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Checklist for Required Documentation – ICR Desk Review

[bookmark: Text1]Firm Name:       
Indirect Cost Rate (ICR) FYE:         (Month Day, Year)
All of the following documentation Must be provided to begin desk review and WSDOT Audit website link to download applicable documents included:


|_|	Current Indirect Cost Rate (Overhead Schedule)
|_|	Cost Disclosure Questionnaire (CDQ)
|_|	Financial Statement – Closed (Detailed Income Statement & Balance Sheet) 
|_|	FHWA Certification of Final Indirect Costs (signed & completed properly) 	
|_|	Consultant Information sheet 
|_|	Labor Distribution Report, plus a Reconciliation 
|_|	Year-End Payroll Register, plus a Reconciliation
|_|	Example Timesheets (showing B&P labor)
|_|	Bonus policy
|_|	Bonus Distribution List
If applicable, please provide:
|_|	CPA ICR Schedule Audit Report
|_|	CPA Audit Report Financial Statements
|_|	Cognizant Letter from Home State DOT


Additional documentation, if applicable.  (see CDQ):
|_|	Temporary/Part-Time Employee listing
|_|	Severance Pay Amount & Policy
|_|	Company Vehicle List / Mileage Logs / Vehicle Policy
|_|	Common Control Worksheet 
Compensation Analysis or NCM:
[bookmark: _GoBack]|_|	Compensation Analysis or NCM
See Compensation Analysis Chapter 7.5 C (pg. 56) 
NCM Instructions  
NCM Sample Form 
|_|	Copies of Salary Surveys, if applicable
|_|	Job Classification Mapping/Matching Information (NCM Instructions Step 2)
Notes/Comments:
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