by NVTA of this Agreement. If so 

terminated, NVTA shall pay for all Project costs incurred through the date 

of termination and all reasonable costs incurred by 

________________________ to terminate all Project related contracts. 

The Virginia General Assembly’s failure to appropriate funds to NVTA as 

described in paragraph F of this Agreement or repeal of the legislation 

establishing the NVTA fund created pursuant to Chapter766 shall not be 

considered material breaches of this Agreement by NVTA. Before initiating 

any proceedings to terminate under this Paragraph, 

________________________ shall give NVTA sixty (60) days written 

notice of any claimed material breach of this Agreement; thereby allowing 

NVTA an opportunity to investigate and cure any such alleged breach.  

           3.        NVTA may terminate this Agreement, for cause, resulting from 

________________________’s material breach of this Agreement. If so 

terminated, ________________________ shall refund to NVTA all funds 

NVTA provided to ________________________ for the Project (including 

interest earned at the rate earned by NVTA). NVTA will provide 

________________________ with sixty (60) days written notice that 

NVTA is exercising its rights to terminate this Agreement and the reasons 

for termination. Prior to termination, ________________________ may 
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request that NVTA excuse ________________________ from refunding 

all funds NVTA provided to ________________________ for the Project 

based upon ________________________’s substantial completion of the 

Project or severable portions thereof; and NVTA may, in its sole 

discretion, excuse ________________________ from refunding all or a 

portion of the funds NVTA provided to ________________________ for 

the Project. No such request to be excused from refunding will be allowed 

where ________________________ has either misused or misapplied 

NVTA funds in contravention of applicable law. 

4.  Upon termination and payment of all eligible expenses as set forth 

in Paragraph C.3 above, ________________________ will release or 

return to NVTA all unexpended NVTA funds with interest earned at the 

rate earned by NVTA no later than sixty (60) days after the date of 

termination. 

D. Dispute 

 In the event of a dispute under this Agreement, the parties agree to meet 

and confer in order to ascertain if the dispute can be resolved informally 

without the need of a third party or judicial intervention. NVTA’s Executive 

Director and ________________________’s Chief Executive Office or 

Chief Administrative Officer shall be authorized to conduct negotiations on 

behalf of their respective entities. If a resolution of the dispute is reached 

via a meet and confer dispute resolution method, it shall be presented to 

NVTA and to ________________________’s governing body for formal 

confirmation and approval. If no satisfactory resolution can be reached via 

the meet and confer method, either party is free to pursue whatever 

remedies it may have at law, including all judicial remedies. 

E.       NVTA’s Financial Interest in Project Assets 

           ________________________ agrees to use the real property and 

appurtenances and fixtures thereto, capital assets, equipment and all 

other transportation facilities that are part of the Project and funded by 

NVTA under this Agreement  (“Project Assets”) for the designated 

transportation purposes of the Project under this Agreement and in 

accordance with applicable law throughout  the useful life of each Project 

Asset. NVTA shall retain a financial interest in the value of each of the of 

the Project Assets, whether any such Project Asset may have depreciated 

or appreciated, throughout its respective useful life proportionate to the 

amount of the cost of the Project Asset funded by NVTA under this 
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Agreement. In the event that ________________________ fails to use 

any of the Project Assets funded under this Agreement for the 

transportation purposes as authorized by this Agreement or applicable law 

throughout its respective useful life, ________________________ shall 

refund to NVTA with interest at the rate earned by NVTA the amount 

attributable to NVTA’s proportionate financial interest in the value of said 

Project Asset. If ________________________ refuses or fails to refund 

said monies to NVTA, NVTA may recover its proportionate financial 

interest from ________________________ by pursuit of any remedies 

available to NVTA, including but not limited to NVTA’s withholding of 

commensurate amounts from future distributions of NVTA funds to 

________________________. 

F.       Appropriations Requirements 

1. Nothing herein shall require or obligate any party to commit or 

obligate funds to the Project beyond those funds that have been duly 

authorized and appropriated by their respective governing bodies. 

2. The parties acknowledge that all funding provided by NVTA 

pursuant to Chapter766 is subject to appropriation by the Virginia General 

Assembly. The parties further acknowledge that: (i) the moneys allocated 

to the NVTA Fund pursuant to Va. Code Ann. Sections 58.1-638, 58.1-

802.2, and 58.1-1742 and any other moneys that the General Assembly 

appropriates for deposit into the NVTA Fund are subject to appropriation 

by the General Assembly and (ii) NVTA’s obligations under this 

Agreement are subject to such moneys being appropriated for deposit in 

the NVTA Fund by the General Assembly.    

G.       Notices 

           All notices under this Agreement to either party shall be in writing and 

forwarded to the other party by U.S. mail, care of the following authorized 

representatives:  

1) to: NVTA, to the attention of its Executive Director; 

 3060 Williams Drive, Suite 510 

 Fairfax, VA  22031 
  

            2) to________________________,  to the attention of _______________ 

__________________________ 

__________________________  (address)  
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H.     Assignment 

 

This Agreement shall not be assigned by either party unless express written 

consent is given by the other party. 

 

I.     Modification or Amendment 

 

This Agreement may be modified, in writing, upon mutual agreement of both 

parties. 

 

J.     No Personal Liability or Creation of Third Party Rights 

 

This Agreement shall not be construed as creating any personal liability on 

the part of any officer, employee, or agent of the parties; nor shall it be 

construed as giving any rights or benefits to anyone other than the parties 

hereto. 

 

K.    No Agency 

 

       ________________________ represents that it is not acting as a partner or 

agent of NVTA; and nothing in this Agreement shall be construed as making 

any party a partner or agent with any other party. 

         

L.    Sovereign Immunity  

 

This Agreement shall not be construed as a waiver of either party’s 

sovereign immunity rights. 

  

M.    Incorporation of Recitals   

 

The recitals to this Agreement are hereby incorporated into this Agreement 

and are expressly made a part hereof. The parties to this Agreement 

acknowledge and agree that such recitals are true and correct.   

 

N.    Mutual Preparation and Fair Meaning 

 

The parties acknowledge that this Agreement has been prepared on behalf 

of all parties thereto and shall be construed in accordance with its fair 

meaning and not strictly construed for or against either party. 
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O.    Governing Law  

 

        This Agreement is governed by the laws of the Commonwealth of Virginia. 

 

 

 

IN WITNESS WHEREOF, each party hereto has caused this Agreement to be 

executed as of the day, month, and year first herein written by their duly 

authorized representatives.  

 

 

Northern Virginia Transportation Authority       

 

 

By:_________________________________   

 

 

Date:_______________ 

 

                                                

 

__ __________     ____________________________ (Name of Recipient Entity) 

  

 

By: __________________________________                                       

 

 

Date:_____________ 

 

  

 



Appendix A –Narrative Description of Project 

Attach- Approved NVTA Project Description Sheet 

NVTA Project Title:   

Recipient Entity: 

Recipient Entity/Project Manager Contact Information: 

NVTA Program Coordinator Contact information: 

Project Scope 
 
Only Complete if Different from the Approved NVTA Project Description Sheet 
 
 
 
 
 
 
 
 
 
 
 

 

Detailed Scope of Services 
 
Only Complete if Different from the Approved NVTA Project Description Sheet 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



APPENDIX B-PROJECT BUDGET & CASH FLOW

NVTA Project Title:                                            
Recipient Entity:
Project Contact Information:

Project Cost Category

Total Project 
Costs

NVTA PayGo 
Funds

NVTA 
Financed 

Funds

Description 
Other Sources 

of Funds

Amount 
Other 

Sources of 
Funds

Recipient 
Entity Funds

Design Work -$                  -$                -$                -$              -$              
Engineering
Environmental Work
Right-of-Way Acquisition
Construction
Contract Administration
Testing Services
Inspection Services
Capital Asset Acquisitions
Total Estimated Cost -$                  -$                -$                -$              -$              

Project Phase PayGo Financed PayGo Financed PayGo Financed PayGo Financed PayGo Financed

Design Work
Engineering
Environmental Work
Right-of-Way Acquisition
Construction
Contract Administration
Testing Services
Inspection Services
Capital Asset Acquisitions
Total Estimated Cost -$                  -$                -$                -$                -$              -$              -$           -$           -$           -$           
Please Note: If additional years are needed, please submit a separate form with additional columns

PayGo Financed PayGo Financed PayGo Financed PayGo Financed PayGo Financed

July
August
September
October
November
December
January
February
March
April
May
June
Total per Fiscal Year -$                  -$                -$                -$                -$              -$              -$           -$           -$           -$           
Please Note: If additional years are needed, please submit a separate form with additional columns

This attachment is certified and made an official attachment to the Standard Project Agreement document by the parties of this agreement.

Recipient Entity Official Northern Virginia Transportation Authority

Signature Signature
NVTA Executive Director

Title Title

Date Date

Print name of person signing Print name of person signing

FY 14 Mthly Cash Flow FY 15 Mthly Cash Flow FY 16 Qtrly Cash Flow FY 17 Qtrly Cash Flow FY 18 Qtrly Cash Flow
FISCAL YEAR ESTIMATED PROJECT CASH FLOW 

PROJECT IDENTIFICATION AND PROPOSED FUNDING

PROJECT COSTS & FUNDING SOURCE

FISCAL YEAR ANNUAL PROJECT CASH FLOW
Total Fiscal Year 2014 Total Fiscal Year 2015 Total Fiscal Year 2016 Total Fiscal Year 2017 Total Fiscal Year 2018



 

 

APPENDIX C  
 

FORM OF REQUISITION 
 

NVTA Project Number: __________________ 
NVTA Project Title: __________________________________________________ 
Draw Request Number: __________________ 
 
Date: ______________  __, 20___ 
 
Northern Virginia Transportation Authority 
3060 Williams Drive 
Suite 510 
Fairfax, Virginia 22031 
 
Attention __________________________, Program Coordinator: 
 
 This requisition, including required Detailed PayGo and/or Detailed NVTA Bond Proceeds 
Request Forms, is submitted in connection with the Standard Project Agreement for Funding and 
Administration dated ________________ ___, 20___ (the "Agreement") between the Northern Virginia 
Transportation Authority ("NVTA") and _____________________________________________ 
(the "Recipient Entity"). The Recipient Entity hereby requests $__________________ of NVTA funds, 
to pay the costs of the Project set forth in the Attached Detailed PayGo and/or Detailed NVTA Bond 
Proceeds Request forms and in accordance with the Agreement.  Also included are copies of each 
invoice relating to the items for which this requisition is requested.   
 
 The undersigned certifies (i) the amounts included within this requisition will be applied solely 
and exclusively for the payment or the reimbursement of the Recipient Entity’s approved costs of the 
Project, (ii) the Recipient Entity is responsible for payment to vendors/contractors, (iii) the Recipient 
Entity is not in default with respect to any of its obligations under the Agreement, including without 
limitation (but only if applicable) the tax covenants set forth in Appendix D to the agreement, (iv) the 
representations and warranties made by the Recipient Entity in the Agreement are true and correct as of 
the date of this Requisition and (v) to the knowledge of the Recipient Entity, no condition exists under 
the Agreement that would allow NVTA to withhold the requested advance. 
 
      RECIPIENT ENTITY 
      By: ____________________________________ 
      Name: ____________________________________ 
      Title: ____________________________________ 
 
      Recommended For Payment 
      By: ____________________________________ 
      Name: ____________________________________ 
      Title:   NVTA Program Coordinator 



Draw Request Number: Request Date:

NVTA Project Number: Project Title:

Project Starting Balance -$                    -$                  

Design Work -$                    -$                 -$                  -$                  

Engineering -                      -                   -                    -$                  

Environmental Work -                      -                   -                    -$                  

Right-of-Way Acquisition -                      -                   -                    -$                  

Construction -                      -                   -                    -$                  

Contract Administration -                      -                   -                    -$                  

Testing Services -                      -                   -                    -$                  

Inspection Services -                      -                   -                    -$                  

Capital Asset Acquisitions -                      -                   -                    -$                  

Other (please explain) -                      -                   -                    -$                  

       TOTALS -$                    -$                 -$                  -$                  

Vendor/Contractor Name Item Number Invoice Number Cost Category Amount

1 -$                    

2 -                      

3 -                      

4 -                      

5 -                      

6 -                      

7 -                      

8 -                      

9 -                      

10 -                      

11 -                      

12 -                      

Requisition Amount -$                    

Instructions

1. Column B-Please list approved PayGo Project Cost per category.

2. Column C-Please list Total PayGo Amounts per Category Previously Reimbursed by NVTA

3. Column D- Please list invoice amounts summarized by Category from the Listing of Attached Invoices

4. Column E - Is a calculation of the Remaining PAYGO Budget per Category

Instructions-Listing of Attached Invoices: (please list each invoice separately)

1. Column A- Please list the name as it appears on the Invoice

2. Column B- Please manually number the invoices attached with the corresponding Item number in this schedule. 

2. Column C- Please list the invoice number as it appears on the Invoice

3. Column D- Please list the appropriate Cost Category based on the Project Category breakout above

4. Column E- Please enter the dollar amount listed on the invoice.

5. The calculated Requisition Amount should equal the total in Column D in the Schedule above.

LISTING OF ATTACHED INVOICES

DETAILED PAYGO REQUEST

Cost Category

Total PayGo 

Requests 

Previously 

Received

PayGo 

Requisition 

Amount this 

Period

Remaining 

PAYGO 

Project Budget 

(Calculation) 

NVTA Approved 

Project Costs



Draw Request Number: Request Date:

NVTA Project Number: Project Title:

Project Starting Balance -$                     -$                  
Design Work -$                     -$                  -$                  -$                  
Engineering -                       -                    -                    -$                  
Environmental Work -                       -                    -                    -$                  
Right-of-Way Acquisition -                       -                    -                    -$                  
Construction -                       -                    -                    -$                  
Contract Administration -                       -                    -                    -$                  
Testing Services -                       -                    -                    -$                  
Inspection Services -                       -                    -                    -$                  
Capital Asset Acquisitions -                       -                    -                    -$                  
Other (please explain) -                       -                    -                    -$                  
       TOTALS -$                     -$                  -$                  -$                  

Vendor/Contractor Name Item Number Invoice Number Cost Category Amount

1 -$                    
2 -                      
3 -                      
4 -                      
5 -                      
6 -                      
7 -                      
8 -                      
9 -                      
10 -                      
11 -                      
12 -                      

Requisition Amount -$                    

Instructions
1. Column B-Please list approved NVTA Bond Proceed Project Cost per category.

2. Column C-Please list Total NVTA Bond Proceed Project Amounts per Category Previously Reimbursed by NVTA

3. Column D- Please list invoice amounts summarized by Category from the Listing of Attached Invoices

4. Column E - Is a calculation of the Remaining Bonded Projects Budget per Category

Instructions-Listing of Attached Invoices: (please list each invoice separately)
1. Column A- Please list the name as it appears on the Invoice

2. Column B- Please manually number the invoices attached with the corresponding Item number in this schedule. 

2. Column C- Please list the invoice number as it appears on the Invoice

3. Column D- Please list the appropriate Cost Category based on the Project Category breakout above

4. Column E- Please enter the dollar amount listed on the invoice.

5. The calculated Requisition Amount should equal the total in Column D in the Schedule above.

LISTING OF ATTACHED INVOICES

DETAILED NVTA BOND PROCEEDS REQUEST

Cost Category
NVTA Approved 

Project Costs

NVTA Bond 
Procceds 
Requests 

Previously 
Received

NVTA Bond 
Proceeds 

Requisition 
Amount this 

Period

Remaining 
NVTA Bond 

Proceeds 
Budget 

(Calculation) 
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APPENDIX D 

 

TAX COVENANTS 

 

 

 

The Recipient Entity will not permit more than five percent of the total amount of NVTA Bond 

Proceeds or the Financed Property to be used directly or indirectly (i) for a Private Business Use 

or (ii) to make or finance loans to Nongovernmental Persons.  Any transaction that is generally 

characterized as a loan for federal income tax purposes is a "loan" for purposes of this paragraph.  

In addition, a loan may arise from the direct lending of NVTA Bond Proceeds or may arise from 

transactions in which indirect benefits that are the economic equivalent of a loan are conveyed, 

including any contractual arrangement which in substance transfers tax ownership and/or 

significant burdens and benefits of ownership. 

 

The Recipient Entity agrees not to requisition or spend NVTA Bond Proceeds for any Project 

Cost not constituting a Capital Expenditure.  

 

Except as may be described in Appendix B, the Recipient Entity neither has on the date of this 

Agreement nor expects to have after this date any funds that are restricted, segregated, legally 

required or otherwise intended to be used, directly or indirectly, for the purposes for which the 

Recipient Entity is receiving NVTA Bond Proceeds. 

 

The Recipient Entity acknowledges that may have to provide detailed information about the 

investment of the amount of any requisition unless (i) payments are not remitted directly by 

NVTA to the contractors/vendors or (ii) the Recipient Entity does not remit payment to the 

contractors/vendors within five banking days after the date on which NVTA advances the 

amount of the requisition.  NVTA may request the detailed information in order to compute the 

rebate liability to the U.S. Treasury on NVTA's bonds or other debt financing pursuant to Section 

148 of the Internal Revenue Code of 1986, as amended (the "Code").  

 

"Capital Expenditure" means any cost of a type that is properly chargeable to capital account (or 

would be so chargeable with (or but for) a proper election or the application of the definition of 

"placed in service" under Treas. Reg. § 1.150-2(c)) under general federal income tax principles, 

determined at the time the expenditure is paid. 

 

"Federal Government" means the government of the United States and its agencies or 

instrumentalities.   

 

"Financed Property" means the property financed by the NVTA Bond Proceeds.   

 

"General Public Use" means use of Financed Property by a Nongovernmental Person as a 

member of the general public.  Use of Financed Property by a Nongovernmental Person in a 

Trade or Business is treated as General Public Use only if the Financed Property is intended to 

be available and in fact is reasonably available for use on the same basis by natural persons not 
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engaged in a Trade or Business.  Use under arrangements that convey priority rights or other 

preferential benefits is not use on the same basis as the general public.   

   

"Governmental Person" means any Person that is a state or local governmental unit within the 

meaning of Section 141 of the Code (or any instrumentality thereof).   

"NVTA Bond Proceeds" means, as used herein, the sale proceeds of any NVTA bonds or other 

debt instrument and the investment earnings on such proceeds, collectively. 

 

"Nongovernmental Person" mean any Person other than a Governmental Person.  For the 

purposes hereof, the Federal Government is a Nongovernmental Person. 

 

"Person" means any natural person, firm, joint venture, association, partnership, business trust, 

corporation, limited liability company, corporation or partnership or any other entity (including 

the Federal Government and a Governmental Person). 

 

"Private Business Use" means a use of the NVTA Bond Proceeds directly or indirectly in a Trade 

or Business carried on by a Nongovernmental Person other than General Public Use.  For all 

purposes hereof, a Private Business Use of any Financed Property is treated as a Private Business 

Use of NVTA Bond Proceeds.  Both actual and beneficial use by a Nongovernmental Person 

may be treated as Private Business Use under Section 141 of the Code.  In most cases, however, 

Private Business Use results from a Nongovernmental Person having special legal entitlements to 

use the Financed Property under an arrangement with the Recipient Entity.  Examples of the 

types of special legal entitlements resulting in Private Business Use of Proceeds include 

ownership for federal tax purposes of Financed Property by a Nongovernmental Person and 

actual or beneficial use of Financed Property by a Nongovernmental Person pursuant to a lease, a 

Service Contract, an incentive payment contract or certain other arrangements such as a take-or-

pay or other output-type contract.  Private Business Use of the Financed Property may also be 

established on the basis of a special economic benefit to one or more Nongovernmental Persons 

even if such Nongovernmental Persons do not have a special legal entitlement to the use of the 

Financed Property.  Any arrangement that is properly characterized as a lease for federal income 

tax purposes is treated as a lease for purposes of the Private Business Use analysis.  An 

arrangement that is referred to as a management or Service Contract may nevertheless be treated 

as a lease, and in determining whether a management or service contract is properly 

characterized as a lease, it is necessary to consider all of the facts and circumstances, including 

(i) the degree of control over the property that is exercised by a Nongovernmental Person, and 

(ii) whether a Nongovernmental Person bears risk of loss of the Financed Property.  Private 

Business Use of Financed Property that is not available for General Public Use may also be 

established on the basis of a special economic benefit to one or more Nongovernmental Persons 

even if such Nongovernmental Persons do not have a special legal entitlement to the use of the 

Financed Property.  In determining whether special economic benefit gives rise to Private 

Business Use, it is necessary to consider all of the facts and circumstances, including one or 

more of the following factors: (i) whether the Financed Property is functionally related or 

physically proximate to property used in the Trade or Business of a Nongovernmental Person, 

(ii) whether only a small number of Nongovernmental Persons receive the economic benefit, and 

(iii) whether the cost of the Financed Property is treated as depreciable by the Nongovernmental 

Person.  
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"Service Contract" means a contract under which a Nongovernmental Person will provide 

services involving all, a portion or any function of any Financed Property.  For example, a 

Service Contract includes a contract for the provision of management services for all or any 

portion of Financed Property.  Contracts for services that are solely incidental to the primary 

governmental function or functions of Financed Property (for example, contracts for janitorial, 

office equipment repair, billing, or similar services) are not included in this definition.  

Additional contracts not included in this definition are (i) a contract to provide for services by a 

Nongovernmental Person in compliance with Revenue Procedure 97-13, 1997-1 C.B. 632, as 

modified by Revenue Procedure 2001-39, I.R.B. 2001-28, (ii) a contract to provide for services 

by a Nongovernmental Person if the only compensation is the reimbursement of the 

Nongovernmental Person for actual and direct expenses paid by the Nongovernmental Person to 

unrelated parties and (iii) a contract to provide for the operations by a Nongovernmental Person 

of a facility or system of facilities that consists predominately of public utility property (within 

the meaning of Section 168(i)(10) of the Code), if the only compensation is the reimbursement of 

actual and direct expenses of the Nongovernmental Person and reasonable administrative 

overhead expenses of the Nongovernmental Person. 

 

"Trade or Business" has the meaning set forth in Section 141(b)(6)(B) of the Code, and includes, 

with respect to any Nongovernmental Person other than a natural person, any activity carried on 

by such Nongovernmental Person.  "Trade or Business" for a natural person means any activity 

carried on by such natural person that constitutes a "trade of business" within the meaning of 

Section 162 of the Code. 
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NORTHERN VIRGINIA TRANSPORTATION AUTHORITY 

SOP [Number TBD] – Standard Project Agreement Process 

1. Purpose.   To describe the process and ensure clarity of responsibilities for the processing of 
the Standard Project Agreement (SPA) to fund Authority approved projects.      

 
2. Standard Project Agreement Process. 

a. Step 1.  Printed copies of a completed SPA document with attachments A and B must be sent to 
the Administrative Assistant at NVTA.   

i. Attachment A.  Should include the complete project description package previously 
approved by the Authority as an attachment.  It is only necessary to fill out the Project 
Scope and Detailed Scope of Services sections if the submission is an addendum to a 
previously approved project, e.g., a request for additional funding. 

ii. Attachment B.  IN ADDITION to the printed copy included with the SPA, a softcopy in 
Excel format must be e‐mailed to the Administrative Assistant at 
camela.speer@thenovaauthority.org.  This copy must match exactly the printed copy 
sent in the earlier step.  SPA’s cannot be processed without the soft copy file of 
Attachment B. 

b. Step 2.  Executive Director will assign a Program Coordinator (PC) and project number to 
the project.  The project number is structured to allow tracking of the NVTA project 
financial history within the Authority’s accounting system. 

c. Step 3.  Program Coordinator will review the SPA to ensure that it is wholly consistent 
with the project already approved by the Authority. 

d. Step 4.  The Authority’s Chief Financial Officer (CFO), in conjunction with the Program 
Coordinator, will confirm the funding sources reflected in Attachment B. 

i. The cash flow projections requested in Attachment B will be evaluated in the context of 
the overall Authority cash flow. 

ii. Efforts will be made to accommodate jurisdiction/agency cash flow requests in a fiscally 
prudent manner and consistent with the Authority debt policy. 

iii. Any conflicting cash flow demands requests will be brought to the attention of the 
Executive Director and discussed with the submitting jurisdiction/agency. It is the 
expectation that any cash flow conflicts will be resolved between the Authority CFO and 
the submitting agency.  If any conflicts are not resolvable at that level the Executive 
Director will bring the issue to the attention of the Authority’s Finance Committee.   

iv. The resolution of any cash flow conflicts will be documented in a revised Attachment B, 
submitted to the Executive Director by the requesting jurisdiction/agency.  

e. Step 5.  Upon recommendation of the CFO, the Executive Director will approve SPA. 
f. Step 6.  Approved SPA will be returned to requesting jurisdiction/agency. 

 
3. Responsibilities. 

a. Requesting jurisdiction/agency. 
i. Submit a SPA with cash flow projections to the Executive Director. 
ii. Coordinate with the CFO  on any cash flow questions and work to find 

consensus on any required cash flow modifications. 

Commented [BMN1]: I will need to review the minutes 
from the last FWG meeting.  I think the consensus was that 
the forms will need to be submitted regardless if request 
for additional funding 
 

Commented [BMN2]: Is this something that should be 
vetted through the Finance Committee also? 

Commented [BMN3]: Does/Should the Finance 
Committee have a role in this process? 

Commented [BMN4]: The Finance Committee should 
probably be involved in any modifications 



 

2 
 

iii. Keep the cash flow projections current with updates as requested/needed for 
changes in project progress or requirements. 

b. Executive Director. 
i. Upon receipt of a hard copy SPA with attachments and softcopy of Attachment B 

in Excel, assign the SPA to a PC for initial review. 
ii. Based on the agency and fiscal year, have the CFO assign a project number to the 

SPA. 
iii. Receive confirmation from the PC that the SPA as presented is consistent with 

the project approval by the Authority. 
iv. Receive confirmation from the CFO that the cash flow requests can be 

accommodated by the Authority.   
v. Approve SPA on behalf of the Authority (other than for a SPA requesting 

additional funding, which will require Authority approval). 
vi. For SPA requesting additional funding, submit to Authority for approval. 

c. Chief Financial Officer. 
i. Evaluate the project cash flow in Attachment B in the context of the overall 

Authority cash flow, debt and related polices. 
ii. Confirm, in conjunction with PC, the funding sources documented in Attachment 

B.  
iii. Bring any potential cash flow conflicts to the attention of the Executive Director, 

Finance Committee and PC. 
iv. Attempt to resolve any cash flow conflicts with the requesting jurisdiction/ 

agency, with the assistance of the PC. 
v. As appropriate, recommend approval or denial to the Executive Director 

d. Assigned Program Coordinator. 
i. Upon assignment of an SPA, ensure the agreement and attachments are 

consistent with the project previously approved by the Authority. 
ii. Confirm, in conjunction with CFO, the funding sources documented in 

Attachment B.  
iii. Assist the CFO in resolving cash flow conflicts. 
iv. Monitor the project on an ongoing basis for statutory compliance, cash flow 

projection accuracy and general progress towards completion. 
e. Administrative Assistant. 

i. Receive SPA submissions and present to the Executive Director. 
ii. Ensure a softcopy of Attachment B has been submitted via e‐mail for the SPA. 
iii. Maintain complete and organized project files in conjunction with PCs. 

 
 

 

Attachment:  Standard Project Agreement with Attachments (Template) 

Approved by ???, [date]  
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