
2021 CTFP Payment 

Workshop
Tuesday, March 9, 2021



Agenda

• Welcome & Introductions

• Local Programs Staff Introductions

• Overview of Measure M2 Programs

• CTFP Project Deadlines

• OCFundTracker

• Required Forms & Common Errors

• Proof of Payment

• Internal Payment Process

• Semi-Annual Review

• Questions & Answers
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Local Programs Staff

• Alfonso Hernandez – Call for Projects

• Charvalen Alacar – M2 Payments and Semi-Annual Review

• Cynthia Morales – M2 Payments and Semi-Annual Review

• Kelsey Imler – M2 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)

• Primary 

Implementation

• Ongoing Operations 

and Maintenance 

• Tier I or Tier II

• Construction

• Ongoing Operations and 

Maintenance

• Arterial Capacity Enhancements

• Intersection Capacity Enhancements

• Freeway Arterial/Street Transition

• Engineering, Right of Way, and Construction



CTFP Project Deadlines - Award

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

were programmed

• Email minutes (proof of award) to Kelsey Imler

• Award 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

• Generally, 36 months from award date

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

• Expenditure 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 – Final Report

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

• Email copy of the final payment/retention check to Kelsey Imler

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

• Final report deadline cannot be extended

• Final report deadline ≠ expenditure deadline
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Initial Payment

• 75% of contract award or programmed
amount, whichever is less

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

• Approval of initial payment does not
reflect approval of all cost as eligible

Final Payment

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

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

• Determination of cost eligibility will
occur during the final payment review

Measure M2 Payments
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• Reference checklists for guidance in 

OCFundTracker

• Submit requests on OCFundTracker 

by phase

• All 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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• Log into OCFundTracker

• Select your data base (CTFP or Water)

• Click on  “ADD PAYMENT” located on the main menu

• Enter project number

• Click on “Search for Project” 



Opening a Payment Request 
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• Click “ADD PAYMENTS”

• Enter the information with the 

red *

• Click on “Save Payment 

Information as In Progress”

• Click “Submit to OCTA”



Uploading Documents – Project Summary
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From the Project Summary

• Click “VIEW / UPLOAD 

PROJECT DOCUMENTS”

• Click “UPLOAD DOCUMENT”



Uploading Documents – Project Summary
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• Type in an optional description in 

“DOCUMENT DESCRIPTION 

(OPTIONAL)”

• Select an option from the 

“DOCUMENT TYPE” list

• Choose the file to be uploaded

• Click “Upload Selected Document”



Uploading Documents – Payment Request
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From Payment Request

• Enter in the fiscal year, Pay 

Type, and Phase.  If this is 

not entered, the following 

error message will pop-up.

• Click “UPLOAD”



Uploading Documents – Payment Request
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• Condensed list of options tailored 

specifically to the phase

(Example is for Construction Phase)



Uploading Documents – Project Summary
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• Lists all options for every phase

• Generalized options, not indicative of specific 

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



Required Forms – Initial Payments

Project O – ENG Project O – CON Project O – ROW Project P – IMP Project X – CON

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 

18

(Form 10-1A, 10-1B, and 10-8A)

• Phase Allocation means the M2 allocated 

funding amount

• 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)

• Expenses are lump sum
• Expenses are not specific

• Expenses are all itemized
• Expenses are specified 



Required Forms – Final Payments

Project O – ENG Project O – CON Project O – ROW Project P – IMP Project P – O&M Project X – CON

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:

• Cannot match totals to proof of payment 

(invoice) backup

• Cannot compare expenses against application 

to ensure procured services are within grant’s 

approved scope of work

• Property Acquisition Services: Contract costs are 

itemized by vendor, property, and expense category

• Engineering Services: Contract costs are itemized by 

vendor and invoice



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

• If Line 12 = $1,000,000

• Change 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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• Labor, materials and equipment combined are 

capped at 15% of total eligible expenses plus 

change orders and extra work

• If 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)

• 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 – Progress Report
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• Progress 

report states 

project name

• Progress 

report states 

contractor’s 

name

• Reminder OCTA 

requires all 

progress 

reports/invoices

• States the date 



Proof of Payment – Progress Report
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v

• Check matches the amounts listed in the 

progress report

• Check matches the contractor’s name 

v



Proof of Payment – Invoice
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• Contractor’s 

name is listed 

• States project 

name 

• States invoice date

• Will suffice for proof of 

payment

• Amount matches 

invoice amount 



Proof of Payment – Agency Staff Labor
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• Summary of agency labor is not sufficient on 

its own

• Payroll detail is needed and must show:

✓ Employee, Title, w/ Pay Rate

✓ Project Code or Job Code Identifier

✓ Disbursement Date



Internal Payment Process

Goal: Payments processed by Local Programs within 60 days of 

complete and accurate submittal documentation

• 2 – 3 weeks for staff review 

• 1 – 2 weeks for engineer review

• 1 – 2 weeks for management approval

• 2 – 10 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:

✓ Timely Delivery of Transportation Improvements

✓ Address Local Agency Concerns

✓ M2 Ordinance Compliance

✓ Determine Continued Viability of Projects

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

Review the status of all active project phases on OCFundTracker:

➢ Review Project Manager contact

➢ Update Project Schedule

❑ Scheduled Start / Scheduled Completion

❑ Contract Award Date

❑ Project Phase Completion Date

➢ Comments

❑ Internal updates

❑ No Changes

➢ Form 10-17: In-Kind O&M Service

➢ Request Project Amendment/Modification
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Semi-Annual Review Requests

• Advance

• Scope Change

• Delay

• Cancellation

• Transfer of Savings

• Timely 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
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Search by Grant Year Search by Grant Program



Semi-Annual Review OCF – Project Review
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Semi-Annual Review OCF – Project Review
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➢ Review Project Manager contact

▪ Project Information Section

➢ Check funding amounts

▪ Programming Information Section



Semi-Annual Review OCF – Project Review
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Agency Input OCTA Input

From Agency: Final Report uploaded January 1, 2021. CA 03.09.21

From Agency: Contract Awarded on February 28, 2021.  Please 
update Status to STARTED.

➢ Update Project Schedule



Semi-Annual Review OCF – Project Review
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Comments: Construction start date pushed back to second quarter of FY2022.  Schedule updated CA 03.09.21

Comments:  No changes CA 03.09.21

➢ No project amendments requested

▪ Check box “NONE”

➢ No changes to OCTA staff-only input fields in Schedule Information section 

▪ Use the “JUSTIFICATION” box for comments

From Agency: Please contact Jane Smith, Management Analyst, jane.smith@admin.com, for project questions.



Semi-Annual Review OCF – Project Review
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Semi-Annual Review OCF – Common Issue
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❖ Locked out of project during update process 



Common Issue – Locked Out During Updates
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• Go to the Agency Work Area and click 

“REVIEW IN PROGRESS”



Common Issue – Locked Out During Updates
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• If you are unsure if the project status update was submitted, check the 

“HISTORY” in the Project Summary page.

• Contact OCTA to return the submittal to the agency.

• Agency will need to resubmit once changes are made.



March 2021 Semi-Annual Review Schedule
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Board of Directors: 

June 14, 2021

Regional Planning & Highways Committee: 

June 7, 2021

Technical Advisory Committee: 

April 28, 2021

City Council/Board of Supervisors Concurrence (Delay of funds request only): 

March 26, 2021

All project updates/requests must be submitted on or before: 

5 p.m. on March 12, 2021

March 2021 Semi-Annual Review:  

February 1, 2021 – March 12, 2021



Questions?
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Please use the “Chat” function to ask questions.

• For Call Or Application Related Questions Contact: Alfonso Hernandez ahernandez@octa.net

• For Payments or Semi-Annual Review Related Questions Contact: Charvalen Alacar calacar@octa.net or

Cynthia Morales: cmorales@octa.net

• For Eligibility Related Questions Contact: Kelsey Imler kimler@octa.net

mailto:ahernandez@octa.net
mailto:cmorales@octa.net
mailto:cmorales@octa.net
mailto:kimler@octa.net
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