
Final Reporting Procedures for All Caltrans Grants


Project Managers and Project Engineers have the responsibility to understand the requirements and procedures of administering State and Federal grants passed-through Caltrans. The City of is responsible to coordinate any changes to project amendments, agreements and program guidelines to understand deliverables and the timely submittal of the final delivery reports for future Federal and State funded projects.

These procedures are to supplement, and be in compliance with, the appropriate guidelines for each of the grant programs and must be followed for all grants passed- through Caltrans. These procedures are also intended to supplement the California Transportation Commission’s (CTC’s) and Caltrans’ programmatic guidelines for all State and Federal grant funds. The procedures will be effective immediately and may be revised or changed at any time subject to revisions to any of the programs administered by Caltrans and the Federal Highway Administration (FHWA).

Final Delivery Reports (FDRs) Procedures for Adequately Reporting Project’s Benefits/Outcomes
· During the design phase of the project, Public Works Department’s Project Manager and/or Project Engineer shall submit the approved Baseline Agreement to the City of ‘s Grant Committee that consists of management level staff from all City Departments.
· Grant Committee shall review project’s benefits/outcomes included in the approved Baseline Agreement with the purpose of establishing an adequate reporting approach.
· Grant Committee shall determine what data is needed to support the adequate
reporting of project benefits/outcomes and feasible methods of collecting this data (if needed) prior to the start of construction and after its completion.
· Grant Committee shall determine the time for the post-construction data collection that will assure that the benefits/outcomes of the project manifest themselves and can be measured/recorded.
· Grant Committee shall determine if adequate reporting of project’s benefit/outcome require expert consultant services.
· Grant Committee shall submit a Memorandum to the Project Manager and/or
Project Engineer that outlines committee’s recommendations for the adequate reporting approach.
· For quality assurance purposes, Project Manager or Project Engineer shall review this Memorandum with Caltrans District 12 Local Assistance Engineer (DLAE) and obtain concurrence for the adequate reporting approach for project’s benefits/outcome.



· Upon obtaining Caltrans DLAE’s concurrence, Project Manager or Project Engineer shall submit the Memorandum to the City Engineer for final review and approval of the adequate reporting approach for the project’s benefits/outcome.
· Program Manager or Program Engineer shall be responsible for implementation of all steps outlined in the Memorandum to assure that all backup information/data is collected prior to preparation and submittal of the Final Delivery Report to Caltrans.
· Program Manager or Program Engineer shall submit Final Delivery Report to the Grant Committee for review and approval 30 working days prior to submittal of the FDR to Caltrans.





