
Program, North Region  
 

Steering Committee  
Roles & Responsibilities 

 
A. Program Sponsors 
Primary: The primary sponsor and beneficiary of the program is Caltrans North Region, Districts 1, 2, and 3.  Caltrans 
North Region supports and facilitates all program related activities of the Calmentor Program. 
 
Secondary: Non-Caltrans entities (e.g., trade & professional associations, local agencies, joint powers authority and 
other state and federal agencies) that would like to co-sponsor the Calmentor Program.  The secondary sponsors will 
be requested to provide A&E contracting opportunities within their organization and/or co-sponsor special events of 
the Calmentor Program. 
 
All Program Sponsors are non-voting participants in the Calmentor Program. 
 
B. Program Support 
The Caltrans North Region Consultant Services Unit (CSU), under the Division of Program/Project Management, 
provides the administrative support of the Program.  The CSU Chief is the point of contact for all resource needs of 
the Program.  This administrative support includes providing and setting up the meeting facility, meeting facilitation, 
preparing meeting agendas, handouts, minutes of meetings and other program-related documents.  The North 
Region CSU is the central repository of Program documents and maintains the North Region Calmentor website. 
 
C. Caltrans Chairperson 
The North Region Chief of Consultant Services Unit is the appointed Chairperson of the Program.  The Chairperson is 
responsible for chairing the official businesses and events of the Program.  The Chairperson has the power to appoint 
sub-committees subject to the approval of the Steering Committee. In general, the Chairperson is accountable for all 
program-related business. 
 
D. Co-Chairperson 
The Co-Chairperson is a non-Caltrans member who is voted by the Steering Committee. The Co-Chairperson works 
closely with the Chairperson on all program-related matters.  The Co-Chairperson presides in the absence of the 
Chairperson. 
 
E. Secretary 
The Secretary is voted by the Steering Committee. The Secretary is considered the guardian of the Program records.  
The Secretary is responsible for coordinating and utilizing the Program Support.  The Program Support is responsible 
for taking and keeping meeting minutes; maintaining a current register of the address of each member; all official 
Program correspondence and notices; ensuring that a copy of the Calmentor Program Guidelines are available at all 
meetings; preparing the annual report, and performing any other duties assigned by the Chair, Co-Chair or other 
Steering Committee members.   
 
F. Sub-Committees 
Each of the sub-committees takes the lead in preparing proposal and recommendation for specific program function.  
The lead person and the assistant lead person are members of the Steering Committee and additional subcommittee 
volunteers may come from members in general.  All sub-committee proposals must be approved by two thirds (2/3) 
majority vote by the Committee members.  The following are the initial sub-committees that have been identified in 
the Program: 

1) Sub-Committee on Pairing of Firms: Responsible for establishing the criteria for pairing Mentors and 
Protégés.  This Sub-Committee prepares the list of paired firms for approval by the Steering Committee 
members. 

2) Sub-Committee on Memorandum of Understanding (MOU): Responsible for establishing the boilerplate 
MOU.  Review and comment on the MOUs submitted by the paired firms for final approval by the 
Steering Committee members. 

3) Sub-Committee on Recruitment: Maintains the optimum participation in the Program by taking the lead 
on accepting and screening of new secondary sponsors and potential Mentors and Protégés. 

4) Sub-Committee on Publicity: Takes the lead in promoting the Program and communicating, through 
various media, the success of the Program. 

5) Sub-Committee on Special Events: Prepare for the annual meeting and other special events.  
Coordinate with the recruitment Sub-Committee with regard to entities who would like to co-sponsor 
special events. 
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