SCOPE OF WORK CHECKLIST

The scope of work is the official description of the work that is to be completed
during the contract. The scope of work must be consistent with the project
timeline.

The scope of work must:

O Be completed using the FY 2013-14 template provided and in Microsoft
Word format.

O List all tasks and sub-tasks using the same title as stated in the project
timeline.

Have task and sub-task numbers in accurate and proper sequencing;
consistent with the project timeline.

List the responsible party for each task and subtask and ensure that it is
consistent with the project timeline (i.e., applicant, sub-applicant, or consultant).

Have a thorough and accurate description of each task and sub-task.
Include a task for a kick-off meeting with Caltrans at the start of the grant.
Include a task for procurement of consultants, if consultants are needed.
Include a task for invoicing.

Include a task for quarterly reporting to Caltrans.

Include public participation and services to diverse communities.

NOT include environmental, complex design, or engineering work and
other ineligible activities.

List the project deliverable for each task in a table following each task and
ensure that it is consistent with the project timeline.

NOTE: Applications with missing components will be at a competitive disadvantage. Please
use this checklist to make sure your scope of work is complete.



SAMPLE SCOPE OF WORK:
City of Can Do Complete Street Plan

The City of Can Do Complete Street Plan will provide a conceptual multi-modal
planning foundation for the City’s downtown main street corridor. The Plan will be used
to evaluate how different complete street features enhance or detract from the vision of
the community. The city intends to gather public input through interactive community
workshops which will be the driving factor of the planning process. The City of Can Do
Complete Street Plan will contain conceptual design only. It is the City of Can Do’s
intent that once this plan is complete, it will lead to implementation and development.

The below scope of work reflects the anticipated process and deliverables for the City of
Can Do Complete Street Plan.

RESPONSIBLE PARTIES

The City of Can Do with the assistance of a consulting firm will perform this work. The
City has not yet selected a consulting firm and the proper procurement procedures will be
used through a competitive RFP process. City staff anticipates these figures will not
differ substantially and will not exceed the grant request amount.

OVERALL PROJECT OBJECTIVES

e Reduce street crown and replace surface with enhanced and/or porous street pavers.

o Sidewalk widening and fully accessible ramp improvements at intersections.

e Add and improve bicycle lanes.

e Installation of street trees with grates and tree grates for existing trees that can be

preserved.

Installation of pedestrian-scale street lighting at intersections.

e Installation of street furniture and other design features.

e Application of “green street” concepts, such as storm water planter boxes and porous
pavement where possible.

e Conceptual designs for underground utilities.

e Conceptual designs to improve drainage conveyance.

1. Project Initiation

Task 1.1: Project Kick-off Meeting

e The City will hold a kick-off meeting with Caltrans staff to discuss grant
procedures and project expectations including invoicing, quarterly reporting, and
all other relevant project information. Meeting summary will be documented.

e Responsible Party: The City




Task 1.2: Staff Coordination

e Monthly face-to-face project team meetings with consultants to ensure good
communication on upcoming tasks and to make sure the project remains on time
and within budget. Caltrans staff will be invited to the project team meetings.

¢ Responsible Party: The City

Task 1.3: RFP for Consultant Services

e Complete an RFP process for selection of a consultant using the proper
procurement procedures.

o Responsible Party: The City

Task 1.4: ldentify Existing Conditions
e Gather existing conditions and background data by identifying opportunities and
constraints as well as standards that should be used to guide preparation of the
plan such as existing and planned land uses, population characteristics, and travel
projections within the City.
e Inventory and evaluate existing bicycle and pedestrian facilities.

e Responsible Party: Consultant

Task Deliverable
1.1 Meeting Notes
1.2 Monthly Meetings Notes
Copy of Procurement Procedures and
1.3 Executed Consultant Contract
14 Existing Conditions Report

2. Public Outreach

Note: All meetings will be publically noticed to ensure maximum attendance. All public
notices will be in English and Spanish. Spanish translators and sign language
interpreters will be present at all workshops.

Task 2.1: Community Workshop #1

e Walking tour and workshop. This workshop will introduce the project to the
public, define project parameters, inform community of project opportunities and
constraints, and solicit opinions from the community to shape Task 3.1, Develop
Streetscape Concept.

e Responsible Party: Consultant




Task 2.2: Community Workshop #2

e An interactive workshop that will use clicker technology, modeling tools, and
maps to present the streetscape design concept alternatives. Community will
decide on preferred alternatives. Continue to solicit feedback from the

community to shape Task 3.3, Draft Complete Street Plan.

e Responsible Party: Consultant

Task 2.3: Community Workshop #3

o Present Draft Design Concept and Report and continue to solicit feedback for
public comments to shape Task 3.3, Draft Complete Street Plan and Task 3.6,

Final Complete Street Plan.

o Responsible Party: Consultant

Task Deliverable

PowerPoint Presentation, Workshop Summary,
2.1 Photos

PowerPoint Presentation, Workshop Summary,
2.2 Photos

PowerPoint Presentation, Workshop Summary,
2.3 Photos

3. Streetscape Plan

Task 3.1: Develop Streetscape Concept

e Based on the existing conditions report and the community input from Workshop
#1, a streetscape concept will be developed. Streetscape conceptual design will
incorporate complete streets concepts and will include plans, sketches, and
photos.

e Responsible Party: Consultant

Task 3.2: Develop Conceptual Design Concept Alternatives

e Up to three complete street conceptual design alternatives will be developed.
Ilustrations will be made in plan view, as street cross sections, and as sketches.
A model simulation will be developed for each alternative. The alternatives will

be prepared and presented at Community Workshop #2.

¢ Responsible Party: Consultant




Task 3.3: Draft Complete Street Plan

e Based on the preferred design alternative chosen in Workshop #2, a draft report
will be prepared. The draft report will be presented at Workshop #3 for public
comment.

e Responsible Party: Consultant

Task 3.4: Identify Potential Funding Sources

e Review and identify potential funding sources for future implementation of the
preferred alternative.

e Responsible Party: Consultant

Task 3.5: Joint Planning/Parking and Safety/Bicycle Advisory Commission Meeting

e Coordinate a joint session among the three commissions to review the draft
report and conceptual design alternative. Solicit feedback, respond to any
questions, and resolve any critical issues.

e Responsible Party: The City/Consultant

Task 3.6: Final Complete Street Plan

e Complete the final report that addresses the comments given from Workshop #3
and the Joint Commission Meeting. Four hard-copies and four electronic copies
of the final report will be submitted to Caltrans. Credit of the financial
contribution of the grant program will be credited on the cover of the report.

e Responsible Party: Consultant

Task 3.7: City Council Adoption

e Present the final Complete Street Plan at the City Council meeting. Resolve any
critical issues. Adopt final City of Can Do Complete Street Plan.

e Responsible Party: The City/Consultant

Task Deliverable

3.1 Sketches, illustrations

3.2 Sketches, illustrations

3.3 Draft Report

3.4 Funding Source Report

3.5 PowerPoint Presentation, Workshop Summary, Photos
3.6 Final Report

3.7 Meeting Notes




4. Fiscal Management

Task 4.1: Invoicing
e Submit complete invoice packages to Caltrans District staff based on milestone
completion—at least quarterly, but no more frequently than monthly.

e Responsible Party: The City

Task 4.2: Quarterly Reports
e Submit quarterly reports to Caltrans District staff providing a summary of project
progress and grant/local match expenditures.

e Responsible Party: The City

Task Deliverable

4.1 Invoice Packages
4.2 Quarterly Reports




