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Objective

• Summarize Distribution 

Process

• Purpose

• Partners

• Steps

• Generate Discussion & 
Comments
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Purpose

• Provides Accurate Project 
Accounting

• Eliminates Journal and $0 

Vouchers

• Ensures Task UPC’s receive 

expenditures, NOT Contract 

UPC’s.
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Partners

• Construction Staff

• ACE

• CM & Inspectors

• Contract 
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• Contract 

Administration Staff

• Business Administrator

• Fiscal Technicians



Step 1:  SiteManager

• Create Maintenance 

Charge IDs

• Maintenance Charge 

Plug-In Application

• Task Order Specific 

Codes

• Allows for Task Order 

Cost Tracking
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Step 1:  SiteManager 

• Project Inspection Staff

• Applies Task Order 

Charge ID

• Task Order Pay Items• Task Order Pay Items

• Each Daily Work Report

• SiteManager Maintenance 

Charge Plug-In Application
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Step 1:  SiteManager 

• Project Inspection Staff

• Generate Contractor 

Estimate

• Process Maintenance 

Charge Report (MCR)

• Forward MCR to Regional 

Project Manager
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Step 2:  Voucher Distribution 
Summary

• Regional Project Manager 

• Review Cardinal Voucher

• After Contract Administration 

approves SiteManager Estimate.
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• Compares MCR to Cardinal 

Voucher

• Prepares Distribution Summary 

Table

• Provides Charge, Activity and 

Monetary Amount for each Task Order



Step 3:  Voucher Distribution

• Designated Business 

Office

• Receives Distribution 

Summary

• Modifies Voucher in 
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• Modifies Voucher in 

Cardinal

• Add NEW Invoice Lines 

• Match Lines on 

Distribution Summary

• Delete ORIGINAL Invoice 

Lines



Step 4:  Voucher Approvals

• Designated Business Office

• Notification of Distribution

• District / Region Contract 

Administrator
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Administrator

• Approves Cardinal Voucher

• Other Standard Approvals as 

Required

• Process as Usual



QUESTIONS?

Sean Grinnell, P.E.
SWRO Program Delivery Engineer

540-375-0148
sean.grinnell@vdot.virginia.gov

Anthony Dodson, EIT
SWRO Project Manager

540-375-0161
anthony.dodson@vdot.virginia.gov


