
2021 CTFP Payment 

Workshop
Tuesday, March 9, 2021



Agenda

ÅWelcome & Introductions

ÅLocal Programs Staff Introductions

ÅOverview of Measure M2 Programs

ÅCTFP Project Deadlines

ÅOCFundTracker

ÅRequired Forms & Common Errors

ÅProof of Payment

ÅInternal Payment Process

ÅSemi-Annual Review

ÅQuestions & Answers
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Local Programs Staff

ÅAlfonso Hernandez ïCall for Projects

ÅCharvalen Alacar ïM2 Payments and Semi-Annual Review

ÅCynthia Morales ïM2 Payments and Semi-Annual Review

ÅKelsey Imler ïM2 Eligibility
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Measure M2 Programs 
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Regional Capacity Improvement 
Programs (Project O)

Regional Traffic Signal Synchronization Program (Project P)

Environmental Clean Up Program (Project X)

Å Primary 

Implementation

Å Ongoing Operations 

and Maintenance 

Å Tier I or Tier II

Å Construction

Å Ongoing Operations and 

Maintenance

Å Arterial Capacity Enhancements

Å Intersection Capacity Enhancements

Å Freeway Arterial/Street Transition

Å Engineering, Right of Way, and Construction



CTFP Project Deadlines - Award

ÅMust award a contract by June 30 of the year in which the funds 

were programmed

ÅEmail minutes (proof of award) to Kelsey Imler

ÅAward deadline can be delayed by up to 24 months during the 

Semi-Annual Review process and 90 days prior to the deadline
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CTFP Project Deadlines - Expenditure

ÅGenerally, 36 months from award date

ÅAll funds must be expended (i.e. invoices paid) by the expenditure 
deadline to be eligible for reimbursement

ÅExpenditure deadline can be extended by up to 24 months during the 

Semi-Annual Review process and 90 days prior to the deadline
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CTFP Project Deadlines ïFinal Report

Å180 days from project phase completion (typically the final 
payment/retention check date)

ÅEmail copy of the final payment/retention check to Kelsey Imler

ÅFailure to meet final report deadline will impact eligibility to receive 
M2 net revenues

ÅFinal report deadline cannot be extended

ÅFinal report deadline Í expenditure deadline
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Initial Payment

Å75% of contract award or programmed
amount, whichever is less

ÅIf grant allocation exceeds $2 million,
an agency can request up to 90%

ÅApproval of initial payment does not
reflect approval of all cost as eligible

Final Payment

ÅThe remaining 25% of eligible funds
will be approved after the final report

ÅThe final report shall be capped at
10% of the grant for that phase, when
allocation exceeds $2 million

ÅDetermination of cost eligibility will
occur during the final payment review

Measure M2 Payments
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Common Ineligible Items

ÅWork that does not match the original grant scope and no scope 
change was requested or approved

ÅStaff overhead in excess of 30% of the hourly rate and benefits

ÅWork or installations performed outside of the construction site

ÅWork performed on private property without documentation showing 
the city is liable
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Common Ineligible Items

ÅFire Hydrants

ÅUtility relocation ïineligible unless prior rights documentation is 
provided

ÅExpenses not related to the project (i.e., expenses for the ENG phase 
cannot be listed under the ROW phase)
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Local Program Audits 

ÅLocal Programs is subject to audits of both payments and Semi-
Annual Review submissions

ÅOCTA may request additional back-up documentation or details 
during the audit process

ÅImportant for local agencies to maintain a complete set of records for 
each project for a period of at least 5 years

ÅPlease do not delete documents uploaded into OCFundTracker
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ÅReference checklists for guidance in 

OCFundTracker

ÅSubmit requests on OCFundTracker 

by phase

ÅAll required forms can be found at:

https://ocfundtracker.octa.net/login.asp

OCFundTracker 
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https://ocfundtracker.octa.net/login.asp


Opening a Payment Request
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Å Log into OCFundTracker

Å Select your data base (CTFP or Water)

Å Click on  ñADD PAYMENTò located on the main menu

Å Enter project number

ÅClick on ñSearch for Projectò 



Opening a Payment Request 
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ÅClick ñADD PAYMENTSò

ÅEnter the information with the 

red *

ÅClick on ñSave Payment 

Information as In Progressò

ÅClick ñSubmit to OCTAò



Uploading Documents ïProject Summary
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From the Project Summary

ÅClick ñVIEW / UPLOAD 

PROJECT DOCUMENTSò

ÅClick ñUPLOAD DOCUMENTò



Uploading Documents ïProject Summary
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ÅType in an optional description in 

ñDOCUMENT DESCRIPTION 

(OPTIONAL)ò

ÅSelect an option from the 

ñDOCUMENT TYPEò list

ÅChoose the file to be uploaded

ÅClick ñUpload Selected Documentò



Uploading Documents ïPayment Request
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From Payment Request

ÅEnter in the fiscal year, Pay 

Type, and Phase.  If this is 

not entered, the following 

error message will pop-up.

ÅClick ñUPLOADò



Uploading Documents ïPayment Request
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Å Condensed list of options tailored 

specifically to the phase

(Example is for Construction Phase)



Uploading Documents ïProject Summary
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Å Lists all options for every phase

Å Generalized options, not indicative of specific 

form name (i.e. Form 10-5A for Final Report)



Required Forms ïInitial Payments

Project O ïENG Project O ïCON Project O ïROW Project P ïIMP Project X ïCON

Form 10-1A: Initial 

Payment Form

Form 10-1A: Initial 

Payment Form

Form 10-1B: Initial 

Payment Form

Form 10-8A: Initial 

Payment Form

Form 10-15: Initial 

Payment Form

Form 10-2: Project 

Certification Letter

Form 10-2: Project 

Certification Letter

Form 10-2: Project 

Certification Letter

Form 10-9: Project 

Certification Letter

Form 10-2: Project 

Certification Letter

From 10-3: 

Revised Cost 

Estimate

From 10-3: 

Revised Cost 

Estimate

From 10-3: 

Revised Cost 

Estimate

Form 10-10: 

Revised Cost 

Estimate

From 10-3: 

Revised Cost 

Estimate

Form 10-4: PSE 

Certification

Form 10-4: PSE 

Certification

Form 10-4: PSE 

Certification

Form 10-11: PSE 

Certification 

Form 10-4: PSE 

Certification
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Initial Payment Form Common Error 
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(Form 10-1A, 10-1B, and 10-8A)

Å Phase Allocation means the M2 allocated 

funding amount

Å Please only enter information in green boxes, 

information will auto populate



Revised Cost Estimate Common Error
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(Form 10-3 and 10-10; Example is for Right of Way)

Å Expenses are lump sum
Å Expenses arenot specific

Å Expenses are all itemized
Å Expenses are specified 



Required Forms ïFinal Payments

Project O ïENG Project O ïCON Project O ïROW Project P ïIMP Project P ïO&M Project X ïCON

Form 10-2: 

Project 

Certification Letter

Form 10-2: 

Project 

Certification Letter

Form 10-2: 

Project 

Certification Letter

Form 10-8A: 

Payment Form

Form 10-8C: O&M 

Final Report

Form 10-2: 

Project 

Certification Letter

Form 10-4: PSE 

Certification Letter

Form 10-4: PSE 

Certification Letter

Form 10-4: PSE 

Certification Letter

Form 10-9: 

Project 

Certification Letter

Form 10-11: PSE 

Certification Letter

Form 10-4: PSE 

Certification 

Form 10-5A: Final 

Report

Form 10-5A: Final 

Report

Form 10-5B: Final 

Report 

Form 10-11: PSE 

Certification

Form 10-12: 

Certification of  

Phase Completion

Form 10-6: Final 

Report Division of 

Cost Schedule 

Form 10-6: Final 

Report Division of 

Costs Schedule

Form 10-6: Final 

Report Division of 

Costs Schedule

Form 10-6: Final 

Report Division of 

Costs Schedule

Form 10-13: Final 

Report

Form 10-13: Final 

Report

Form 10-7: 

Certification of 

Phase Completion

Form 10-7: 

Certification of 

Phase Completion

Form 10-7: 

Certification of 

Phase Completion

Form 10-7: 

Certification of 

Phase Completion

Form 10-14: Final 

Report Division of 

Cost

Form 10-14: Final 

Report Division of 

Cost

Form 10-16: Final 

Report 
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Division of Cost Form Common Errors
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OCTA requires a form 

for each project phase

Unable to separate the 

cost for PI from the cost 

of O&M

Poses an audit issue for 

both OCTA and the City

Form 10-6 

and 10-14



Division of Cost Form Common Errors
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Division of Cost Form Common Errors
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Expenses are listed as lump sums:

ÅCannot match totals to proof of payment 

(invoice) backup

ÅCannot compare expenses against application 

to ensure procured services are within grantôs 

approved scope of work

Å Property Acquisition Services: Contract costs are 

itemized by vendor, property, and expense category

Å Engineering Services: Contract costs are itemized by 

vendor and invoice



ÅChange orders and extra 
work expenses are 
capped at 10% of total 
eligible contract expense

ÅIf Line 12 = $1,000,000

ÅChange order Cap will be 
$100,000

Division of Cost Form Calculations
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10% Limit 



Division of Cost Form Calculations
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ÅLabor, materials and equipment combined are 

capped at 15% of total eligible expenses plus 

change orders and extra work

ÅIf eligible expenses are $1,000,000 and change 

orders are $100,000, then 15% cap will be 

$165,000 

Overhead is 
capped at 30%



Certification of Phase Completion
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(Forms 10-7 and 10-12)

Å Per the CTFP Guidelines, project phase completion 

is defined as the date that all contractor/consultant 

invoices have been paid (including retention), any 

pending litigation has been adjudicated, and all 

liens/claims have been settled.



Proof of Payment ïProgress Report
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Å Progress 

report states 

project name

Å Progress 

report states 

contractorôs 

name

ÅReminder OCTA 

requires all 

progress 

reports/invoices

Å States the date 



Proof of Payment ïProgress Report
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v

ÅCheck matches the amounts listed in the 

progress report

ÅCheck matches the contractorôs name 

v



Proof of Payment ïInvoice
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ÅContractorôs 

name is listed 

Å States project 

name 

Å States invoice date

ÅWill suffice for proof of 

payment

Å Amount matches 

invoice amount 



Proof of Payment ïAgency Staff Labor
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ÅSummary of agency labor is not sufficient on 

its own

ÅPayroll detail is needed and must show:

VEmployee, Title, w/ Pay Rate

VProject Code or Job Code Identifier

VDisbursement Date



Internal Payment Process

Goal: Payments processed by Local Programs within 60 days of 

complete and accurate submittal documentation

Å2 ï3 weeks for staff review 

Å1 ï2 weeks for engineer review

Å1 ï2 weeks for management approval

Å2 ï10 days for accounting process
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With COVID-19 remote work, the time at the first three levels has increased due to hardcopy delivery of files.

Staff QA/QC

14-21 days

Engineer 
Review

7-14 days

Management 
Approval

7-14 days

Accounting

2 -10 Days

Payment 
Processed

Total: 30-59 days



March 2021 Semi-Annual Review

OCTA Goals:

V Timely Delivery of Transportation Improvements

V Address Local Agency Concerns

V M2 Ordinance Compliance

V Determine Continued Viability of Projects

V Timely Close-out of Projects
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March 2021 Semi-Annual Review

Review the status of all active project phases on OCFundTracker:

ü Review Project Manager contact

ü Update Project Schedule

Ç Scheduled Start / Scheduled Completion

Ç Contract Award Date

Ç Project Phase Completion Date

ü Comments

Ç Internal updates

Ç No Changes

ü Form 10-17: In-Kind O&M Service

ü Request Project Amendment/Modification
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Semi-Annual Review Requests

ÅAdvance

ÅScope Change

ÅDelay

ÅCancellation

ÅTransfer of Savings

ÅTimely Use of Funds Extension
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Semi-Annual Review: Project Status Update
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CTFPWATER

×How to submit a project status update on OCFundTracker



Semi-Annual Review: Project Status Update
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CTFPWATER



Semi-Annual Review: Project Status Update

40

Search by Grant Year Search by Grant Program



Semi-Annual Review OCF ïProject Review
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