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Grantee Guidance
This guidance document is intended to provide DWR grantees assistance in the development of the Work Plan (WP), Budget and Schedule, for the program’s Grant Agreement (GA). Together, the WP, Budget, and Schedule form the “backbone” components of a GA. These three items are often included in proposal applications; however, applications often contain additional information to meet the application requirements that are not necessary to include in a subsequent GA with DWR. When drafting these three sections, the grantee should ensure that they accurately, concisely, and consistently depict the work to be done. When the GA is executed, DWR and the grantee will use the WP, Budget and Schedule to track the status of deliverables and overall progress of the project. 
Some grant programs allow several individual projects to be included in a single GA. In these instances, the grantee will need to prepare individual project WP, Budgets, and Schedules in addition to summary, or roll-up, WP, Budget, and Schedule for the entire GA. The DWR Program Manager will determine the content requirements for a multiple project GA.    
Work Plan 
Key Components of a single-project Work Plan include:
· Project Description 
· Numbered Tasks to implement the whole project. Include tasks DWR may not be funding if integral to the delivery of the overall project, and are anticipated to occur during the life of the GA. Tasks completed using Funding Match, i.e., non-DWR portions of the project’s funding (local, federal, in kind services) integral to completing the project, must have the same level of detail as DWR funded tasks.  
· Concise description of the work to be undertaken for each task 
· List of deliverables for each task 


Project Description
The project description is a brief explanation of the work to be performed, and an overview of deliverables for assessing progress and accomplishments. A complete project description should be concise and include the following information: 
· A brief explanation of the goals and objectives, or purpose and need, for the project. 
· Description of the components of the project that will be funded by DWR. 
· Any linkages to other related projects or earlier/later phases of the project must be discussed, AND include a discussion of how the DWR grant funded phase of work can operate or be functional without implementation of other phases of work. 
· A description of existing contracts, Memorandums of Understanding, Joint Powers Authorities, or other formal agreements with project partners. 
· A description of the project location including overlying jurisdiction (City, County, State, or Federal land), APNs, property addresses, and Latitude/Longitude of project site. A project map showing the project’s geographical location and the boundaries of work is helpful but not necessary.   
Tasks – Scope of Work
Tasks are specific activities that will be performed to implement the project. The task descriptions will be used as the scope of work in the grant agreement. The detail for each task shown in the scope of work must be sufficient to demonstrate a high expectation of successful implementation and must allow the grantee project manager (and DWR) to fully understand the work to be performed in order to implement the project. Additionally, the tasks must provide sufficient detail to justify the project cost estimates. Tasks listed in the scope of work should be consistent with those in the schedule, and the budget if a task budget is used. 
Each task in the scope of work must include a description of work to be performed, and should be succinct. DWR and grantee project managers should be able to easily determine the specific actions that will be undertaken, what the grantee intends to accomplish, and associated deliverables that will be provided to DWR. Table 1 provides a sample scope of work with tasks that are typical for an implementation project. If the GA is for a planning related project or feasibility study, then the scope of work will likely be much simpler and only include a short series of tasks, with fewer deliverables. 
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	Task 1: Project Management 

	Task 1a: Administration
Description of work – example (ex): Conduct administrative services to complete the project; monitor, supervise and review all work performed; and coordinate with DWR to assure that the contract is completed within budget, on schedule, and in accordance with approved procedures, applicable laws, and regulations. Document the steps taken in soliciting and awarding sub-contract(s) to appropriate organization(s) to perform tasks as outlined in this agreement.  Document all contractor activities in quarterly reports. Provide a description of the types of meetings to be attended. Prepare and submit a final report when the GA tasks are complete.

Quarterly progress reports shall describe the work performed and accomplishments of each task by location, or task phase, milestones achieved, and any problems encountered in the performance of the work under this contract.  

Deliverables: Invoices; Quarterly Reports; Meeting agendas, minutes, and sign-in sheets. Participation in teleconferences, generation of email correspondence; Reporting status in electronic Grants Review and Tracking System (GRanTS); Final Reports  


	Task 1b: Labor Compliance Program
Description of work – ex: Adopt and enforce a Department of Industrial Relations (DIR)- certified Labor Compliance Program (LCP) meeting the requirements of Labor Code section 1771.5 for projects funded in part or in full by Proposition 84 (Safe Drinking Water, Water Quality and Supply, Flood Control, River and Coastal Protection Bond Act of 2006; PRC sections 75075 et seq.) or make payments to the Department of Industrial Relations under California Labor Code section 1771.3 for projects funded by Proposition 1E ((Disaster Preparedness and Flood Prevention Bond Act of 2006; PRC sections 5096.800 et seq.).

1.  Solicit quotes from labor compliance monitoring (LCM) companies; 
2.  Execute service agreement with most competitive LCM company; or
3.  Register with the Department of Industrial Relations Compliance Monitoring Unit.

Deliverable: Labor Compliance Program 


	
Task 2:	Right of Way Acquisition 

	Task 2a: Right of Way Appraisal 
Description of work – ex: Describe the steps that will be taken to obtain the right-of-way appraisal, such as Uniform Standards of Professional Appraisal Practice (USPAP), and include a discussion of partners involved.

Deliverables: Draft Appraisal for DWR review and comment; Final Appraisal to DWR for approval   




	Task 2b: Land/Easement Acquisition 
Description of work – ex: Complete all work related to acquisition of fee title for subject properties, including preparation of the location and description of the properties involved, and any special requirements for acquisition of land or rights-of-way, if applicable.

Deliverable: Fee Title for property or easement  


	Task 3: Planning & Permitting 

	Task 3a: Initial Site Assessment (ISA) 
Description of work – ex: Prepare an ISA in accordance with accepted professional standards, and make findings and recommendations for applicable project.

Deliverable: ISA 


	Task 3b: Biological Assessment (BA) 
Description of work – ex: Prepare a BA, using resource agency protocols for analysis of targeted species, and make findings and recommendations for applicable project.

Deliverable: BA  


	Task 3c: CEQA/NEPA Compliance 
Description of work – ex: Completion of documents to meet requirements of California Environmental Quality Act (CEQA), National Environmental Policy Act (NEPA), and other applicable environmental laws. Comply with tribal notification requirements pertaining to projects using Proposition 84 funds (PRC §75102). 

[Work that is subject to the CEQA shall not proceed under a GA until documents that satisfy the CEQA process are received by DWR’s project manager, and DWR has completed its CEQA compliance.   Work that is subject to a CEQA document shall not proceed until and unless approved by the project manager.  Such approval is fully discretionary and shall constitute a condition precedent to any work for which it is required.  Once CEQA documentation has been completed, DWR will consider the environmental documents and decide whether to continue to fund the project or to require changes, alterations or other mitigation.]

Deliverables: Administrative Draft Environmental Document for DWR Review;  Draft Environmental Document for Public/DWR Review and Comment; Approved and Adopted CEQA/NEPA documentation 


	Task 3d: Permitting
Description of work – ex: Acquisition of all identified federal, state and local permits. (examples 1602, 401, and 404 permits). Work includes coordinating and complying with requirements for issuance of a permit.

Deliverables: All required permits 





	Task 4: Design & Engineering 

	Task 4a: Feasibility Assessment and Evaluation
Description of work – ex: Evaluate up to X alternatives for construction of the proposed project in accordance with established objective criteria. Feasibility Study shall include a cost/benefit analysis of the alternatives, discuss any constraints of the proposed alternatives, and make recommendations based on the subject data as to the preferred alternative. 

Deliverable: Feasibility Study   


	Task 4b: Design
Description of work – ex: Contractor shall cause the work to be done on design reports, plans, and specifications necessary to prepare final construction documents for the project in compliance with all applicable building standards. The pre-determined plan levels (e.g. 50% and 100%) will be submitted for DWR review to ensure consistency with program/project objectives.  

Deliverables: 50%, 100% plans and specifications 


	Task 5: Construction

	Task 5a:  Mobilization and Site Preparation 
Description of work – ex: Contractor equipment to be placed at work site; establishment of exclusionary fencing for environmentally sensitive areas; clearing and grubbing site before major construction; pre-construction surveys for rare or endangered plants/animals. 

Deliverables: Site photographs, pre-construction surveys


	Task 5b: Project Construction 
Description of work – ex: The timing and sequence of construction will be finalized with the construction schedule prepared by the construction firm and reviewed by the Grantee’s Construction Manager. Other tasks include: 

a. Provide construction staking of the overall construction area.  
b. Provide access to the project site; secure all impacted areas to avoid impacts to the public.
c. Implement all construction site BMPs as listed in the Plans and Specifications
d. Remove existing structures 
e. Construct new facilities
f. Do finish grading and return site to pre-project conditions.
g. Install irrigation and implement re-vegetation plan.

Deliverable: Construction photographs





	Task 5c: Construction Administration 
Description of work – ex: Prepare and advertise the project in accordance with Public Contracting Code for a minimum of 30 days prior to the bid opening date.  During the bidding period, staff shall be available to answer questions as required to clarify details of the plans and specifications, prepare addenda to the contracts, and make a recommendation on the construction award. During project construction staff will oversee the day to day management of the project and coordinate with the contractor to ensure the project is developed in accordance with approved plans and specifications.  Prepare and submit As-Built drawings.

Deliverables: Submittal of bid notices; notification of Award for selected contractor; As-Built Drawings.  


	Task 5d: Environmental Compliance

Description of work – ex: Develop performance measures and monitoring plan for the project. Staff oversight of construction to avoid potential impacts to species of concern and to adhere to all permit restrictions. Preparation and submittal of any post-construction reports related to monitoring activities. 

Deliverables: Preparation, submittal, and adherence to Mitigation Monitoring and Reporting Plan  
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Most DWR grant programs require applicants to submit detailed budgets with the application. A detailed budget generally includes hourly wages paid by discipline, number of hours to be expended per task, and specific costs for equipment and materials that include unit costs, number of units. These detailed budgets are necessary to help DWR evaluate, score, and rank grant program candidates. If a project is awarded a grant with flaws in the detailed budget, then DWR requests clarification information in the commitment letter that must be addressed prior to execution of a grant agreement.  
Once a grant award has been made and all commitment letter items have been addressed, DWR requests the grantee to prepare a summary budget for incorporation into the GA. The reason for this change to “less detail” is because it is difficult for the DWR and grantees project manager to maintain consistency with the detailed budgets. There are several common problems that would require GA Amendments for nominal changes to the budget if strict adherence to the detailed budget were enforced. Some examples include: actual costs are over or under the original budget estimate; changes in staff involved in the project modify the billing rates; and changes in costs for raw materials or equipment. As a result, it is recommended only summary budgets be included in the GA unless specific DWR program requirements dictate otherwise.
At a minimum, the Summary Budget (Budget) must include an estimate of costs for the project according to the following: 
· Either 1) a Task Budget that includes a summary of all first-level tasks shown in the WP, or 2) a Line Item Budget  showing a summary of all expenses by resource category;
· A breakdown of local agency match funds (if applicable) adjacent to eligible costs that will be reimbursed by DWR bond funds, and any other sources of funding;  
· A date the Budget was created (to discern older versions if later amendments to the budget are made); and
· Identification of the contingency amount for construction tasks.
The Task Budget and Line Item Budget are both acceptable for inclusion into a DWR grant agreement, and are described in more detail below. There are potential advantages and drawbacks associated with each type of budget and it is up to the individual DWR Program to determine which method best suits the goals and objectives of the Department, the individual grant programs, and our grantees, in order to deliver the project(s).  


Task Budget  
A task budget correlates directly to the tasks outlined in the associated WP and schedule. Specific amounts, inclusive of expenses, overhead, equipment purchases are included for each individual task. 
   
Table 2 is an example of a Task Budget.  
	
Table 2 – Example Task Budget

	Project Title: _________________________________________________________________

	Date: ____________________ 
Sponsor: _______________________________________________________
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	Scope of Work
	Grant Recipient Match Funds
	DWR Grant 
	Other Fund Sources1
	Total 

	1 
	Project Management2 
	$0.00
	$0.00
	$0.00
	$0.00

	2
	Right-of-Way Acquisition 
	$0.00
	$0.00
	$0.00
	$0.00

	3
	Planning & Permitting
	$0.00
	$0.00
	$0.00
	$0.00

	4
	Design & Engineering
	$0.00
	$0.00
	$0.00
	$0.00

	5
	Construction3 
	$0.00
	$0.00
	$0.00
	$0.00

	
	Contingency
	$0.00
	$0.00
	$0.00
	$0.00

	Total 
	
	$0.00
	$0.00
	$0.00
	$0.00

	1. List all sources of funding and use multiple columns as required 
2. Can prepare Budget with Tasks and Subtasks if preferred by DWR program or Grant Recipient 
3. Include Construction Contingency in a separate row to show contingency costs (as shown)





Line Item Budget 

The Line Item Budget defines what resources are going to be used to accomplish the work identified in the WP.  Invoices are submitted by category of resource used rather than by task.  With this method of budgeting, it is especially important that the grantee carefully document the work completed in the quarterly progress reports. 
Table 3 is an example of a summary Line Item Budget. For GAs with multiple projects, each line item is the summary of all individual project costs for that line item.     
	
Table 3 – Example Line Item Budget

	Project Title: _____________________________________________________________________________

	Date: ____________________ 
Sponsor: _______________________________________________________

	Line Item
	Resource Category
	Grant Recipient Match Funds
	DWR Grant 
	Other Fund Sources1
	Total 

	1 
	Personnel Services2
	$0.00
	$0.00
	$0.00
	$0.00

	2
	Land/Right-of-Way Acquisition
	$0.00
	$0.00
	$0.00
	$0.00

	3
	Operating Expenses <$5,0003
	$0.00
	$0.00
	$0.00
	$0.00

	4
	Equipment >$5,0004
	$0.00
	$0.00
	$0.00
	$0.00

	5
	Professional & Consultant Services5
	$0.00
	$0.00
	$0.00
	$0.00

	6
	Construction6
	$0.00
	$0.00
	$0.00
	$0.00

	
	Contingency
	$0.00
	$0.00
	$0.00
	$0.00

	Total 
	
	$0.00
	$0.00
	$0.00
	$0.00

	1. List all sources of funding and use multiple columns as required 
2. Personnel Services includes the hours and wages of the Grantee or Project Proponent employees, by classification, who will be working on the project (be sure to keep a separate accounting code to charge to for audit purposes). If CEQA or construction services are done by Grantee’s employee, costs are incurred in the hours/total.
3. Examples:  Document Reproduction, Office Supplies, Office Expenses, Travel, Permit Fees, Lab Equipment.  NOTE:  If an item is described as “Equipment,” it must be followed by “(less than $,5000)”
4. Itemize each piece of equipment over $5,000. Examples:  Automatic Sampler, Monitoring Equipment, etc.
5. List the type of contracted services. Examples:  Pre-Design Geotechnical Services, Site Survey, Design Plans and Specifications, Monitoring, Lab Services, Permit Fees, Lab Work, Monitoring Plan Preparation, Report Preparation, Sanitary Sewer Surveys, CEQA/NEPA, etc.
6. Include Construction Contingency in a separate row to show contingency costs (as shown)


Schedule
The schedule must show the start and end dates for each task contained in the WP. DWR recommends that grant recipients prepare a schedule in a horizontal bar or Gantt chart format. It is not necessary to show key deliverable due dates on the schedule, but DWR does require the grant recipient to submit all deliverables for a task by the end date of that task. Some common computer applications for making schedules allow the schedule preparer to: 1) illustrate any dependencies or predecessors by showing links between tasks; and 2) show individual deliverable due dates with symbols or other notations. This is encouraged by DWR but is not necessary as long as the other required components of the schedule are provided. Overall the schedule, must be consistent with the WP and Budget, and should use the assumed date of execution of the grant agreement for the begin date. 
At a minimum, the following should be included in the schedule:
· All first-level tasks shown in the WP; 
· Begin and End dates for each task; and 
· Bar chart or Gantt chart illustrating task durations. 
Table 4 is an example of a Schedule, based on the WP shown in the prior sections of this document.  





image1.emf
2013 2014

Task #Task Description - subtasks Begin Date End Date 

Jan

2

Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec

1 Project Management  1/1/201312/31/2014 Q Q Q Q Q Q Q F

1a. Project Administration  1/1/2013 12/31/2014

1b. Labor Compliance Program 2/1/2013 12/31/2014

2 Right-of-Way Acquisition 1/1/2013 6/1/2013

2a. Right-of-Way Appraisal 1/1/2013 3/1/2013

2b. Land/Easement Acquisition 3/1/2013 6/1/2013

3 Planning and Permitting  1/1/2013 9/1/2013

3a. Initial Site Assessment 2/1/2013 3/1/2013

3b. Biological Assessment 2/1/2013 5/15/2013

3c. CEQA/NEPA Compliance 4/1/2013 8/1/2013

3d. Permitting  8/1/2013 11/1/2013

4 Design & Engineering 1/1/2013 1/1/2014

4a. Feasibility Assessment 1/1/2013 4/1/2013

4b. Design  1/1/2013 1/1/2014

5 Construction  4/1/201412/31/2014

5a. Mobilization & Site Prep. 4/1/2014 5/15/2014

5b. Project Construction 5/15/2014 10/15/2014

5c. Construction Admin.  4/1/2014 12/1/2014

5d. Environmental Compliance 3/1/2014 12/31/2014

1. Created Using Excel Spreadsheet

2. Can use quarters if project is of a long duration

Q - Quarterly Report Due 

F - Final Report Due

Deliverable 

Dependent Task 

Table 4 - Example Schedule
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Title_________________ Date ______
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		Table 4 - Example Schedule1  

		Title_________________ Date ______

																		2013																										2014

		Task #		Task Description - subtasks		Begin Date		End Date 		Jan2		Feb		Mar		Apr		May		Jun		Jul		Aug		Sep		Oct		Nov		Dec		Jan		Feb		Mar		Apr		May		Jun		Jul		Aug		Sep		Oct		Nov		Dec

		1		Project Management 		1/1/13		12/31/14								Q						Q						Q						Q						Q						Q						Q				F

				1a. Project Administration 		1/1/13		12/31/14

				1b. Labor Compliance Program		2/1/13		12/31/14

		2		Right-of-Way Acquisition		1/1/13		6/1/13

				2a. Right-of-Way Appraisal		1/1/13		3/1/13

				2b. Land/Easement Acquisition		3/1/13		6/1/13

		3		Planning and Permitting 		1/1/13		9/1/13

				3a. Initial Site Assessment		2/1/13		3/1/13

				3b. Biological Assessment		2/1/13		5/15/13

				3c. CEQA/NEPA Compliance		4/1/13		8/1/13

				3d. Permitting 		8/1/13		11/1/13

		4		Design & Engineering		1/1/13		1/1/14

				4a. Feasibility Assessment		1/1/13		4/1/13

				4b. Design 		1/1/13		1/1/14

		5		Construction 		4/1/14		12/31/14

				5a. Mobilization & Site Prep.		4/1/14		5/15/14

				5b. Project Construction		5/15/14		10/15/14

				5c. Construction Admin. 		4/1/14		12/1/14

				5d. Environmental Compliance		3/1/14		12/31/14





		1. Created Using Excel Spreadsheet

		2. Can use quarters if project is of a long duration

		Q - Quarterly Report Due 

		F - Final Report Due

				Deliverable 

				Dependent Task 
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