
FTA Section 5311 General Application (Capital/Operating) and Contract 
Process

Flow Chart Key

Send subrecipients 
apportionment and balance 
sheets via District Transit 
Representatives (DTR) 

Standard 
Agreement Fully 

Executed  

Forward Copy to Kimberly 
(informational) Give copy 
to Anne for Federal Grant 

DTR 
completes 

Application 
Checklist 

Agency must submit 
formal cancellation 

HQ Liaison receives 
five (5) signed std. 
agreements from 

HQ Liaison prepares Std. 
Agreement based on 

completed application 

Anne cancel the project 
and update grant 

reports for 

New Fiscal 
Year  

Apportionment 
from Grant 
Manager 

YES NO 

HQ Liaison send five 
(5) signed agreements 
to Kathy Pongratz for 

encumbrance with 

Project 
Cancelled 

HQ Liaison sends out  
six (6) Std. Agreements 

with cover letter to 
Agency 

Kathy will process 
the encumbrance in 

the Advantage 
System 

Kathy will print 2 copies (1 for 
HQ liaison, 1 for James) of the 

budget sheet and return five 
(5) encumbered contracts to 

HQ liaison 

HQ Liaison prepares 
executed cover letter to 

agency, memo to accounting 
& send  five (5) signed 

contracts, executed cover 
letter, acctg memo & budget 

Send one (1) Fully Executed 
Agreement with original 

signatures to Agency 

DTR will receive 
application with 
all supporting 

documents 
including bid 

docs if applicable 
from agency 

DTR sends 
completed 

checklist and 
Application to 

HQ Liaison 

HQ Liaison completes 
Secondary review of 

Obtain Kimberly Signature for 
Accounting Execution 

James reviews POP spreadsheet to 
verify funds, sign DOT 213 & cover 

letter, return to HQ Liaison 

Scan Memo to 
accounting, budget 

page, DOT 213, exhibits 
showing final invoice 

due dates and email to 
Accounting Analyst and 

Make copy of accounting 
memo, DOT 213, and std 
agreement pgs that show 

proj. description, proj. cost, 
total cost, and final invoice 
due date and give to Anne 

Update Filemaker 

Send a copy of 
Executed Contract to 

DTR 

Send Memo and two 
(2) sets of contracts to 

A/P analyst via 
interoffice mail 

Contact subrecipients- 
Verify/validate project ensure 

still able to meet program 
requirement 

File one (1) copy of 
Executed Contract , 

budget page, memo to 
accounting to individual 

5311 HQ Liaison 

District DTR 

Grant Tracking 

Execution Signatures 

Process 



Capital Standard Agreement Process

START  
(FTA Grant 
Awarded) 

Contact subrecipients- 
Verify/validate project ensure 

still able to meet program 
requirement 

NO 
Agency must submit 
formal cancellation 

letter explaining why 

Forward Copy to Kimberly 
(informational) Give copy to 

Patty for Federal Grant 
Reporting 

Patty cancel the project 
and update grant 

reports for 
FTA (TEAM) 

Project 
Cancelled 

YES 

Agency signs and 
dates the finalized PO 

and floor plan and 
submits to Caltrans  

Provide agency with 
Procurement Branch contact  

(Robert or Sharlie) begin Draft 
Purchase Order (PO) and Floor 

plan 

Procurement Branch will verify 
the information in the Purchase 

Agreement 

Ensure Part IV and Part V of 
the Application is complete 

Determine if project is vehicle 
or equipment 

Equipment Purchase 

For all equipment purchases 
under $100,000, submit three 
like-kind bids to Caltrans HQ 
DMT for review and approval 

Vehicle Purchase 

If approved, Caltrans HQ DMT 
staff will send a letter of approval 

to agency and agency can 
proceed with purchase. 

Agencies must inspect equpiment 
prior to acceptance 

Agency must provide proof of installation 
at time of request for reimbursement. 

(Caltrans will accept on-site equipment 
monitoring report completed by DTRs) 

Prepare a letter on agency 
letterhead and enclose all 
supporting documents for 

Request for Reimbursement 

Process 
Request for 

Reimbursement 

If final PO is reviewed and 
approved, Procurement and 
Grants Mgmt Branch will 
send letter of approval to 

agency w/CC to HQ Liaison 

All Vehicles must 
have inspection prior 

to agency's acceptance. 

Agency must have Assignability letter if 
applicable, Copy of Caltrans approved 

PO, Post-delivery Vehcicle Certification, 
Final Inspection Rreport with signatures, 

Certificate of Acceptance, Vendor 
Invoice, proof of Payment, and proof of 

Insurance  

Agency prepares Request for 
Reimbursement letter on 

Agency letterhead and enclose 
all necessary documents and 

Submit to Caltrans 

Process 
Request for 

Reimbursement 



 5311 Request for Reimbursement (RFR) Process 

Flow Chart Key

HQ Liaison receives  
RFR via mail & 

double checks all 
docs. 

HQ Liaison sends email to 
Kathy Pongratz confiming 
that all documents have 

been reviewed/approved 

START RFR 
PROCESS 

 

RFR Complete 

HQ Liaison files the RFR, 
supporting docs,  memo to 
accounting, and 
screenprint in project 
folder 

Kathy will process 
the encumbrance in 

the Advantage 
System 

Kathy Pongratz will 
prepare cover 
memo to 
Accounting 

Kathy Pongratz will 
provide a hard copy of 
screent print to HQ 
liaison and Anne 

Kathy Pongratz will send 
RFR, supporting docs, 
memo to accounting & 
screenprint of RC to  A/P 
analyst  

DTR will email scan 
copy of RFR to HQ 

Liaison & Kathy 
Pongratz confirming  
all docs have been 

reviewed/approved. 

DTR will date-
stamp & review 
supporting docs. 

DTR  receives RFR 
& supporting 
documents from 
subrecipient. 

5311 HQ Liaison 

District DTR 

Grant Tracking 



Request for Reimbursement (RFR) for Vehicles Process 

Submit Vehicle RFR invoice 
to Kathy Pongratz 

START 
Vehicle RFR 

PROCESS 

RFR Complete 

HQ Liaison files the RFR, 
supporting docs,  memo 
to accounting, and 
screenprint in project 
folder 

Kathy will process 
the RFR in the 

Advantage System 

Kathy Pongratz will 
prepare cover 
memo to 
Accounting 

Kathy Pongratz will send 
RFR, supporting docs, 
memo to accounting & 
screenprint of RC to  A/P 
analyst , HQ liaison, DTR, 
Rico Pobre and Anne 

HQ Liaison receives vehicle RFR & supporting documents from subrecipient. 
HQ Liaison will date-stamp & review supporting docs. 

Agency must have  1.) Cover letter to Caltrans Headquarters requesting reimbursement 
on Agency's letterhead 2.) Assignability letter if applicable 3.) Copy of Caltrans approved 
Purchase Order 4.) Post-delivery Vehcicle Certification 5.) Final Inspection Report with 

signatures 6.) Certificate of Acceptance 7.) Vendor Invoice 8.) Proof of Payment 
(cancelled check or bank statement and  9.) Proof of Insurance  



 5311 Request for Reimbursement (RFR) for Capital other than Vehicle 

HQ Liaison receives  
RFR via mail & 

double checks all 
docs. 

HQ Liaison sends email to 
Kathy Pongratz confiming 
that all documents have 

been reviewed/approved 

START RFR 
PROCESS 

 

RFR Complete 

HQ Liaison files the RFR, 
supporting docs,  memo 
to accounting, and 
screenprint in project 
folder 

Kathy will process 
the RFR in the 

Advantage System 

Kathy Pongratz will 
prepare cover memo 
to Accounting 

Kathy Pongratz will 
provide a hard copy of 
screent print to HQ 
liaison and Anne 

Kathy Pongratz will 
send RFR, supporting 
docs, memo to 
accounting & 
screenprint of RC to  

DTR will date-stamp & review 
supporting docs: 
- Cover letter on agency letterhead 
with invoice 
- Proof of Payment (cancelled checks 
or bank statement) 
-  Copy of ITS plan if applicable 
- Copy of Sole Source Justification 
letter if applicable 
- Visual Proof of purchase 

DTR  receives 
RFR & supporting 
documents from 

DTR will email scan 
copy of RFR to HQ 
Liaison & Kathy 
Pongratz confirming  all 
docs have been 
reviewed/approved. 



START 
Procurement 

Process 

Subricipient starts 
Procurment planning & 
determine method of 
Procurement 

Micropurchase 
>$3000 

RFP or RFQ 

Small Purchase 
State 

Procurement 
Commpetitive 

Proposal 

Invitation for Bid 
(IFB) 

Joint 
Procurements 

Piggyback Sole Source 

Determine the item and 
quantity to be purchased 
and ensure availability of 

funding 

Contact vendor/supplier 
and request written price 

quotation 

Subrecipient submits letter to HQ 
liaison identifying project, vendor 

name & address, the price paid for the 
items, and how the determination that 
the price was fair and reasonable was 

made. 

Determine the item and 
quantity to be purchased 
and ensure availability of 

funding 

Subrecipient should haave a clear 
& detailed description of the item 

to be purchased to achieve 
consistent price information 

Subrecipient should obtain 
price quotations from at 

least 3 sources and can be 
verbal or written.  

Analyze quotations and determine 
if there is adequate price 

competition price and if the price 
is fair and reasonable. Must 

Document the whole process. 

Subrecipient sends letter to HQ 
Liaison identifying the project, vendor 
name and address, the price paid for 
the items, and the rationale for how 
the agency determined that the price 
is fair and reasonable.  Explanation is 
needed if the lowest price vendor is 
not selected. 

HQ liaison reviews 
potential purchase and 

completeness   
 

Subrecipient must first have 
a fully executed Standard 

Agreement 

Subrecipient will need to 
submit a letter and completed 

purchase order directly to 
authorized vendor. Must 

identify contact person, brief 
desciption, and price 

PO must indicate that the 
purchase is an approved Section 
5311 project and should detail 
the quantity, specific type of 

vehicle, any optional equpiment 
being purchased and specific 

pricing information 

A copy of the letter and 
PO should be sent to DTR 
and then forwarded to HQ 

Liaison 

The IFB must be publicly 
advertised and bids shall be 
solicited from an adequate 

number of known suppliers. 

The IFB should include a 
detailed specification, bid 
submittal instructions and 

pertinent attachements and 
certifications. 

The IFB should include a detailed 
specification, bid submittal 
instructions and pertinent 

attachements and certifications. 
All bids will be publicly opened at 
the time and place described in 

the iFB. 

All documents  below must be submitted and 
approved by DMT before agency board 

action. 
1.)  All docs associated with solicitation 

package 
2.) Bid addendums or amendments 

3.) All correspondence related to the 
solicitation. 

4.) After bid opening and bi devaluation, 
submittal of the bid analysis or summary and 

proposed contract award. 

Permissable when (a) the terms of the 
contract is current and valid; and (b) the 
solicitation document and the resultant 
contract contains an assignment clause 
that allows the transfer of all or part of 
the specified deliverables as originally 
advertised, competed, evaluated, and 

awarded. 

Subrecipient must submit the following 
documents to DMT Program Liaison 

1) Letter from subrecipient requesting 
approval to purchase through another 
agency's contract 
 2) Letter from agency allowing the 
subrecipient to purchase from their contract.  
The letter must include the quantity the 
subrecipient is allowed to purchase, the 
quantity already filled to date and the 
available number remaining that may be 
purchased from the contract 
3) Copy of the original contract and all 
amendments.   The contract must contain an 
assignability clause that provides for the 
assignment of all or part of the specified 
deliverables. 
4) Copy of the original soliticitation and all 
amendments and applicable certifications 
associated with contract award. 
 5) Piggybacking worksheet 

Required elements: 
a.) Public Advertisement 
b.) Identification of evaluation factors 
including their relative importance 
c.)  Proposals will be solicited from an 
adequate number of qualified sources 
d.) Established technical evaluation and 
selection process 
e.) Award to be made to the responsive and 
responsible firm whose proposal offers the 
greatest business value upon evalutation of 
the technical factors and price/cost and is 
most advantageous to the subrecipients's 

Required elements: 
a.) Public Advertisement 
b.) Identification of evaluation factors 
including their relative importance 
c.)  Proposals will be solicited from an 
adequate number of qualified sources 
d.) Established technical evaluation and 
selection process 
e.) Award to be made to the responsible 
offeror whose proposal offers the greatest 
business value upon evalutation of the 
technical factors and price/cost and is most 
advantageous to the subrecipients's 

Once RFP goes out to bid and a vendor has been 
submitted, all documents associated with RFP will 

need to be submitted to HQ Liaison: 
- Documents associated with solicitation package 
- Bid addendums or amendments 
- All correspondence related to the solicitation 
- Bid analysis or summary 
- proposed contract award 
Documentation should include the list of 
responsive and responsible proposals received. 
- Written or oral discussion 
- How determination of the competitive range 
was made 
- Whether best and final offers were submitted  
- Recommended award 
 

 

Bid Advertisement 

Subrecipient needs to get 
Caltrans approval prior to 

going to bid. 

HQ Liaison reviews the bid 
documents for final approval of 
the selected vendor.  Evaluation 
criteria must be done based on 

what was stated in RFP 

HQ sends out approval letter 
for selected vendor to 

agency. 

Occurs if procuring goods 
and services with other 

transit agencies 

Accomplished through 
competitive proposal 

process 

Once RFP goes out to bid 
and a vendor has been 

submitted, all documents 
associated with RFP will 
need to be submitted to 

HQ Liaison 

 
HQ Liaison will review for the following 
documents: 
 
- Documents associated with 
solicitation package 
- Bid addendums or amendments 
- All correspondence related to the 
solicitation 
- Bid analysis or summary 
- proposed contract award 
Documentation should include the list 
of responsive and responsible 
proposals received. 
- Written or oral discussion 
- How determination of the 
competitive range was made 
- Whether best and final offers were 
submitted  

Subrecipient sends request for 
piggybacking to DMT for 

Approval prior to entering into 
a formal purchase agreement 

If DMT has previously reviewed and 
approved the bid document and contract, 

submit a copy of the DMT letter 
approving the procurement and contract 
award and Item #1 and 2 above.  Items 3, 

4, and 5 will not be required for 
piggyback contracts previously approved 

Sole source procurements 
must be pre-approved by DMT 
before entering into a formal 

purchase agreement. 

Permissable when : 
1) The item is available only from a single 
source 
2) The public exigency or emergency for 
the requirement will not permit a delay 
resulting from competitive soliciation 
3) After solicitation of a number of 
sources, competition is determined 
inadequate. 

Subrecipient  must complete 
the Sole Source Justification 

form. 

HQ liaison reviews 
potential purchase   

HQ Liaison will review 
submitted documents 
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