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Department of TransportationDepartment of Transportation 

TRANSPORTATION PLANNINGTRANSPORTATION PLANNING 

GRANT CONTRACTING ANDGRANT CONTRACTING AND 

MANAGEMENTMANAGEMENT 

FY 2009FY 2009 -- 20102010 



        

          

          

          

            

          

        

CCoonnggrraattuullaattiioonnss!! 

�� NNeeaarrllyy 9900 CCoommmmuunniittyy BBaasseedd 

TTrraannssppoorrttaattiioonn PPllaannnniinngg ((CCBBTTPP)) aanndd oovveerr 

5500 EEnnvviirroonnmmeennttaall JJuussttiiccee ((EEJJ)) ggrraanntt 

aapppplliiccaattiioonnss wweerree ssuubbmmiitttteedd wwiitthh aa 

ccoommbbiinneedd rreeqquueesstt vvaalluuee ooff nneeaarrllyy $$3355 

22 

million!million! 

�� This represents a substantial increaseThis represents a substantial increase 

over all previous grant cycles.over all previous grant cycles. 



        

              

                

                

GGrraanntt SSeelleeccttiioonn WWaass HHiigghhllyy
 

CCoommppeettiittiivvee
 

�� GGrraanntt aawwaarrddeeeess aarree aammoonngg aa vveerryy sseelleecctt 

ggrroouupp.. 

33 

�� 19 CBTP grants valued at $2.6 million and19 CBTP grants valued at $2.6 million and 

19 EJ grants valued at $2.7 million were19 EJ grants valued at $2.7 million were 

awarded.awarded. 



  

  

        

      

    

          

      

TTooddaayy’’ss OObbjjeeccttiivveess 

�� CCeelleebbrraattee ssuucccceessss!! 

�� PPrreeppaarree ffoorr tthhee ccoonnttrraaccttiinngg pprroocceessss.. 

�� DDiissccuussss ssuucccceessssffuull pprroojjeecctt eexxeeccuuttiioonn..
 

�� RReevviieeww rreeppoorrttiinngg eexxppeeccttaattiioonnss.. 

44 

�� Establish a strong partnership betweenEstablish a strong partnership between 

Caltrans and grant winners.Caltrans and grant winners. 



 

  

   

      
    

 

  

AAggeennddaa 

� Welcome/Introductions 

� Review Agenda 

� Who is involved? 

� Responsibilities of parties involved
 

55 

� Contract Process – How to Complete a 
Service Contract Request (Form 360) 

� Invoicing 

� Contract Closeout 

� Questions & Answers 



    

                

                
      

              
            
          
            

WWhhoo iiss iinnvvoollvveedd?? 

�� TThhee ggrraanntteeeess:: TThhee ffoollkkss wwhhoo wwiillll ccoonndduucctt tthhee 
pprroojjeeccttss.. 

�� CCaallttrraannss ddiissttrriicctt ssttaaffff:: TThhee mmaaiinn ppooiinntt ooff ccoonnttaacctt 
bbeettwweeeenn ggrraanntteeeess aanndd CCaallttrraannss.. 

66 

�� Office of Community Planning (OCP) staff fromOffice of Community Planning (OCP) staff from 
Division of Transportation Planning (DOTP) atDivision of Transportation Planning (DOTP) at 
Caltrans Headquarters: Management of grantCaltrans Headquarters: Management of grant 
programs at a policy and statewide level.programs at a policy and statewide level. 
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Who is involved?Who is involved? 

�� Resource Management Branch (RMB):Resource Management Branch (RMB): 

Tracks, reviews and monitors theTracks, reviews and monitors the 

reimbursement of funds to grantees.reimbursement of funds to grantees. 

�� Division of Procurement and ContractsDivision of Procurement and Contracts 

(DPAC): Develops all Caltrans contracts.(DPAC): Develops all Caltrans contracts. 



  

      

  

88 

Contracting ProcessContracting Process 

Overview of ProcessOverview of Process 

and Pathwaysand Pathways 



        

            

              

            

        

              

          

SStteeppss iinn tthhee CCoonnttrraaccttiinngg
 

PPrroocceessss 

�� DDiissttrriicctt ggrraanntt mmaannaaggeerr aanndd ggrraanntteeee rreevviieeww 

rreeqquuiirreedd eelleemmeennttss ooff aa ccoonnttrraacctt aanndd aannyy 

iitteemmss ssppeecciiffiieedd aass ccoonnddiittiioonnss ffoorr ggrraanntt 

aawwaarrdd.. 

99 

�� Grantee completes contract documents,Grantee completes contract documents, 

revises scope of work and schedule, andrevises scope of work and schedule, and 

fulfills grant award conditions.fulfills grant award conditions. 



        

            
    

              
              

  

            
            

          
            

SStteeppss iinn tthhee CCoonnttrraaccttiinngg
 

PPrroocceessss 

�� GGrraanntteeee sseennddss ppaacckkaaggee ttoo ddiissttrriicctt ggrraanntt 
mmaannaaggeerr ffoorr rreevviieeww.. 

�� DDiissttrriicctt ggrraanntt mmaannaaggeerr sseennddss ppaacckkaaggee ttoo HHQQ 
GGrraanntt PPrrooggrraamm mmaannaaggeerr iinn tthhee OOffffiiccee ooff 
CCoommmmuunniittyy PPllaannnniinngg.. 

1010 

�� Office of Community Planning reviews packageOffice of Community Planning reviews package 
and sends it to Resource Management Branch.and sends it to Resource Management Branch. 

�� Resource Management Branch reviews packageResource Management Branch reviews package 
and enters project information into trackingand enters project information into tracking 
system.system. 



        

              

                
            

  

  

SStteeppss iinn tthhee CCoonnttrraaccttiinngg
 

PPrroocceessss 

�� CCoonnttrraacctt pprrooppoossaall iiss sseenntt ttoo DDPPAACC ffoorr 
pprroocceessssiinngg.. 

�� DDrraafftt ccoonnttrraacctt iiss sseenntt bbaacckk ffoorr ffiinnaall rreevviieeww,, 
aapppprroovvaall aanndd ssiiggnnaattuurree bbyy ggrraanntteeee,, ddiissttrriicctt 

1111 

and DPAC.and DPAC. 

�� Project beginsProject begins…… 



CBTP and EJ Grant Contracting Process
 

HQ: Sends Grant 
Award and Conditional 
Letters 

HQ Grant Manager: 
Submits grant 
documents 
electronically to 
DOTP Resource 
Management Branch 

RMB: sends Contract 
proposal to DPAC for 
processing. Reviews 
coding information
 
Enters into DOTP 
Resource Management 
database for tracking
 

District Grant Manager 
and Grantee: 
Review required elements 
of the contract and any 
items specified as 
conditions for grant award 

HQ Grant Manager: 
Reviews grant documents 
for spirit and intent, 
completeness, and 
consistency 

DPAC: Reviews contact 
and sends draft contract 
for final review, approval 
and signature by grantee, 
district and DPAC. Sends 
Encumbering Document 
to Accounting 

Grantee: Completes 
contract documents
 
Revises scope of work, 
schedule, and fulfills 
grant award conditions
 

District Grant Manager: 

Sends Contract Request 
Package to HQ for Review 
Note: District Contract 
Manager retails originals of all 
district files 

District Grant 
Manager: 
Sends contract 
to Grantee to 
sign 

Grantee: Signs 
Contract and 
Sends to District 

Grant Manager 

RMB: Tracks with 
DPAC and 
communicates 
progress monthly to 
the HQ Grant 
Program Manager 

District Grant 
Manger: 
Prepares Service 
Grant Request Form 
(ADM 360) Package 

District Grant 
Manager: 
Signs and sends 

copy to DPAC. 

1122 



    

1313 

ContractingContracting 

Formalizing the ProjectFormalizing the Project 



      

          

    

        

        

        

          

CCoonnttrraaccttiinngg 
RReessppoonnssiibbiilliittyy:: DDiissttrriicctt GGrraanntt MMaannaaggeerr 

�� RReevviieeww ddooccuummeennttss nneeeeddeedd ffoorr ccoonnttrraacctt 

ppaacckkaaggee wwiitthh ggrraanntteeee.. 

�� RReevviieeww aannyy ccoonnddiittiioonnss ooff aapppprroovvaall.. 

�� PPrroovviiddee tteecchhnniiccaall rreeccoommmmeennddaattiioonnss aanndd
 

1414 

assistance in preparation of documents.assistance in preparation of documents. 

�� Provide review and feedback ofProvide review and feedback of 

documents.documents. 



  

        

              

        

          

            

      

CCoonnttrraaccttiinngg 
RReessppoonnssiibbiilliittyy:: GGrraanntteeee 

�� PPrreeppaarree ccoonnttrraacctt ppaacckkaaggee ffoorr ssuubbmmiittttaall..
 

�� MMooddiiffyy aanndd uuppddaattee SSccooppee ooff WWoorrkk aanndd 

SScchheedduullee.. 

�� CCoommpplleettee ttaasskkss oorr mmooddiiffiiccaattiioonnss 

nneecceessssaarryy ttoo mmeeeett aannyy ssppeecciiffiieedd 

1515 

conditions.conditions. 

�� Maintain contact with your District grantMaintain contact with your District grant 

manager through grant process.manager through grant process. 



        

            
  

              

      
            

          

        
          

          

CCoonnttrraaccttiinngg
 
RReessppoonnssiibbiilliittyy:: DDiissttrriicctt GGrraanntt MMaannaaggeerr
 

�� PPrreeppaarree aanndd ssiiggnn SSeerrvviiccee CCoonnttrraacctt RReeqquueesstt 
FFoorrmm ((AADDMM-- 336600)).. 

�� WWoorrkk wwiitthh GGrraanntteeee ttoo eennssuurree aa ccoommpplleettee
 

SSeerrvviiccee CCoonnttrraacctt RReeqquueesstt ppaacckkaaggee
 

1616 

(completed 360, fully(completed 360, fully-- developed Scope of Workdeveloped Scope of Work 
(Word), Budget/Timeline (Excel), Local Resolution(Word), Budget/Timeline (Excel), Local Resolution 
(PDF)).(PDF)). 

�� Send Service Contract Request packageSend Service Contract Request package 
electronically toelectronically to HQ Grant Program ManagerHQ Grant Program Manager 

�� Retain original documents in District files.Retain original documents in District files. 



          

            

        

            

    

        

      

CCoonnttrraaccttiinngg
 
RReessppoonnssiibbiilliittyy:: HHQQ GGrraanntt PPrrooggrraamm MMaannaaggeerr
 

�� RReevviieeww ggrraanntt ddooccuummeennttss ffoorr ssppiirriitt aanndd 

iinntteenntt,, ccoommpplleetteenneessss,, aanndd ccoonnssiisstteennccyy.. 

�� WWoorrkk wwiitthh DDiissttrriicctt GGrraanntt MMaannaaggeerr ttoo 

rreevviissee aass nneeeeddeedd.. 

1717 

�� Submit grant documents electronicallySubmit grant documents electronically 

to Resource Management Branch.to Resource Management Branch. 



    

    

            

              
          

              
          

CCoonnttrraaccttiinngg 
RReessppoonnssiibbiilliittyy:: RReessoouurrccee
 

MMaannaaggeemmeenntt BBrraanncchh ((RRMMBB))
 

��	 EEnntteerr iinnttoo RReessoouurrccee MMaannaaggeemmeenntt ddaattaabbaassee ffoorr 
ttrraacckkiinngg.. 

��	 SSuubbmmiitt aallll ccoonnttrraacctt ddooccuummeennttss eelleeccttrroonniiccaallllyy ttoo tthhee
 

1818 

Division of Procurement and Contracts (DPAC).Division of Procurement and Contracts (DPAC). 

�� Track with DPAC and communicate progress monthlyTrack with DPAC and communicate progress monthly 
to the HQ Grant Program Manager.to the HQ Grant Program Manager. 



    

          

      

        

1919 

ContractingContracting 

Responsibility: DPACResponsibility: DPAC 

�� Send Fund Transfer Agreement (FTA)Send Fund Transfer Agreement (FTA) 

to Grantee for signature.to Grantee for signature. 

�� Send Encumbering Document toSend Encumbering Document to 

Accounting.Accounting. 



  

          

2020 

ContractingContracting 
Responsibility: GranteeResponsibility: Grantee 

�� Sign FTA and return to DPAC.Sign FTA and return to DPAC. 
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ContractingContracting 

Responsibility: DPACResponsibility: DPAC 

�� Sign FTA.Sign FTA. 

�� Send copies of executed FTA toSend copies of executed FTA to 

Grantee, District Grant Manager, HQGrantee, District Grant Manager, HQ 

Program Manager and RMB.Program Manager and RMB. 



   

2222 

Fund Transfer Agreement – FTA 



      

    

2323 

Completing a Form 360Completing a Form 360 

Contract Service RequestContract Service Request 



   

      

          

       

  

             

     
       

                       

                                            

         
   

 
 

    

       
 

 

         

   
 

                   

      Phone 
             

     

      Fax 
             

             

 

    

  

    

   

Completing a Form 360
 
STATEOFCALIFORNIADEPARTMENTOFTRANSPORTATION 

SERVICECONTRACTREQUEST 
ADM0360(Rev07/07) 

ElectronicSubmittal: NonA&E–LotusNotesAddress“Contract Submittal” 

DIVISIONOFPROCUREMENTANDCONTRACTS 
USEONLY 

A&E–LotusNotesAddress“AEContract Submittal” 

REQUESTER 
Contract Request # 

DOTP-09-xxx 

District/Division 
Your D / Your Division 

LoggedInBy 
ASSESSMENTREVIEW 

LoggedInDate Team AcceptedByMail Station Office/BranchXX XXXX / XXXXXXX 

Contract Manager (Print) 
Your Name 

( ) 
xxx xxx-xxxx 

ReasonNot Accepted 

Contract Manager (Signature) 
( ) 
xxx xxx-xxxx AssignedTo DPACContract # CategoryCode 

2424 

Contract Request # supplied by Jodi Lehmkuhl 

This will be assigned when paper work is received at HQ 

**** Contract Manager and Approving Manager CAN NOT be 

the same person. 



   
   

                   
                       

       

 

 

 

 

 

 

 

 

 

 

 

 

           

           

            

      

   

       

           

  

  

 

 

 

  

Completing a Form 360
 

2525 

AGREEMENTOUTLINE 
Identify specificproblem, administrative requirement, programneed, or other circumstances 
makingcontract necessary. In addition, cite specificstatutoryauthority justifyingcontracting out. 
(See instructions for assistance) 

GC 19130(b)3: The services are not available within civil service; cannot be 

performed satisfactorily by civil service employees; or are of such highly specialized 

and technical nature that the expert knowledge, experience and abilities required are 

not available through the civil service system. 

Type of Contract: FTA 

Project Title; Exactly as approved on Grant Application 

Short Description of work to be performed as described in Grant Application 

Grantee Agency Name 

Grantee Project Manager 

Mailing Address 

Phone Number 

FAX Number 

Federal ID Number 



       
   

 
 

        
    

     

             

      

                

                

     

      

                   

                  

                  

 
             

       

  Scope o                                      
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Start Date End Date Num ber of 
W orking Days 
(M inor B O nly) 

NEW , RENEW AL, O R AM ENDM ENT (CHECK ONE O NLY) 

N ew Service 

R enewal  P rior C ontract # _________________________________________________ 

Am endm ent  O rig inal Contract # ____________________________________________ 

D ESIRED SO CIOECONOM IC PARTIC IPATION 

N o Goals 

Sta te or State/Local Funds DVBE Goals _______________ % 

Fed or Fed/S tate Funds DBE Goals _______________ % 

Sm all Business Solicita tion Invita tion For Price Quote Process 

C OM PLETE YOUR AD M 0360 PACK AGE B Y ATTACH ING : 

(See instructions fo r assistance) 

f W ork 

Bidders/P roposers List 

Bid Sheet 

Prio r Contract 

O rig inal C ontract 

M ino r B C ontract Documents 

N on Com petitive ly Bid AD M 3007 

Conflict of In te rest FM DG SGC 19990 

Confidentia lity of In form ation FM 65 

Selection Com m ittee M em bers 

Selection Com m ittee Nom ina tion M em o 

W ork Plan Justifica tion 

IT R equired Docum ents 

Approved N o G oals Justification 

Em ergency C ontract Docum ents 

1/5/2010* 2/28/2012 
N/A 

x 

x 

Local Resolution 

Project Timeline 

x 

x 

x 

Completing a Form 360
 
DESIRED TERM OF CO NTRACT 

*Estimated Contract 

Execution Date – 60 

days after complete 

package submitted to 

DPAC 



   

  

  

   

  

    

                     

                  

                  

                  

   

   

   

   

              

 
 

  
 

 
 

 
 

   
 

 
 

 
 

   
 

                   

                   

                   

                   

                                                                                                                                                                                                                          

                         
 

           

     
 

                                                               

 

 
  

Completing a Form 360
 

FUNDING(PostFundingForThisContractRequestOnly)
 

Source 
District 

Source 
Unit 

Charge 
District 

Expenditure 
Authorization 

Subjob Special 
Designation 

Fed 
Aid 

Object 
Code 

Amount Fiscal 
Year 

74 * Your ID ** *** 7 049 Your Grant Amount 10 

TOTAL 

AgencyBillingCode 

**** 

FundTitle 

SHA 

Budget Item 

2660-102-0042T 

FundChapter 

01 

Statute 

2009 

CapOutlayFunds 

Yes Nox 

FundSourcePercentages 

Fed %State %Local %Other %
100 

2727 

*EJ = 169 

*CBTP = 167 

** EJ = 606870 

CBTP = 606869 

*** Assigned by HQ Program 

**** District 1 = 60152 District 9 = 60155 

District 2 = 60153 District 10 = 60142 

District 3 = 60190 District 11 = 60144 

District 4 = 60145 District 12 = 60600 

District 5 = 60154 

District 6 = 60146 

District 7 = 60147 

District 8 = 60143 



  

  

     
         

     
(           ) 
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Completing Form 360 

APPROVALS 

** - District Contract Manager Supervisor Signature 

BUDGETREPRESENTATIVECERTIFIES 
ACCURACY&AVAILABILITYOFFUNDING 

Print Cheryl Babcock Signature Phone 
916 654-4499 

Date 

APPROVINGMANAGERCERTIFIESCONTRACT 
JUSTIFICATION&COMPLETEADM0360PACKAGE 

Print 
** 

Signature Phone 
( ) 

Date 

DISTRICTDIRECTOR/ DIVISIONCHIEFCERTIFIES 
EMERGENCYCONTRACTJUSTIFICATION 

Print Signature Date 
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The Scope of WorkThe Scope of Work 

(SOW)(SOW) 

Who, What, Where,Who, What, Where, 

When, Why and HowWhen, Why and How 

Much?Much? 



                

                

          

                

        

                

    

TThhee SSccooppee ooff WWoorrkk ((SSOOWW)) iiss aa KKeeyy
 

DDooccuummeenntt
 

�� TThhee SSOOWW iiss tthhee ooffffiicciiaall ddeessccrriippttiioonn ooff wwoorrkk 

rreeqquuiirreemmeennttss nneeeeddeedd ttoo ffuullffiillll yyoouurr 

ccoonnttrraacctt.. 

�� TThhee SSOOWW iiss tthhee rrooaadd mmaapp ttoo tthhee 

3030 

successful completion of your project.successful completion of your project. 

�� The SOW will be the reference point forThe SOW will be the reference point for 

project progress monitoring.project progress monitoring. 



          

        

    

          

  

      

          

3131 

�� Assignment of responsibility for taskAssignment of responsibility for task 

completion.completion. 

EElleemmeennttss ooff aa SSccooppee ooff WWoorrkk 

�� LLiissttss aallll mmaajjoorr pprroojjeecctt ttaasskkss.. 

�� LLiissttss ssuubbttaasskkss.. 

�� ““DDeelliivveerraabblleess”” oorr pprroodduuccttss ffrroomm eeaacchh ttaasskk 

aanndd ssuubbttaasskk.. 

�� DDeessccrriippttiioonn ooff wwoorrkk mmeetthhooddss.. 
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Tips and PointersTips and Pointers 

�� All tasks and task elements must be inAll tasks and task elements must be in 

alignment with the project narrative.alignment with the project narrative. 

�� Check task list for proper sequencing.Check task list for proper sequencing. 

�� Check task list for thoroughness andCheck task list for thoroughness and 

accuracy.accuracy. 



      
       

         

         

    

            

       

          

        

       

      

      

    

 

   

AA SSaammppllee SSOOWW SSeeccttiioonn
 

3333 

Task 2: Ongoing Community and Stakeholder Outreach 

Task 2.1: Promote/Advertise charrettes through a multi media campaign 

(including use of newspaper and radio) and through the Community 

Advisory Committee and other stakeholders. 

Task 2.2: Conduct 2 to 3 charrettes to gain public involvement and 

refine concepts to incorporate into the plans. 

Task 2.3: Conduct Technical Advisory Group (TAG) and Community 

Advisory Committee (CAC) meetings to ensure community and 

stakeholder participation throughout the project, including document 

review. 

Meeting notesConduct TAG & CAC meetings 

Meeting notes and/or summary of 

outcomes 

Conduct charrettes 

Copies of advertisements and 

promotional materials 

Promote and advertise charrettes 

DocumentationDeliverable 
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The Project TimelineThe Project Timeline\\ 

ScheduleSchedule 

Timing is everythingTiming is everything…… 
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This sample timeline is for illustrative purposes only. Your scope of work and timeline may include different tasks under different headings. 

Project Title 

Task 
Number 

Tasks 
Responsibl 

e Party 

Total 

Cost Grant Local In-kind Other J A S O N D J F M A M J J A S O N D J F M A M J J A S O N D J F Deliverable 

1.0 Pre-contracting conference THECOG/ CT Meeting notes 

1.1 RFP Preparation THEC OG $500 $400 $50 $50 Prepare Contract 

1.2 Kick-off Meeting THECOG/ABC $500 $400 $50 $50 Conduct Kick-off meeting 

2.1 Promote/Advertise Charrettes ABC $20,000 $18,000 $2,000 Charrettes promotional mater ial 

2.2 Conduct Charrettes ABC $10,000 $9,000 $1,000 Charrettes notes 

2.3 Conduct TAG and CAC meetings ABC $10,000 $9,000 $1,000 TAG & CAC meeting notes 

3.1 Develop Parking Plan ABC $16,000 $14,400 $1,600 Parking Plan 

3.2 Develop Circulation Plan ABC $16,000 $14,400 $1,600 Circulation Plan 

3.3 Develop Streetscape Plan ABC $16,000 $14,400 $1,600 Streetscape Plan 

3.4 Develop Funding Strat egy ABC $16,000 $14,400 $1,600 Funding Strategy 

3.5 
Provide draft plans to TAG, CAC & 

public ABC $16,000 $14,400 $1,600 Draft plans and presentations 

4.1 
Prepare final plans based on input 

received ABC $7,500 $6,750 $750 Final plan(s) for hearing 

4.2 
Present final plan at THECOG public 

hearing THECOG/ABC $7,500 $6,750 $750 

Present plan(s) to THECOG at 

public hearing, meeting minutes 

5.1 
Project monitoring & contract 

management THEC OG $7,000 $6,300 $350 $350 

Monitoring project and contract 

management 

5.2 Submit Info for Quarterly reports THE COG $0 $0 $0 $0 Project status information 

5.3 Fiscal management THEC OG $7,000 $6,300 $350 $350 Invoices 

TOTALS $150,000 $134,900 $14,300 $800 $0 

Ongoing Community & Stakeholder Outreach 

Develop Plan Components 

Final Plan Preparation 

Administration 

Fund Source Fiscal Year 2010/11 FY 2011/12 FY 2012/13 

ACME CAP, Streetscape, Parking & Circulation Plans Grantee THE Council of Governments 

SSaammppllee TThhee PPrroojjeecctt TTiimmeelliinnee\\ SScchheedduullee
 
California Department of Transportation
 

Transportation Planning Grants
 

Fiscal Year 2009-2010
 

SAMPLE PROJECT TIMELINE 



    

                

        

        

                

      

TTiippss aanndd PPooiinntteerrss
 

�� TThhee sscchheedduullee mmuusstt aalliiggnn wwiitthh tthhee ssccooppee ooff 

wwoorrkk.. 

�� TThhee ttaasskk iitteemmss mmuusstt iinncclluuddee::

TThhee ppaarrttyy rreessppoonnssiibbllee ffoorr ccoommpplleettiioonn..  

CCoosstt..  

3636 

  Allocation of cost,Allocation of cost, ieie. grant or local match in. grant or local match in--

kind, local match cash.kind, local match cash.

  Deliverable.Deliverable. 



    

          

      

            

            

  

        

TTiippss aanndd PPooiinntteerrss 

�� SScchheedduullee mmuusstt iinnddiiccaattee pprroovviiddiinngg ooff 

pprrooggrreessss rreeppoorrttiinngg eeaacchh qquuaarrtteerr.. 

�� SScchheedduullee mmuusstt iinncclluuddee aa pprroojjeecctt kkiicckk--ooffff
 

3737 

meeting between the district and themeeting between the district and the 

grantee.grantee. 

�� Schedule the consultant selection process.Schedule the consultant selection process. 
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Grant ContractGrant Contract 

ManagementManagement 

Teamwork For Success!Teamwork For Success! 



  
      

        

                  
            

              
            

          

            
    

GGrraanntt AAddmmiinniissttrraattiioonn
 
RReessppoonnssiibbiilliittyy:: GGrraanntt MMaannaaggeerr
 

�� CCoonndduucctt kkiicckkooffff mmeeeettiinngg wwiitthh GGrraanntteeee.. 

NNOOTTEE:: NNoo cchhaarrggeess ccaann bbee iinnccuurrrreedd pprriioorr ttoo
 
eexxeeccuuttiioonn ooff FFTTAA ((mmaattcchh oorr ggrraanntt ffuunnddss))
 

�� WWoorrkk wwiitthh GGrraanntteeee ttoo eennssuurree aapppprroovveedd SSccooppee
 

3939 

of Work, Project Timeline, and Projectof Work, Project Timeline, and Project 
Funding and Funding Chart are maintained.Funding and Funding Chart are maintained. 

�� Submit quarterly progress reports to HQSubmit quarterly progress reports to HQ 
Grant Program Manager.Grant Program Manager. 



    

      

          

          

      

        

        

4040 

What is the Budget?What is the Budget? 

DDiissttrriicctt GGrraanntt MMaannaaggeerr
 

OOnnccee CCoonnttrraacctt iiss AAwwaarrddeedd
 

�� RReeaadd CCoonnttrraacctt:: KKnnooww wwhhaatt iitt ssaayyss.. 

WWhhoo iiss rreessppoonnssiibbllee ffoorr wwhhaatt?? 

WWhhaatt aarree ddeelliivveerraabblleess?? 

WWhheenn aarree sseerrvviicceess rreeqquuiirreedd?? 



    

    

        

        

            

  

              

  

DDiissttrriicctt GGrraanntt MMaannaaggeerr
 

NNeeeeddss ttoo KKnnooww
 

11.. IIss tthhee pprroojjeecctt oonn sscchheedduullee?? 

22.. IIss tthhee pprroojjeecctt wwiitthhiinn bbuuddggeett?? 

4141 

3.3. Are services specified in the contractAre services specified in the contract 

being received?being received? 

4.4. What is the quality of services orWhat is the quality of services or 

products received?products received? 



      

      

        
    

        

      

      

              

              

  

  

4242 

documentationdocumentation 

�� Develop a spreadsheet for available funding andDevelop a spreadsheet for available funding and 
expendituresexpenditures 

�� Progress ReportsProgress Reports 

�� CloseClose--out Documentationout Documentation 

DDiissttrriicctt GGrraanntt MMaannaaggeerr ––
 

OOnnccee CCoonnttrraacctt iiss AAwwaarrddeedd
 

SSeett uupp aa ccoonnttrraacctt ffiillee:: 
�� AADDMM FFoorrmm 336600 

�� AAnn eexxeeccuutteedd ccooppyy ooff ccoonnttrraacctt 

�� LLoogg ooff ccoonnttrraacctt aaccttiivviittiieess 

�� CCoorrrreessppoonnddeennccee,, iinncclluuddiinngg iinnvvooiiccee ddiissppuutteess 

�� RReettaaiinn ccooppiieess ooff aallll iinnvvooiicceess aanndd ssuuppppoorrttiinngg 



    

  

    
      

    

            
            

                  

              

    

DDiissttrriicctt GGrraanntt MMaannggeerr
 

CCoonnttrraacctt MMaannaaggeemmeenntt
 

MMoonniittoorr GGrraanntteeee PPeerrffoorrmmaannccee:: 
��PPrreeppaarree qquuaarrtteerrllyy pprrooggrreessss rreeppoorrttss.. 

��IIss wwoorrkk ssaattiissffaaccttoorryy?? 

IIff nnoott,, ddooccuummeenntt ppoooorr ppeerrffoorrmmaannccee,, ttaakkee
 
ccoorrrreeccttiivvee aaccttiioonn –– mmaayy nneeeedd ttoo wwiitthhhhoolldd
 

4343 

payment.payment. 

Note: Caltrans may request a project audit at anyNote: Caltrans may request a project audit at any 
time.time. 

��District Grant Manager needs to have openDistrict Grant Manager needs to have open 

communication with grantee.communication with grantee. 



    
    

          

  

            

  

              

  

        

              

  

DDiissttrriicctt GGrraanntt MMaannggeerr
 
CCoonnttrraacctt MMaannaaggeemmeenntt -- PPaayymmeenntt 

�� PPrrooggrreessss PPaayymmeennttss –– PPaayymmeenntt sshhoouulldd eeqquuaall 

sseerrvviicceess pprroovviiddeedd.. 

�� PPaayymmeennttss sshhoouulldd bbee mmaaddee aatt mmiilleessttoonnee 

ccoommpplleettiioonn.. 

�� CCoommppaarree RRaatteess wwiitthh BBuuddggeett –– OOnnllyy PPaayy ffoorr 

4444 

Deliverables Completed.Deliverables Completed. 

�� Comply with Prompt Payment Provisions.Comply with Prompt Payment Provisions. 

�� Use Invoice Dispute Notice (Std. 209), ifUse Invoice Dispute Notice (Std. 209), if 

necessary.necessary. 

�� Monitor Expenditures.Monitor Expenditures. 



      

4545 

InvoicingInvoicing 

““Show me the moneyShow me the money……..”” 



    

            
            

          

        

4646 

InvoicingInvoicing 

Responsibility: GranteeResponsibility: Grantee 

�� Submit invoices with supporting documents toSubmit invoices with supporting documents to 
District Grant ManagerDistrict Grant Manager -- no more frequentlyno more frequently 
than monthly but at least quarterlythan monthly but at least quarterly…… 

……lump sum invoices arelump sum invoices are notnot allowed.allowed. 



      

              

              

                  

            

          

                

    

              

        

                

    

IInnvvooiicciinngg –– DDiissttrriicctt GGrraanntt MMaannaaggeerr
 

��	 EEnnssuurree GGrraanntteeee iiss aawwaarree ooff mmoonntthhllyy//qquuaarrtteerrllyy iinnvvooiicciinngg 

rreeqquuiirreemmeenntt.. 

��	 RReecceeiivvee,, ddaattee ssttaammpp,, rreevviieeww iinnvvooiicceess ttoo eennssuurree 

cchhaarrggeess aarree ccoonnssiisstteenntt wwiitthh tthhee aapppprroovveedd SSccooppee ooff WWoorrkk,, 

PPrroojjeecctt TTiimmeelliinnee,, aanndd PPrroojjeecctt FFuunnddiinngg CChhaarrtt.. 

��	 CCoommpplleettee RReecceeiivviinngg RReeccoorrdd –– pprreeppaarreedd bbyy DDiissttrriicctt 

GGrraanntt MMaannaaggeerr aanndd aapppprroovveedd bbyy SSuuppeerrvviissoorr ((ttwwoo ddiiffffeerreenntt 

4747 

names and signatures).names and signatures). 

�� ForwardForward invoice electronically, Fax, or by overnight mailinvoice electronically, Fax, or by overnight mail 

to DOTP Resource Management Branch.to DOTP Resource Management Branch. 

�� Retain copiesRetain copies of all documents in the District Grantof all documents in the District Grant 

ManagerManager’’s project file.s project file. 



      

  

4848 

InvoicingInvoicing –– District Grant ManagerDistrict Grant Manager 

Receiving RecordReceiving Record 



    

              
              

          

              

              

          

      

IInnvvooiicciinngg
 

IInntteerreesstt PPeennaallttyy PPoolliiccyy
 

�� TThhee CCaalliiffoorrnniiaa PPrroommpptt PPaayymmeenntt AAcctt ooff 11999999 
rreeqquuiirreess ppaayyiinngg aann iinnvvooiiccee wwiitthhiinn 4455 ccaalleennddaarr 
ddaayyss:: ((PPeennaallttiieess aarree ppaaiidd bbyy tthhee ddiissttrriicctt)).. 

�� 1155 ccaalleennddaarr ddaayyss ttoottaall ffoorr tthhee ddiissttrriicctt aanndd DDOOTTPP..
 

4949 

151

454

calendar days for the Division of Accounting.5 calendar days for the Division of Accounting. 

1515 calendar days for State Controllercalendar days for State Controller’’s Office.s Office. 

calendar days total.5 calendar days total. 



  

        

                  

                  

                    

            

                  

              

              

IInnvvooiiccee DDiissppuutteess
 

��	 IInnvvooiiccee DDiissppuuttee –– DDiissttrriicctt GGrraanntt MMaannaaggeerr 

IIff tthheerree iiss aa pprroobblleemm oorr aa qquueessttiioonn rreeggaarrddiinngg 

aann iinnvvooiiccee aanndd iitt ccaannnnoott bbee rreessoollvveedd wwiitthhiinn aa 

ddaayy oorr ttwwoo yyoouu mmuusstt ccoommpplleettee aanndd sseenndd ttoo tthhee 

ggrraanntteeee aann IInnvvooiiccee DDiissppuuttee NNoottiiffiiccaattiioonn FFoorrmm
 

((SSttdd FFoorrmm 220099)).. TThhiiss wwiillll ““ssttoopp tthhee cclloocckk”” ffoorr
 

iinnvvooiiccee.. 

5050 

the prompt payment timeline and must bethe prompt payment timeline and must be 

done withindone within 15 working days15 working days from receipt offrom receipt of 



5151 



    

          

          

              

        

            

              

IInnvvooiicciinngg 
RReessoouurrccee MMaannaaggeemmeenntt BBrraanncchh 

�� RReevviieeww RReecceeiivviinngg RReeccoorrdd ppaacckkaaggee ffoorr 

aaccccuurraaccyy aanndd ccoorrrreecctt ccooddiinngg iinnffoorrmmaattiioonn,, 

uuppddaattee tthhee ccoonnttrraacctt ddaattaabbaassee,, aanndd ffoorrwwaarrdd ttoo 

tthhee DDiivviissiioonn ooff AAccccoouunnttiinngg ffoorr ppaayymmeenntt.. 

5252 

�� Provide expenditure reports to HQ GrantProvide expenditure reports to HQ Grant 

Program Manager quarterly or more often ifProgram Manager quarterly or more often if 

requested.requested. 



    

  

5353 

Completing the ProjectCompleting the Project 

Close OutClose Out 



  

    

            

      
              

              

5454 

Final ProductFinal Product 

Responsibility: GranteeResponsibility: Grantee 

�� Send copies of final product toSend copies of final product to 

District Grant Manager.District Grant Manager. 
(4 reproducible hard copies and 4 electronic(4 reproducible hard copies and 4 electronic 

copies on a CDcopies on a CD –– of the entire product).of the entire product). 



  
        

                

          

          

      

    

          

FFiinnaall PPrroodduucctt
 
RReessppoonnssiibbiilliittyy:: DDiissttrriicctt GGrraanntt MMaannaaggeerr
 

�� SSeenndd oonnee rreepprroodduucciibbllee hhaarrdd ccooppyy aanndd 

oonnee eelleeccttrroonniicc ccooppyy ooff ffiinnaall pprroodduucctt ttoo::
 

HHQQ GGrraanntt PPrrooggrraamm MMaannaaggeerr
 

HHQQ CCaallttrraannss LLiibbrraarryy
 

5555 

State LibraryState Library 

Retain one copy in District.Retain one copy in District. 



        

    

    

    

        

      

          

  
    

CCoonnttrraacctt CClloosseeoouutt
 
DDiissttrriicctt GGrraanntt MMaannaaggeerr
 

�� RReevviieeww aanndd aapppprroovvee ddeelliivveerraabblleess,, 

iinncclluuddiinngg ffiinnaall pprroodduucctt.. 

�� PPaayy ffiinnaall iinnvvooiiccee.. 

�� DDiisseennccuummbbeerr uunnuusseedd ffuunnddss.. 

5656 

�� Complete Contractor Evaluation formComplete Contractor Evaluation form 

(Std. 4), if applicable.(Std. 4), if applicable. 

�� Retain file documentation for 5 years.Retain file documentation for 5 years. 



  
      

          

  

          

  

          

  

          
      

      

    

    

HHeeaaddqquuaarrtteerrss CCoonnttaaccttss 
HHQQ GGrraanntt PPrrooggrraamm MMaannaaggeerrss 

CCaarrll PPaayynnee EEnnvviirroonnmmeennttaall JJuussttiiccee TTrraannssppoorrttaattiioonn PPllaannnniinngg
 

((991166)) 665533--33772266 

JJoorrggee RRiivvaass EEnnvviirroonnmmeennttaall JJuussttiiccee TTrraannssppoorrttaattiioonn PPllaannnniinngg 

((991166)) 665544--66223366 

RRuussss WWaallkkeerr CCoommmmuunniittyy BBaasseedd TTrraannssppoorrttaattiioonn PPllaannnniinngg 

((991166)) 665511--66888866 

5757 

Priscilla MartinezPriscilla Martinez--VelezVelez Partnership Planning and TransitPartnership Planning and Transit 
Planning (916) 651Planning (916) 651--81968196 

DOTP Resource Management BranchDOTP Resource Management Branch 

JodiJodi LehmkuhlLehmkuhl (916) 653(916) 653--38963896 

Cheryl BabcockCheryl Babcock (916) 654(916) 654--44994499 



        

        

      

  

    

    

    

    

MMaajjoorr DDaatteess FFoorr AAccttiivvee GGrraannttss 

�� CCoommpplleettiioonn ooff FFoorrmm 336600 ppaacckkaaggee 

DDeecceemmbbeerr 11,, 22000099 

�� QQuuaarrtteerrllyy RReeppoorrttss 

JJaannuuaarryy 1155 

5858 

April 15April 15 

July 15July 15 

October 15October 15 



        

    

      

      

5959 

Major Dates For Active GrantsMajor Dates For Active Grants 

�� Work Completion DeadlinesWork Completion Deadlines 

FY 09FY 09--10 cycle:2/28/1210 cycle:2/28/12 

�� Final Invoices: April 28Final Invoices: April 28 



      

          

        

    

RReessoouurrcceess
 
OOffffiiccee ooff CCoommmmuunniittyy PPllaannnniinngg
 

hhttttpp::////wwwwww..ddoott..ccaa..ggoovv//hhqq//ttpppp//ooffffiicceess//ooccpp//
 

OOffffiiccee ooff CCoommmmuunniittyy PPllaannnniinngg IInnttrraanneett
 
hhttttpp::////oonnrraammpp..ddoott..ccaa..ggoovv//hhqq//ttpppp//ooffffiicceess//ooccpp//eejj__ccbbttpp__ttoooollbbooxx..hhttmmll
 

EEJJ aanndd CCBBTTPP TTooooll BBooxx
 
hhttttpp::////wwwwww..ddoott..ccaa..ggoovv//hhqq//ttpppp//ooffffiicceess//ooccpp//eejj__ccbbttpp__ttoooollbbooxx..hhttmmll
 

6060 

Grant Programs OverviewGrant Programs Overview 
http://www.dot.ca.gov/hq/tpp/grants.htmlhttp://www.dot.ca.gov/hq/tpp/grants.html 

DPACDPAC 
http://http://admin.dot.ca.gov/pc/index.shtmladmin.dot.ca.gov/pc/index.shtml 

http://www.dot.ca.gov/hq/tpp/offices/ocp/ej_cbtp_toolbox.html
http://onramp.dot.ca.gov/hq/tpp/offices/ocp/ej_cbtp_toolbox.html
http://www.dot.ca.gov/hq/tpp/offices/ocp


      

  

6161 

Thanks for yourThanks for your 

participationparticipation 

……any questions?any questions? 


