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EXPLANATION OF CONTRACT TERMS

	TERM
	EXPLANATION

	Advance Payment
	Any payment made to a contractor before work has been performed or goods have been delivered.

	Agreement
	A contract.

	Amendment
	A formal modification or a material change of a contract, such as the term, cost, or scope of work.

	Appropriation
	Amount of funds authorized in the State budget for a particular fiscal year.

	Consultant Services
	Services which provide a recommended course of action or personal expertise, such as accounting, construction, etc.

	Contract
	A legally binding agreement between the State and another entity.

	Contract Manager
	A person designated by the SWRCB’s Program to manage performance under a contract.  [See “Role of the Contract Manager” in Section 3.]

	Contractor
	An entity contracting with the SWRCB.  

	Contractor Certification Clause
	A form related to the General Terms and Conditions available on the Department of General Services web site www.dgs.ca.gov/contracts  that the Contractor must sign and return with the signed contract.

	Deliverable
	A product from the work of the contract that is tangible and can be placed in the audible file.  This does not include work.

	Encumbrance
	A commitment of funds guaranteeing a source of payment for a specific contract.

	Execution of a Contract
	The act of signing a contract, which provides a legal basis for required performance by parties to the contract.  (For our program, the Department of General Services is the final signatory.)

	General Provisions
	Terms and conditions that apply to all contracts for services and are included in the final contract.

	Joint Powers Agency
	An agency formed by agreement of two or more public agencies.  Under this agreement, the joint powers authority may exercise any power common to the contracting parties (GC § 6502).

	Modification
	A contract modification is an informal agreement that moves dollars in the line item and task budgets not to exceed 15%; changes deliverable due dates; or makes a minor change in the work which does not change the intent of the contract.  It does not require a formal amendment.

	Monitoring Plan
	A plan which delineates where sampling/monitoring is being done, how often samples are taken, and what is being monitored.

	Negotiation
	A series of steps required to arrive at a final Scope of Work and Budget for the contract that translates the work proposed in the grant request proposal into a legally binding agreement.  (Section 1, Figure 2) 

	Nonprofit
	A group, often a corporation, organized for purposes other than generating profits; for example, a charitable, educational, religious, or scientific organization.  Certification by the IRS or Franchise Tax Board is a common attribute.  IRS form 501(c)(3) or 501(c)(5) will be required prior to Scope of Work negotiations.

	Operating Expenses 
(Direct cost)
	Any cost that can be specifically identified as generated by and in accordance with the provisions or activity requirements of the contract.
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	Overhead 
(Indirect cost)
	An amount or pro rata share expressed in percent of existing salaries and benefits, rent, equipment, materials and utilities attributable to a function or activity but not necessarily generated directly by the function or activity.  This excludes subcontracts.  Any percent over 15% must be justified, per the Department of General Services.

	Payee Data Record (Std 204)
	This form (Std 204) is required from non-governmental entities.  The Contracts Office requests it from the Contractor when the contract is sent to them for signature.  It is available at http://www.osp.dgs.ca.gov/default.asp?mp=../fmc/std_index.asp

	Payment in Arrears
	Payment is made after work is performed and Contractor submits an invoice and documentation for the work performed.

	Personnel Services $s
	This budgeted amount includes salaries and benefits for wage-earning personnel employed by the contractor (not a subcontractor) and working on the project.

	Priority Number
	Number assigned to draft scopes of work for order of review.  This number just determines the initial order in which the scopes will be reviewed.  Retaining the number will be dependent upon timely responsiveness by Project Director and Contract Manager in keeping the review/negotiations moving.

(A cursory review of the Scope of Work will be made upon receipt.  If determined to be adequate, it will be assigned a number.  If not, it will be returned for a re-write.)

	Program Analyst
	A person designated by the SWRCB’s Program to serve as the administrative contact for the contract to maintain the integrity of the Program.  [See “Role of the Program Analyst” in Section 3.]

	Project Director
	A person designated by the Contractor to oversee the technical conduct and administrative management of a contract.  [See “Role of the Project Director” in Section 3.]

	Quality Assurance Program Plan
	A written document that outlines the procedures a monitoring project will use to ensure that the samples participants collect and analyze, the data they store and manage, and the reports they write are of high enough quality to meet project needs.  (319(h) projects must meet USEPA requirements – see their website at  http://www.epa.gov/volunteer/qappexec.html for instructions)

	Resolution
	The purpose of a resolution by a contractor’s governing body is to allow the entity to sign contracts and amendments for a specific project, i.e., it allows the designated entity to enter into a contract with the State of California, and it designates someone to sign on behalf of the Contractor’s governing board.  A signed resolution must be submitted at the time the signed contracts are returned by the Contractor to the SWRCB Contracts Section.

	Subvention Contract/ 
Local Assistance Contract
	An agreement financed out of the local assistance portion of the budget, includes agreements providing assistance to local governments and aid to the public directly or through an intermediary, such as a nonprofit corporation organized for that purpose.  All 319(h) and Prop 13 contracts are subvention contracts.
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319(h) CONTRACT CHECKLIST

(Min. $25,000 – Max. $500,000)

These are items for review of a scope and the final contract package.  It also includes items to note if you boilerplate a contract.

Scope Review

· Check proposal against draft scope.

· Check answers to Items 12 and 13 in proposal – Are there other funds in the watershed like Prop 13, Prop 204 or other 319(h) funds that could be duplication of reimbursement?  Yes ___        No ___

· Template tasks must be in order.

· Verify Task 1 Project Administration language (including MBE/WBE Participation).

· Task 2:  CEQA/NEPA and Permits (RFP, page 6), requires that no work shall proceed under this contract until documents that satisfy the CEQA/NEPA process are received by the Contract Manager.  Keep a copy of the Contract Manager’s decision regarding the need for CEQA/NEPA in file.

· Task 3:  QAPP—“If water quality sampling (chemistry) or other environmental measurements are undertaken, the applicant will be required to prepare and maintain a Quality Assurance Project Plan (QAPP) in accordance with EPA Requirements for QAPPs, EPA QA/R5, 3/01.  The QAPP shall be approved by the RWQCB Quality Assurance Officer or the SWRCB Quality Assurance Officer, Bill Ray (916/341-5583) and the Contract Manager prior to the implementation of any sampling or monitoring activities.”  (RFP Exh. II, page 18 and Instructions provided in the Prep Guide).

· Add a task if citizen monitoring is going to be done:  “If your project includes Citizen Monitoring as a task activity, then a required task or subtask to the SWRCB contract is to coordinate the Citizen Monitoring work with the SWRCB’s Clean Water Team.” (RFP Exh. I, page I-15).

· Add a task for Landowner Agreements—only if project is being done on private land.
· Add a task for photomonitoring documentation, if there are tasks involving restoration, construction, fencing, forest health, planting, BMP installation, and other on-the-ground activities.  Include language:  “Per instructions provided in the Prep Guide”. 

· Verify that Schedule of Deliverable Due Dates include actual dates.

· Things to check for in Budget:

· Both Task Budget and Line Item Budget are required

· Line Item Budget must reflect oversight by applicant

· Task 1 and Final Report in Task Budget must include 319(h) dollars

· Equipment over $5,000 must be explained and justified

· 319(h) Budgeted Amount is consistent with (or less than) 319(h) Board Approved List

· Ensure Match Requirements are met at 60% for 319(h) and 40% for Applicant and that budget figures are accurate.  Make sure the match items are spelled out:  pipe, labor, etc.

Final Package

· EDP Equipment must be identified and justified in Contract Request Memorandum.

· A Resolution from the Contractor will be required by the Department of General Services if the contractor has a governing body.  The purpose of the resolution is to accept the funding and to designate someone to sign the contract and any amendments on their behalf. 
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· Ensure the Contract Request Form, SWRCB – 3-020 is completed with original signature by the Contract Manager and the Executive Officer (or their designee)(must have written delegation).

· Ensure the Contract Manager has provided the updated version of the Contract Request Memorandum and is signed by the assigned Contract Manager.

· Verify that Schedule of Deliverable Due Dates is based on negotiated Start Date.
· Ensure report dates in schedule match those in the 3. Reports section.

· Ensure ending date of contract is 30 days or more after receipt of the Final Report

· Ensure that the contract end date does not go into the last six months of the grant.

· Obtain contract number via e-mail from Contract’s Section to put on the forms.  
If you boilerplate 

· Include language in boilerplate of Exhibit B, Item C.2(3) that invoicing must be based on Task work completed.  This is non-negotiable.

· Include the 10% retention language in boilerplate:  Exhibit B, Item C.2 The SWRCB shall retain from the Contractor’s earnings the last ten percent (10%) of such earnings, pending satisfactory completion of the agreement.
· Determine if Hazardous Insurance language should be retained.
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THE ROLE OF THE PROJECT DIRECTOR*  

(also known as Project Director in the Agreement)

Note about the State’s Agreement process:

This is a lengthy process and there is no getting around that fact.  A good Scope of Work (Scope) with an appropriate amount of task detail (see the Cookbook in Section 4) can help move an Agreement in a timely fashion, eliminating a series of re-writes.  See Reverse Flow Chart to help determine your start date (Section 1, Figure 1). 

Initiation of Processing

· Receive Agreement preparation material from the State Water Resources Control Board (SWRCB). 

· If your organization is a nonprofit, a copy of your IRS Form 501(c)(3) or 501(c)(5) must be submitted prior to negotiation of the Scope.

Develop and Negotiate the Scope:

· Review proposal.  See “Deviations from the Work outlined in the Proposal” below to know how to proceed if ALL work included in the Proposal is not to be done.  

If there are NO deviations from the Proposal, follow the steps below:

· Refer to Section 4 of the Guide, review the Task Detail and the standard language, and the Cookbook for Contract Scope Preparation.  The standard, or required language, is also on template disk provided.  All of this will guide you in preparing the elements of the Agreement as well as providing you with the type and level of detail that will be necessary in the Scope.    

· Develop a Draft Scope that includes the work described in the Proposal.  This is where thought should be given to what steps will be taken to accomplish the work tasks.  The tasks should be written so that they are easily understood as to the work to be carried out and deliverables to be received (be definitive, state what will be done, not what may be done). 

· Submit the Draft Scope electronically to both your Program Analyst and your Contract Manager.  The Program Analyst assigned to your project has the responsibility of conducting a cursory review.  A Priority Review # will be assigned if it appears that Section 4 guidelines have been followed.  If not, the Draft Scope will be returned for a re-write.

Deviations from the Work outlined in the Proposal:

Any deviation from the original proposal will require approval from the SWRCB’s Program Manager (PM) PRIOR to beginning Agreement negotiations.

· Write a letter to the PM stating the changes from the Proposal, justification for not doing the work, changes to the work, address how the project will still fulfill the original intent of the grant Proposal or enhance the project, and address decrease in funding level if all of the work is not proposed.  

· Submit the written request to the PM.

· Once written approval is received by you from the PM, proceed to develop the Draft Scope and follow the “Develop and Negotiate the Scope of Work” listed above.

To move forward toward an executed Agreement:

· Participate in conference calls** with your Contract Manager and Program Analyst.

· Quick resolution to issues, questions, necessary changes to the Scope are very important.  Agreements made in the negotiation should be carried forward into the next version of the Scope.

· Prepare and submit a final version to the Contract Manager and Program Analyst electronically in an expeditious manner.

· Start preparation of a Resolution to enter into an Agreement with the SWRCB, if your agency has a governing body.  This does not apply to nonprofits.  (An Agreement cannot be executed without your signed Resolution.)

After an Agreement package is delivered to the Division of Administrative Services (DAS), Contracts Section

The 90-day approval process starts once this package is submitted to the DAS, Contracts Section.

Project Director will be responsible for:

· Receiving the Agreement package from the DAS Contracts Section.

· Reading all documents thoroughly.

· Following all instructions provided.  Complete and sign all documents and forms as requested.

· Returning all required paperwork to the attention of the DAS Contracts Section at the address they provide to you (if a Resolution pertains to your organization, one will need to be returned at this time or there will be a delay in the execution of your Agreement).

· Overnight mailing the package will get it back quicker.  If you choose to do that, you must send the package to the following address and NOT to the P.O. Box:  State Water Resources Control Board, Division of Administrative Services, Contracts Section, 1001 I Street, 18th Floor, Sacramento, California 95814.
After Execution:

· Open the supplemental packet provided to you.  Items included are:
· Invoice preparation material and invoice template (on template disk)
· Monthly/quarterly progress report template and instructions (all deliverables must be identified with the subtask number when submitted.)
· Agreement Summary Form (on template disk)
· MBE/WBE forms (on template disk)
· NRPI Form – this is the Project Survey Form.  The form can be found at the following website:  http://www.ice.ucdavis.edu/nrpi_forms/default.asp
(please be aware that there is an underscore between nrpi and forms)
· Maintain auditable file 
BE AWARE OF THE STATUS OF YOUR PROJECT AND, IF NEEDED, REQUEST AMENDMENT OR MODIFICATION IN A TIMELY FASHION.

*Project Director cannot be a consultant or a subcontractor to the project applicant.

**Written delegation to authorize someone other than the Project Director to negotiate the Scope is required.  Delegation cannot be given to a consultant or a subcontractor.   It is preferred that the Project Director negotiate the Scope. 

Sample Resolution

RESOLUTION NO. ____

(date)

BOARD OF DIRECTORS

(organization)

A RESOLUTION AUTHORIZING ENTERING INTO A CONTRACT WITH THE STATE OF CALIFORNIA AND DESIGNATING A REPRESENTATIVE TO SIGN THE 2002 319(h) GRANT CONTRACT, AND ANY AMENDMENTS THERETO, FOR THE (project title) PROJECT 

Whereas, the Board authorizes (organization) to enter into a contract with the State of California; and 

Whereas, the Board designates (designee’s title*) to sign the 319(h) (or Prop 13, whichever applies) contract, and any amendments thereto; and

Now, therefore, be it resolved, that the (organization) Board of Directors hereby adopts Resolution #____ on (date).

CERTIFICATION

I hereby certify that the foregoing Resolution # ____ was duly and regularly adopted by the Board of Directors of the (organization) at the meeting thereof held on the ____ day of ________, 2002, motion by (member name) and seconded by (member name), motion passed by the following roll call vote:

Ayes:  

Noes:

Abstained:

Absent:








** Attest:  ____________________________









(name)









(title)

* Do not include names.
** Attestee cannot be the same individual as designated by the Board to sign the contract.
THE ROLE OF THE CONTRACT MANAGER*

(also known as the Contract Manager in the Agreement)

Statement of Independence Form:

· Sign and return a Statement of Independence Form.  This will be sent to you.  A sample is provided for your information only.

Negotiating the Scope of Work (Scope):

· Receive, review, and comment on the Scope prepared by the Project Director.  Refer to the proposal to ensure all activities mentioned in the proposal are being included in the Agreement tasks.

· Confer with the Program Analyst regarding the comments.

· Submit joint comments to the Project Director.

· Participate in conference calls with the Program Analyst and the Project Director.

· Resolve negotiation problems with Project Director.

Preparing the Agreement Request Package:

· Complete the Agreement Request Memo with original signature.  If someone other than the Contract Manager is signing the memo, a delegation must be prepared and submitted for the file.

· Complete the Agreement Request Form with original signatures.  If someone other than the Executive Officer is signing the form, a delegation must be prepared and submitted for the file.

· Submit the Agreement request documents, the final Scope and Budget and any other necessary documents to the Program Analyst.  Submit the Scope and Budget electronically and on disk to the Program Analyst.

Managing an Executed Agreement:

Monitor progress of the Agreement by performance of the following, as applicable.

· Make site visits, prepare field reports, and, if necessary, take color photos.

· Keep records of all communication with the Project Director.

· Insure that all deliverables are received on time or contact Project Director to justify why they are delayed.

· Review and comment on or approve all reports or other documents where this action is specified.

Additional Responsibilities

· Review and approve invoices.

· Prepare dispute letter for all requests for payment where the invoice is not properly formatted or deliverables are missing.

· Resolve all disputes with Project Director.

· If equipment is purchased (items costing $5,000 or more), notify the State Water Resources Control Board (SWRCB) Property Officer. 

· Monitor the ending date of the Agreement to determine whether an extension is needed.  If an extension is needed, it must be in the process at least 6 months prior to the end date of the Agreement.

· If an amendment is needed, prepare the documents for processing.  In addition to the Agreement Request Memo and Form, a letter from the Project Director requesting and justifying the need for the amendment is also required.

· If there is a need to deviate from the work outlined in the proposal, a request must be sent to the SWRCB 319(h)/Prop 13 Program Manager for approval.

Maintain an auditable file

· Retain all Contract Manager records for a minimum of three years after the end of the federal grant.  (See list below.)

*All persons assuming the role of Contract Manager must be certified through Division of Financial Assistance Contract Manager Training.
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	Contract Manager/Program Analyst:
	


	Project Name:
	


	Contracting Agency:
	


The 319(h)/Prop 13 Grant Program requires that Contract Managers and Program Analysts be independent in fact and appearance when fulfilling the role of Contract Manager and Program Analyst.  Consequently, the Contract Manager/Program Analyst has the responsibility to notify management of any real or apparent impairment to independence.

By signing below, I state that to the best of my knowledge, I have no personal impairment to independence on the above project nor am I aware of any external impairment to independence.  I will notify the 319(h)/Prop 13 Grant Program Manager if there are changes that affect independence during the term of the above projects contract.

	Name
	
	Position on Project
	
	Date Signed


	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Note: This document is to be prepared at the beginning of each project's contract negotiation, and signed by both the Contract Manager and Program Analyst assigned to the project. 

THE ROLE OF THE PROGRAM ANALYST *

Statement of Independence Form:

· Sign a Statement of Independence form.  See previous page.

Negotiating the Scope of Work (Scope):

· Receive Draft Scope electronically from Project Director.

· Perform cursory review to determine if it is adequate for negotiation.

· If adequate, assign the Draft Scope a Priority Review #.   If not adequate, return the Draft Scope to the Project Director for a re-write.
· Develop comments, with the assistance of the analyst team, and forward them to the Contract Manager for comments.

· Participate in conference calls with the Contract Manager and the Project Director.

· Assist in resolving negotiation problems.

Receipt of the final contract package from the Contract Manager:

· Receive the final documents.
· Review them for completeness.
· Obtain signatures.
· Determine if the 90 days can still be met.  If the 90 days cannot be met, Program Analyst will change the start date.
· Hand deliver the contract package to the Division of Administrative Services’ (DAS) Contracts Section.  This is the start of the 90 day clock.
· Set up tracking spreadsheet for individual contract expenditures and deliverables.
· Field questions from the DAS Contracts Section during their review period and obtain clarifications from the Contract Manager and/or Project Director in order for the DAS Contract Section to continue their review and processing of the contract.
After contract is executed:
· Maintain the auditable file.

· Review all invoices and progress reports.

· Track expenditures to the Task budget allocations.

· Receive deliverables from the Contract Manager.  If deliverables are missing, contact Contract Manager.

· Receive copies of disputes from the Contract Manager.  

· Ensure that all invoices, once approved, are hand-delivered to the State Water Resources Control Board Accounting Office to be scheduled for payment.

· Review amendments, provide feedback on content, review all forms related to amendments and ensure they are hand delivered to the DAS Contracts Section.

*Must be certified through Division of Financial Assistance Contract Manager Training.

THE OVERALL RESPONSIBILITY OF THE PROGRAM ANALYST IS TO MAINTAIN THE INTEGRITY OF THE PROGRAM
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State Water Resources Control Board
Clean Water Team

The Clean Water Team (CWT) is the citizen monitoring program of the State Water Resources Control Board. The CWT Coordinators are members of the Regional Programs Unit, Watershed Pollution Prevention Section. Regional CWT Citizen Monitoring Coordinators are each assigned to work with three of the Regional Water Quality Control Boards in order to provide technical assistance, training, data management consultation, outreach and education to citizen monitoring organizations. The photo documentation procedures and the model Quality Assurance Project Plan (QAPP) were developed through the CWT as guidance for citizen monitoring projects.

Citizen monitoring is defined as any monitoring activity that relies in whole or in part on participation by volunteers, students or non-paid staff.  A variety of organizations may be involved in citizen monitoring projects, including but not limited to non-profit groups, Resource Conservation Districts (RCDs), Coordinated Resource Management and Planning (CRMP) groups, local government agencies, and schools. Successful Prop 13, 319(h), or 205(j) contractors are required to work with the CWT to ensure consistency and data quality whenever citizen monitoring is involved. In order to avoid confusion or conflicting goals CWT coordinators should be consulted, from the beginning of the grant process, including the preparation of proposals.  

For assistance with project design, training, quality assurance plans, and data management feel free to contact the CWT Regional Coordinators:

Holly Sheradin, Environmental Scientist

Statewide Citizen Monitoring Coordinator, Regions 5 and 6

(916) 341-5466

sherh@dwq.swrcb.ca.gov
Revital Katznelson, Environmental Specialist III

Regional Citizen Monitoring Coordinator, Regions 1, 2, and 3

(510) 622-2470

rk@rb2.swrcb.ca.gov
Erick Burres, Environmental Specialist III

Regional Citizen Monitoring Coordinator, Regions 4, 8, and 9

(213) 576-6788

eburres@rb4.swrcb.ca.gov
SCOPE OF WORK

1.
Contractor agrees to provide to the State Water Resources Control Board (SWRCB) subvention services as described herein:

(Give brief overview of services to be provided, this can be the same 72 character that are used on the Std. 215.)

2. The services shall be performed at (location).
This could be a geographical location; city/county; contractor’s place of business; statewide; etc.

3.
The services shall be provided during (time frame i.e., working hours, Monday through Friday, except holidays, seasonal months (weather permitting) etc.).
4.
The Project Representatives during the term of this Agreement will be:

	State Water Resources Control Board
	Contractor:

	Name:                    , Contract Manager
	Name:                          , Project Director

	Phone:
	Phone:

	Fax:
	Fax:

	e-mail:
	e-mail:


Note:  if there is no e-mail or fax number just indicate N/A

Direct all inquiries to:

Note:  If both parties are the same, please use just the following grid box and not include the above grid box.

	State Water Resources Control Board
	Contractor:

	Section/Unit:
	Section/Unit:

	Attention:        , Program Analyst/Contract Manager
	Attention:                                , Project Director

	Address:
	Address:

	Phone:
	Phone:

	Fax:
	Fax:

	e-mail:
	e-mail:


The parties may change their Project Representative upon providing ten (10) days written notice to the other party.

Definitions:  SWRCB’s Project Representative will be known as the Contract Manager and the Contractor’s Project Representative will be known as the Project Director.
5.
Detailed description of work to be performed and duties of all parties shall be provided in accordance with Exhibit A-1 Work to be Performed which is attached hereto and made part of this Agreement.

First, have a clear understanding of what must be accomplished.  Second, focus on the objectives, rather than the process. VERBATIM LANGUAGE THAT MUST BE IN ALL AGREEMENTS FOLLOWS IN BLACK ARIAL 10 FONT, which must be used throughout the scope and budgets.  Tasks should appear in the order listed below.

A.
BACKGROUND AND GOALS

This portion of the Scope of Work is devoted to answering the question, "Why is the proposed service/work needed?"  Provide a brief problem statement.  This is where you will also briefly summarize the goals of the proposed Agreement.  Include what the contractor proposed to achieve when applying for the funds and how this project fits in with their overall plan.  Be as clear and concise as possible.  The Scope of Work requires quality of information, not necessarily quantity.

B. WORK TO BE PERFORMED

The Contractor shall be responsible for the performance of the work as set forth herein below and for the preparation of products and a final report as specified in this Exhibit.  The Project Director shall promptly notify the Contract Manager of events or proposed changes that could affect the scope, budget, or schedule of work performed under this Agreement.  Unless otherwise specified in the agreement, all deliverables shall be provided to both the Program Analyst and Contract Manager.
Task 1.
Project Administration (Task 1 must always be administration.)
1.1
Provide all technical and administrative services as needed for Agreement completion; review all work performed; and coordinate budgeting and scheduling to assure that the Agreement is completed within budget, on schedule, and in accordance with approved procedures, applicable laws, and regulations.

1.2
Ensure that the Agreement requirements are met through completion of quarterly/monthly progress reports submitted to the Contract Manager by the tenth (10th) of the month following the end of the calendar quarter (March, June, September, and December) and through regular communication with the Contract Manager.  The progress reports shall describe activities undertaken and accomplishments of each task during the quarter/month, milestones achieved, and any problems encountered in the performance of the work under this Agreement.  The description of activities and accomplishments of each task during the quarter/month shall be in sufficient detail to provide a basis for payment of invoices and shall be translated into percent of task work completed for the purpose of calculating invoice amounts.

Use only one of the following pertinent Task 1.3.

(Task 1.3 verbatim language for 319(h) Agreements:)

1.3
Federal Disclosure Requirements - Include the following disclosure statement in any document, written report, or brochure prepared in whole or in part pursuant to this Agreement:


“Funding for this project has been provided in part by the U.S. Environmental Protection Agency (USEPA) pursuant to Assistance Agreement No. __________ and any amendments thereto which has been awarded to the State Water Resources Control Board (SWRCB) for the implementation of California’s Nonpoint Source Pollution Control Program.  The contents of this document do not necessarily reflect the views and policies of the USEPA or the SWRCB, nor does mention of trade names or commercial products constitute endorsement or recommendation for use.”


The Contractor shall include in each of its subcontracts for work under this Agreement a provision that incorporates the requirements stated within this subtask. 

(Task 1.3 verbatim language for Prop 13 Agreements:)
1.3
Disclosure Requirements - Include the following disclosure statement in any document, written report, or brochure prepared in whole or in part pursuant to this Agreement:


“Funding for this project has been provided in full or in part through an Agreement with the State Water Resources Control Board (SWRCB) pursuant to the Costa-Machado Water Act of 2000 (Proposition 13) and any amendments thereto for the implementation of California’s Nonpoint Source Pollution Control Program.  The contents of this document do not necessarily reflect the views and policies of the SWRCB, nor does mention of trade names or commercial products constitute endorsement or recommendation for use.”


The Contractor shall include in each of its subcontracts for work under this Agreement a provision that incorporates the requirements stated within this subtask. 

1.4
The Contractor shall notify the Contract Manager at least ten (10) working days prior to any public or media event publicizing the accomplishments and/or results of this Agreement and provide the opportunity for attendance and participation by SWRCB representatives.

1.5
Complete a one (1) page Contract Summary Form (form to be provided by the SWRCB) within three (3) months of the Agreement execution.

Federal MBE/WBE subtask below is only required for 319(h) Agreements.  Number this subtask “1.6” and renumber subsequent subtasks.  Delete this subtask from Prop 13 Agreements.

1.6
Federal Requirement for Minority- and Women-Owned (MBE/WBE) Business Enterprise Participation

In accordance with Exhibit E – Federal Provisions, item 1 “Utilization of Small, Minority, and Women’s Businesses”, the Contractor shall provide to the SWRCB information regarding its utilization of small, minority, and women’s businesses.  The procedures to ensure compliance with this federal regulation are outlined in the SWRCB’s “Minority- and Women-Owned Business Enterprise (MBE/WBE) Participation Guide for Federally Funded Agreements” (Participation Guide).  The following steps shall be completed to ensure compliance with these federal regulations:
1.6.1 Develop a list of project tasks that shall be subcontracted.
1.6.2 Complete the forms provided and submit them to the Contract Manager on a quarterly basis.

1.6.3 Compile and submit the Participation Report form provided in the SWRCB’s Participation Guide to document actual participation on a quarterly basis with the respective progress reports throughout the term of the Agreement.
1.6.4 Include the affirmative steps in Exhibit E, Item 1 a-e. of this Agreement in accordance with the Participation Guide in all procurement and subcontracting documents related to this Agreement.





1.x
Award subcontract(s) to appropriate organization(s) to perform tasks as outlined in this Agreement.  Document steps taken in soliciting and awarding the subcontract and submit them to the Contract Manager for review prior to subcontract award.  Provide Contract Manager with a copy of the awarded subcontract.  Document all subcontractor activities and expenditures in progress reports.

Insert subtask below for Prop 13 Agreements.  Delete from 319(h) Agreements.

1.x
Every six (6) months during the term of this Agreement, the Contractor shall develop and submit to their assigned SWRCB Program Analyst expenditure/invoice projections to enable funding to be available for payment of invoices.  

1.x
At the completion of this project and prior to final payment, the Project Director shall fill out and provide a project survey form to the Contract Manager.

Task Deliverables : 1.2 Progress Reports, 1.5 Contract Summary Form, 1.6 MBE/WBE Documentation (319(h) only), 1.x Subcontractor Agreements; Solicitation Documentation, 1.x Expenditure Projections (for Prop 13 only), 1.x Project Survey Form

Task 2: CEQA/NEPA Documents and Permits (if applicable)
2.1 No work that is subject to California Environmental Quality Act (CEQA)/National Environmental Protection Act (NEPA) shall proceed under this Agreement until documents that satisfy the CEQA/NEPA process are received by the Contract Manager.

2.2
Secure all required permits for project work.  No work that is subject to permitting shall proceed under this Agreement until documents that satisfy the permitting process(es) are received by the Contract Manager.

Task Deliverables :  2.1 CEQA/NEPA Documentation; 2.2 permits.

Task 3.  Quality Assurance Project Plan and Monitoring Plan (if applicable)
3.1 Prepare and maintain a Quality Assurance Project Plan (QAPP).  The QAPP shall be approved by the RWQCB or SWRCB QA Officer prior to implementation of any sampling or monitoring activities.  No monitoring shall occur prior to QAPP approval.  Any costs related to monitoring data collected prior to and not supported by the approved QAPP will not be reimbursed.

3.2 Prepare and maintain a Monitoring Plan that (describe the types of constituents to be monitored and the frequency/schedule for the monitoring activities).  The Monitoring Plan shall be approved by the Contract Manager prior to implementation of any sampling or monitoring activities.  No monitoring shall occur prior to Monitoring Plan approval.  The Contract Manager must approve any changes to the Monitoring Plan prior to implementation of the monitoring tasks.  Add this subtask if applicable.

Task Deliverables:  3.1 Approved and signed QAPP, 3.2 Approved Monitoring Plan

Insert One-time Advance Payment Request Task below for Prop 13 Agreements, if applicable.

Task 4. 
One-time Advance Payment Request 

4.1 Prepare a written justification for a one (1)-time advance payment of up to twenty-five percent (25%) of the total Agreement amount.  The written justification must contain the need for the advance payment and must justify the advance payment costs by category (i.e., cash flow, equipment or supply purchases, advancing funds to the subcontractor to begin work).  The written justification must contain a proposed time frame for accounting for the recoupment of the advance payment during the Agreement invoicing process.  This recoupment schedule will be an approved written agreement between the Contractor and the Contract Manager and the agreed upon scheduled recoupment amounts will be deducted from future invoices.  Submit the written justification to the Contract Manager for review and approval.  Once the written advance payment justification has been approved by the Contract Manager, the Project Director will submit an invoice for the approved advance payment amount consisting of an original and two (2) copies to the Contract Manager.  All subsequent invoices must be in the format provided with the advance payment approval. 

4.2 Set up a separate interest bearing bank account for the advance payment that will reflect only activities related to funds advanced (even for one (1)-time purchase of equipment or land purchase).
4.3 Submit bank statements yearly or at the end of the reconciliation of the advance payment funds depending on the accounting schedule that details any interest earned on the account.  All interest earned will be retained by the Contractor and the amount of interest earned will be deducted from the final invoice of the Agreement.

Task Deliverables:  4.1 Written Justification with Recoupment Schedule, 4.2 Proof of separate bank account, and 4.3 Bank statements.  

Insert Project Assessment and Evaluation Plan Task below for Prop 13 Agreements.  “Watershed Management Plans” are exempt.

Task 5.  Project Assessment and Evaluation Plan (Always the last task.)
5.1 Submit to the Contract Manager, a Project Assessment and Evaluation Plan that does all of the following: 

Each subaccount has different requirements, so please check the appropriate checklist, located on pages II-3 and-II-4.
Task Deliverables: 5.1 Project Assessment and Evaluation Plan.

INSERT ALL OTHER TASKS RELATED TO WORK SPECIFIC TO THIS AGREEMENT THAT TRANSLATES THE WORK STATED IN THE GRANT PROPOSAL.  Follow guidelines for task/subtask format, content, and structure provided in the “Cookbook for Contract Scope Preparation” provided in Section 4 of this Prep Guide.

Task x.
Draft and Final Project Report 

x.1  Prepare a draft project report that includes the results of the tasks listed above.  The report shall include the following narrative sections:

a. A brief introduction section including a statement of purpose, the scope of the project, and a description of the approach and techniques used during the project.

b. A list of the task deliverables previously submitted as outlined in the Schedule of Deliverable Due Dates.

c. Any additional information that is deemed appropriate by the Project Director.

d. (to be added based on Project Assessment and Evaluation Plan requirement for your subaccount)
x.2
Submit a copy of the draft project report to the Contract Manager for review and comment.

x.3 
Prepare a final project report that addresses, to the extent feasible, comments made by the Contract Manager on the draft project report.  Submit one (1) reproducible master and two (2) copies of the final project report to the Contract Manager for review and acceptance.

Task Deliverables:  x.2 Draft Project Report, x.3 Final Project Report 

C.
SCHEDULE OF DELIVERABLE DUE DATES

The Contractor is required to provide a "Schedule of Deliverable Due Dates" listing only the due dates for deliverables by task and subtask with their respective completion dates.  The schedule should include the complete date, i.e., August 15, 2002

	TASK
	SUB-TASK
	DELIVERABLE
	DUE DATE

	
	
	
	

	1.0
	
	PROJECT ADMINISTRATION
	

	
	1.2
	Progress Reports
	MM/DD/YY and quarterly thereafter 

	
	1.5
	Contract Summary Form
	MM/DD/YY

	
	1.6
	Subcontractor Agreements; Solicitation Documentation (or MBE/WBE Documentation)
	MM/DD/YY and quarterly thereafter

	
	1.7
	Expenditure/invoice projections
	MM/DD/YY and every 6 months thereafter 

	
	1.8
	Project Survey Form
	MM/DD/YY

	2.0 
	
	CEQA/NEPA DOCUMENTATION AND PERMITS
	

	
	2.1
	CEQA/NEPA Documentation
	(Fill in all dates below following above format)

	
	2.2
	Signed Coversheets for all Permits 
	

	3.0
	
	QUALITY ASSURANCE PROJECT PLAN
	

	
	3.1
	QAPP (if applicable)
	

	
	3.2
	Monitoring Plan (If applicable)
	

	4.0
	
	
	

	
	4.1
	
	

	
	4.2
	
	

	
	4.3
	
	

	5.0
	
	
	

	
	5.1
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	12.0
	
	DRAFT AND FINAL PROJECT REPORTs
	

	
	12.2
	Draft Project Report
	

	
	12.3
	Final Project Report
	


D.
REPORTS 


1.
Not later than   (spell out date)  , and quarterly/monthly (you can choose either, but must correspond to subtask 1.2 and invoicing must be the same) thereafter, during the term of this Agreement, the Project Director shall provide a written progress report to the Contract Manager describing activities undertaken, accomplishment of milestones, and any problems encountered in the performance of the work under this Agreement, and delivery of intermediate products, if any.


2.
The Project Director shall submit to the Contract Manager for approval the reports containing the results of the work performed in accordance with the schedule of this Exhibit.


3.
Not later than   (spell out date)  , the Project Director shall submit to the Contract Manager             (_) copies of a draft report describing the work performed pursuant to Section B of this Exhibit for review and comment.


4.
Within           (_) weeks of receipt of the draft report, the Contract Manager shall submit final comments to the Project Director.


5.
Not later than   (spell out date)  , the Project Director shall submit to the Contract Manager for approval one (1) reproducible master and        (_) copies of the final report containing the results of the work performed and addressing the comments submitted to the Project Director by the Contract Manager.


6.
The report shall not be considered final until accepted and approved by the Contract Manager.

EXHIBIT "B"

BUDGET INSTRUCTIONS
Exhibit "B" must be set out in both a Task Budget and Line Item Budget format (see attached sample Exhibit B).  The information required is described below.  All 319(h) Agreements require a minimum 40 percent (of the total project costs) non-federal funding match by the grant recipient which must be shown on the budget summary.  The match requirements for Prop 13 are noted in the RFP.
Exhibit B should show total SWRCB dollars to be paid, any match required, and the total project cost.  There must be three (3) columns if match is included:  319(h)/Prop 13 Funds, Match, Total.

The task budget breakdown should include all components from the line item budget, such as:  personnel services, operating expenses, program administration, general support, equipment, supplies, travel, and overhead required for each task.  (A budget adjustment or amendment will be required to redirect dollars from one line item to another or from one task to another after execution of the Agreement.  The adjustment should include information regarding both line item and task changes that are affected.)

The line item budget breakdown should be broken down in the following format:

Personnel Services

Personnel Services include:  salaries and benefits for wage-earning personnel employed by the contractor and working on the project.  Benefits, calculated as a percentage of salaries, are contributions made by the contractor for sick leave, retirement, insurance, etc.  These services should be broken down by classification/title and rate of pay, and number of hours.

Operating Expenses
Operating Expenses may include printing, postage, telephone, and supplies.  Types of Operating Expenses must be listed.

Travel

Travel includes the cost of transportation, subsistence, and other associated costs incurred by personnel during the term of the project.  Travel will be reimbursed at or below the rate allowed for State employees.  

Equipment Purchase

Equipment is considered any one item over $5,000.  Anything under $5,000 should be listed under supplies under Operating Expenses.

Professional and Consultant Services

Professional and Consultant Services (subcontracts) include the costs for any consultants needed by the contractor to complete any or all tasks.

Construction

Construction expenses include the estimated costs of material and labor for capitol improvements.

Overhead

Overhead consists of a reasonable percentage of all costs, not related to the project, to run your agency while completing your project.  Overhead cannot be calculated against subcontracted services.  Any overhead over 15% must be justified.

All $s must be reflected in the tasks.  There will be no contingency costs allowed.

SAMPLE 

Exhibit B 

(Standard Agreement)

TASK BUDGET:

	TASK
	
	
	319 (h) or Prop 13
	
	MATCH
(if required)
	
	TOTAL

	
	
	
	
	
	
	
	
	

	1.
	Project Administration
	*
	
	
	
	

	2.
	CEQA/NEPA, Permits
	
	
	
	
	

	3.
	QAPP/Monitoring Plan
	
	
	
	
	

	4.
	
	
	
	
	
	

	5.
	
	
	
	
	
	

	6.
	
	
	
	
	
	

	7.
	Draft and Final Report
	*
	
	
	
	

	
	TOTALS
	
	
	
	
	
	


*319(h)/Prop 13 dollars must be included here.

LINE ITEM BUDGET








319(h) or Prop 13
MATCH

TOTAL
(if required)
Items in boxes below are only shown as examples.  Leave out any items that do not apply.)


Personnel Services (includes benefits)


$12,663

$27,198
$39,861


Class


Hours
Wage/Hour

	Principal Engineer
212
$59.73

Senior Engineer
502
 54.18

(These people must be employed by the Contractor.)


Operating Expenses




$


$

$

  Includes: 
	(list those that apply)

Travel Expenses

Equipment Purchases


Professional and Consultant Services


$


$

$


	(List categories of services subcontracted and subcontracting agency if known, e.g., lab work, QAPP development, etc.)


Construction





$


$

$

General Overhead (__%)



$ 


$ 

$ 

	(Cannot be calculated against subcontracted services costs.)
	


TOTAL






$

$

$

BUDGET DETAIL AND PAYMENT PROVISIONS
1. Invoicing and Payment
A.
For services satisfactorily rendered, and upon receipt and approval of the invoices, the State agrees to compensate the Contractor for actual expenditures incurred in accordance with the rates specified herein, which is attached hereto and made a part of this Agreement.

B.
Invoices shall include the Agreement Number and shall be submitted in triplicate not more frequently than monthly in arrears to:

Name

Office

Address

C. The original and one (1) approved copy of the invoice or payment request will be forward to the State Water Board’s Accounting Operations Section by Contract Manager.  Payment of any invoice will be made only after receipt of a complete, adequately supported, properly documented and accurately addressed invoice or payment request.  Failure to use the address exactly as provided above may result in return of the invoice or payment request to the Contractor.  Payment shall be deemed complete upon deposit of the payment, properly addressed, postage prepaid, in the United States mail.  All invoices must be approved by Contract Manager.

D. Payments prior to satisfactory completion of all work required by the agreement shall not exceed, in the aggregate, ninety percent (90%) of the total earned with the balance to be paid upon satisfactory completion of the agreement.

(For Prop 13 and 319(h) Agreements, 10% of the grant amount is held at the end of the contract until satisfactory completion of work and submittal of all deliverables, including the Final Report.)
E. The invoice shall contain the following information:

1. The word “INVOICE” should appear in a prominent location at the top of page(s);
2. Printed name of the Contractor;

3.
Business address of the Contractor, including P.O. Box/Street Address, City, State, and Zip Code;

4. Name of State Water Board/Regional Water Board being billed;

5. The date of the invoice;

6. The number of the agreement upon which the claim is based; and

7.
An itemized account of the services for which the State Water Board is being billed;

(a) The time period covered by the invoice, i.e., the term “from” and “to”;

(b) A brief description of the services performed;

(c) The method of computing the amount due.  On cost reimbursable agreements, invoices must be itemized based on the categories specified in the Budget.  The amount claimed for salaries/wages/consultant fees must also be explained; i.e., hours or days worked times the hourly or daily rate = the total amount claimed;

OR

The method of computing the amount due.  The invoice shall detail the percentage of task work completed during the invoice period multiplied by the agreed upon cost to perform each task, as specified in the Budget; 
(e)
The total amount due; this should be in a prominent location in the lower right-hand portion of the last page and clearly distinguished from other figures or computations appearing on the invoice; the total amount due shall include all costs incurred by the Contractor under the terms of this agreement; and

(f) Original signature of Contractor (not required of established firms or entities using preprinted letterhead invoices).

(For 319(h) and Prop 13 Agreements, final invoices must be clearly marked “Final Invoice.”  Any funds remaining after the final invoice is paid will be disencumbered.)

F.
Remittance Address:


The Address in which the check warrant will be mailed to is:

CONTRACTOR NAME

ATTN:

STREET ADDRESS OR PO BOX

CITY/STATE/ZIP CODE

RULE #1:  Only include item F above if the remittance address is different than the correspondence address.

2. Budget Contingency Clause

A.
Limitation of State Liability:

The maximum amount to be encumbered under this agreement for the 200_-_ _ fiscal year ending 
June 30, 200_ shall not exceed $_____________.

If funds become available from future appropriations by the Legislature for purposes of this agreement, the maximum amount to be encumbered for this agreement in the 200_ - _ _ fiscal year ending June 30, 200_ shall not exceed $_______________.

If funds become available from future appropriations by the Legislature for purposes of this agreement, the maximum amount to be encumbered for this agreement in the 200_-_ _ fiscal year ending June 30 200_ shall not 
exceed $_____________.

B.
It is mutually agreed that if the Budget Act of the current year and/or any subsequent years covered under this Agreement does not appropriate sufficient funds for the program, this Agreement shall be of no further force and effect.  In this event, the State shall have no liability to pay any funds whatsoever to Contractor or to furnish any other considerations under this Agreement and Contractor shall not be obligated to perform any provisions of this Agreement.

C. If funding for any fiscal year is reduced or deleted by the Budget Act for purposes of this program, the State shall have the option to either cancel this Agreement with no liability occurring to the State, or offer an agreement amendment to Contractor to reflect the reduced amount.


3.
Prompt Payment Clause

Payment will be made in accordance with, and within the time specified in, Government Code Chapter 4.5, commencing with Section 927. 

4. Budget


Insert budget here


EXHIBIT C

GENERAL TERMS AND CONDITIONS 

1. APPROVAL: This Agreement is of no force or effect until signed by both parties and approved by the Department of General Services, if required. Contractor may not commence performance until such approval has been obtained. 

2.  AMENDMENT: No amendment or variation of the terms of this Agreement shall be valid unless made in writing, signed by the parties and approved as required. No oral understanding or Agreement not incorporated in the Agreement is binding on any of the parties. 

3.  ASSIGNMENT: This Agreement is not assignable by the Contractor, either in whole or in part, without the consent of the State in the form of a formal written amendment. 

4.  AUDIT: Contractor agrees that the awarding department, the Department of General Services, the Bureau of State Audits, or their designated representative shall have the right to review and to copy any records and supporting documentation pertaining to the performance of this Agreement. Contractor agrees to maintain such records for possible audit for a minimum of three (3) years after final payment, unless a longer period of records retention is stipulated. Contractor agrees to allow the auditor(s) access to such records during normal business hours and to allow interviews of any employees who might reasonably have information related to such records. Further, Contractor agrees to include a similar right of the State to audit records and interview staff in any subcontract related to performance of this Agreement. (GC 8546.7, PCC 10115 et seq., CCR Title 2, Section 1896). 

5. INDEMNIFICATION: Contractor agrees to indemnify, defend and save harmless the State, its officers, agents and employees from any and all claims and losses accruing or resulting to any and all contractors, subcontractors, suppliers, laborers, and any other person, firm or corporation furnishing or supplying work services, materials, or supplies in connection with the performance of this Agreement, and from any and all claims and losses accruing or resulting to any person, firm or corporation who may be injured or damaged by Contractor in the performance of this Agreement. 

6. DISPUTES: Contractor shall continue with the responsibilities under this Agreement during any dispute. 

7. TERMINATION FOR CAUSE: The State may terminate this Agreement and be relieved of any payments should the Contractor fail to perform the requirements of this Agreement at the time and in the manner herein provided. In the event of such termination the State may proceed with the work in any manner deemed proper by the State. All costs to the State shall be deducted from any sum due the Contractor under this Agreement and the balance, if any, shall be paid to the Contractor upon demand. 

8. INDEPENDENT CONTRACTOR: Contractor, and the agents and employees of Contractor, in the performance of this Agreement, shall act in an independent capacity and not as officers or employees or agents of the State. 

9. RECYCLING CERTIFICATION: The Contractor shall certify in writing under penalty of perjury, the minimum, if not exact, percentage of recycled content, both post consumer waste and secondary waste as defined in the Public Contract Code, Sections 12161 and 12200, in materials, goods, or supplies offered or products used in the performance of this Agreement, regardless of whether the product meets the required recycled product percentage as defined in the Public Contract Code, Sections 12161 and 12200. Contractor may certify that the product contains zero recycled content. (PCC 10233, 10308.5, 10354) 

10. NON-DISCRIMINATION CLAUSE: During the performance of this Agreement, Contractor and its subcontractors shall not unlawfully discriminate, harass, or allow harassment against any employee or applicant for employment because of sex, race, color, ancestry, religious creed, national origin, physical disability (including HIV and AIDS), mental disability, medical condition (cancer), age (over 40), marital status, and denial of family care leave. Contractor and subcontractors shall insure that the evaluation and treatment of their employees and applicants for employment are free from such discrimination and harassment. Contractor and subcontractors shall comply with the provisions of the Fair Employment and Housing Act (Government Code Section 12990 (a-f) et seq.) and the applicable regulations promulgated thereunder (California Code of Regulations, Title 2, Section 7285 et seq.). The applicable regulations of the Fair Employment and Housing Commission implementing Government Code Section 12990 (a-f), set forth in Chapter 5 of Division 4 of Title 2 of the California Code of Regulations, are incorporated into this Agreement by reference and made a part hereof as if set forth in full. Contractor and its subcontractors shall give written notice of their obligations under this clause to labor organizations with which they have a collective bargaining or other Agreement. 

Contractor shall include the nondiscrimination and compliance provisions of this clause in all subcontracts to perform work under the Agreement. 

11. CERTIFICATION CLAUSES: The CONTRACTOR CERTIFICATION CLAUSES contained in the document CCC201 are hereby incorporated by reference and made a part of this Agreement by this reference as if attached hereto. 

12. TIMELINESS: Time is of the essence in this Agreement. 

13. COMPENSATION: The consideration to be paid Contractor, as provided herein, shall be in compensation for all of Contractor's expenses incurred in the performance hereof, including travel, per diem, and taxes, unless otherwise expressly so provided. 

14. GOVERNING LAW: This contract is governed by and shall be interpreted in accordance with the laws of the State of California. 

15. ANTITRUST CLAIMS: The Contractor by signing this agreement hereby certifies that if these services or goods are obtained by means of a competitive bid, the Contractor shall comply with the requirements of the Government Codes Sections set out below. 

a. The Government Code Chapter on Antitrust claims contains the following definitions: 

1). "Public purchase" means a purchase by means of competitive bids of goods, services, or materials by the State or any of its political subdivisions or public agencies on whose behalf the Attorney General may bring an action pursuant to subdivision (c) of Section 16750 of the Business and Professions Code. 
2). "Public purchasing body" means the State or the subdivision or agency making a public purchase. Government Code Section 4550. 

b. In submitting a bid to a public purchasing body, the bidder offers and agrees that if the bid is accepted, it will assign to the purchasing body all rights, title, and interest in and to all causes of action it may have under Section 4 of the Clayton Act (15 U.S.C. Sec. 15) or under the Cartwright Act (Chapter 2 (commencing with Section 16700) of Part 2 of Division 7 of the Business and Professions Code), arising from purchases of goods, materials, or services by the bidder for sale to the purchasing body pursuant to the bid. Such assignment shall be made and become effective at the time the purchasing body tenders final payment to the bidder. Government Code Section 4552. 

c. If an awarding body or public purchasing body receives, either through judgment or settlement, a monetary recovery for a cause of action assigned under this chapter, the assignor shall be entitled to receive reimbursement for actual legal costs incurred and may, upon demand, recover from the public body any portion of the recovery, including treble damages, attributable to overcharges that were paid by the assignor but were not paid by the public body as part of the bid price, less the expenses incurred in obtaining that portion of the recovery. Government Code Section 4553. 

d. Upon demand in writing by the assignor, the assignee shall, within one year from such demand, reassign the cause of action assigned under this part if the assignor has been or may have been injured by the violation of law for which the cause of action arose and (a) the assignee has not been injured thereby, or (b) the assignee declines to file a court action for the cause of action. See Government Code Section 4554. 

16. CHILD SUPPORT COMPLIANCE ACT: "For any Agreement in excess of $100,000, the contractor acknowledges in accordance with, that: 

a). The contractor recognizes the importance of child and family support obligations and shall fully comply with all applicable state and federal laws relating to child and family support enforcement, including, but not limited to, disclosure of information and compliance with earnings assignment orders, as provided in Chapter 8 (commencing with section 5200) of Part 5 of Division 9 of the Family Code; and 

b) The contractor, to the best of its knowledge is fully complying with the earnings assignment orders of all employees and is providing the names of all new employees to the New Hire Registry maintained by the California Employment Development Department." 

17. UNENFORCEABLE PROVISION: In the event that any provision of this Agreement is unenforceable or held to be unenforceable, then the parties agree that all other provisions of this Agreement have force and effect and shall not be effected thereby. 

18. UNION ORGANIZING For all contracts, except fixed price contracts of $50,000 or less, the Contractor acknowledges that: 

By signing this agreement Contractor hereby acknowledges the applicability of Government Code Section 16645 through Section 16649 to this agreement and agrees to the following:
a) Contractor will not assist, promote or deter union organizing by employees performing work on a state service contract, including a public works contract.
b) No state funds received under this agreement will be used to assist, promote or deter union organizing.
c) Contractor will not, for any business conducted under this agreement, use any state property to hold meetings with employees or supervisors, if the purpose of such meetings is to assist, promote or deter union organizing, unless the state property is equally available to the general public for holding meetings.
d) If Contractor incurs costs, or makes expenditures to assist, promote or deter union organizing, Contractor will maintain records sufficient to show that no reimbursement from state funds has been sought for these costs, and that Contractor shall provide those records to the Attorney General upon request.
SPECIAL TERMS AND CONDITIONS


1. DISPUTES:  Not withstanding the provisions of the Department of General Services General Terms and Conditions (GTC) any dispute arising under or relating to the terms of this Agreement, or related to the performance hereunder, which is not disposed of by Agreement shall be decided by the Contract Manager, who shall reduce such decision to writing and mail or otherwise furnish a copy thereof to the Contractor.  The decision of the Contract Manager shall be final and conclusive unless, within fifteen (15) calendar days from the date of receipt of such copy, the Contractor mails or otherwise delivers a written appeal to the SWRCB Executive Director.  The decision of the SWRCB Executive Director, or authorized representative, on such appeal shall be final and conclusive unless determined by a court of competent jurisdiction to have been fraudulent, or capricious, or arbitrary, or so grossly erroneous as necessarily to imply bad faith, or not supported by any substantial evidence.  In connection with any appeal under this Section, the Contractor shall be afforded an opportunity to be heard and to offer evidence and argument in support of the appeal.  Pending final decision on any dispute hereunder, the Contractor shall proceed diligently with the performance of the Agreement work as directed by the Contract Manager unless the Contractor has received notice of termination.  Decisions on any disputes hereunder may include decisions of both fact and law; provided, however, that nothing herein shall be construed as making final any decision on a question of fact or law in the event of any subsequent legal proceeding before a court of competent jurisdiction.

Authority to terminate performance under the terms of this Agreement is not subject to appeal under this Section.  All other issues including, but not limited to, the amount of any equitable adjustment, and the amount of any compensation or reimbursement which should be paid to the Contractor shall be subject to the disputes process under this Section. (PCC 10240.5, 10381, 22200 et seq, 40 CFR 31.70)

2. RIGHTS IN DATA:  The Contractor agrees that all data, plans, drawings, specifications, reports, computer programs, operating manuals, notes, and other written or graphic work produced in the performance of this Agreement are subject to the rights of the State as set forth in this section.  The State shall have the right to reproduce, publish, and use all such work, or any part thereof, in any manner and for any purposes whatsoever and to authorize others to do so.  If any such work is copyrightable, the Contractor may copyright the same, except that, as to any work which is copyrighted by the Contractor, the State reserves a royalty-free, nonexclusive, and irrevocable license to reproduce, publish, and use such work, or any part thereof, and to authorize others to do so. (40 CFR 31.34, 31.36)

3. INCOME RESTRICTIONS:  The Contractor agrees that any refunds, rebates, credits, or other amounts (including any interest thereon) accruing to or received by the Contractor under this Agreement shall be paid by the Contractor to the State, to the extent that they are properly allocable to costs for which the Contractor has been reimbursed by the State under this Agreement.


4. DISCLOSURE REQUIREMENTS:  Any document or written report prepared in whole or in part pursuant to this Agreement shall contain a disclosure statement indicating that the document or written report was prepared through Agreement with the State.  The disclosure statement shall include the Agreement number and dollar amount of all Agreements and subcontracts relating to the preparation of such documents or written reports.  The disclosure statement shall be contained in a separate section of the document or written report.

If the Contractor or subcontractor(s) are required to prepare multiple documents or written reports, the disclosure statement may also contain a statement indicating that the total Agreement amount represents compensation for multiple documents or written reports.

The Contractor shall include in each of its subcontracts for work under this Agreement a provision which incorporates the requirements stated within this Section. (Gov. Code 7550, 40 CFR 31.20)

5. PERMITS, SUBCONTRACTING, WAIVER, REMEDIES AND DEBARMENT:  The Contractor shall procure all permits and licenses necessary to accomplish the work contemplated in this Agreement, pay all charges and fees, and give all notices necessary and incidental to the due and lawful prosecution of the work.

Any subcontractors, outside associates, or consultants required by the Contractor in connection with the services covered by this Agreement shall be limited to such individuals or firms as were specifically identified and agreed to during negotiations for this Agreement, or as are specifically authorized by the Contract Manager during the performance of this Agreement.  Any substitutions in, or additions to, such subcontractors, associates, or consultants, shall be subject to the prior written approval of the Contract Manager.

Any waiver of rights with respect to a default or other matter arising under the Agreement at any time by either party shall not be considered a waiver of rights with respect to any other default or matter.

Any rights and remedies of the State provided for in this Agreement are in addition to any other rights and remedies provided by law.

Contractor shall not subcontract with any party who is debarred or suspended or otherwise excluded from or ineligible for participation in federal assistance programs under Executive Order 12549, “Debarment and Suspension”.  Contractor shall not subcontract with any individual or organization on USEPA’s List of Violating Facilities. (40 CFR, Part 31.35, Gov. Code 4477)

6. TRAVEL AND PER DIEM:  Any reimbursement for necessary traveling and per diem shall be at rates not to exceed those amounts paid to the State’s represented employees under collective bargaining Agreements currently in effect.  No travel outside the State of California shall be reimbursed unless prior written authorization is obtained from the State.


7. NOVATION:  If the Contractor proposes any novation Agreement, the State shall act upon the proposal within 60 days after receipt of the written proposal.  The State may review and consider the proposal, consult and negotiate with the Contractor, and accept or reject all or part of the proposal.  Acceptance or rejection may be made orally within the 60-day period, and confirmed in writing within five days.  No novation shall become operative or otherwise binding on the State pursuant to this paragraph in the absence of a formal Agreement amendment which has been approved in accordance with all applicable State policy, laws and procedures.


8. CONTRACT MODIFICATIONS:   The State Water Board may, at any time, without notice to any sureties, by written order designated or indicated to be a “contract modification”, make any change in the work to be performed under this agreement so long as the modified work is within the general scope of work called for by this agreement, including but not limited to changes in the specifications or in the method, manner, or time of performance of work.  In no event can the contract modification have any impact on the budget specified in Exhibit B.   If the Contractor intends to dispute the change, the Contractor must, within ten (10) days after receipt of a written “contract modification”, submit to the State Water Board a written statement setting forth the disagreement with the change.


9. TERMINATION:  Not withstanding the provisions of the Department of General Services General Terms and Conditions (GTC) the State Water Board may terminate performance of work under this agreement upon 30 days written notice.

Any termination shall be effected by written notice to the Contractor, either hand-delivered to the Contractor or sent certified mail, return receipt requested.  The notice of termination shall specify the effective date of termination. 

Upon receipt of notice of termination, and except as otherwise directed in the notice, the Contractor shall:

a. Stop work on the date specified in the notice;

b. Place no further orders or enter into any further subcontracts for materials, services or facilities except as necessary to complete work under the agreement up to effective date of termination;

c. Terminate all orders and subcontracts;

d. Promptly take all other reasonable and feasible steps to minimize any additional cost, loss, or expenditure associated with work terminated, including, but not limited to reasonable settlement of all outstanding liability and claims arising out of termination of orders and subcontracts; 

e. Deliver or make available to the State Water Board all data, drawings, specifications, reports, estimates, summaries, and such other information and material as may have been accumulated by the Contractor under this agreement, whether completed, partially completed, or in progress.

In the event of termination, an equitable adjustment in the price provided for in this agreement shall be made.  Such adjustment shall include reasonable compensation for all services rendered, materials supplied, and expenses incurred pursuant to this agreement prior to the effective date of termination. (PCC 10253, G.C. 11010.5, 40 CFR 31.36)


10. BUDGET FLEXIBILITY:  Subject to the prior review and approval of the Contract Manager, line items shifts of up to $25,000 or ten percent of the annual contract total, whichever is less, may be made up to a cumulative maximum of $50,000 per fiscal year.  Line item shifts may be proposed/requested by either the State Water Board or the Contractor in writing and must not increase or decrease the total contract amount allocated per fiscal year.


11. COMPUTER SOFTWARE:  Contractor certifies that it has appropriate systems and controls in place to ensure that state funds will not be used in the performance of this contract for the acquisition, operation or maintenance of computer software in violation of copyright laws.

FEDERAL PROVISIONS

Exhibit E only pertains to 319(h) Contracts.

1. Utilization of Small, Minority, and Women’s Businesses:  The Contractor agrees that affirmative steps will be taken to assure that qualified small, minority, and women's businesses are used when possible as sources of supplies, construction and services in the performance of United States Environmental Protection Agency (USEPA) grant assisted Agreements and subcontracts.  Affirmative steps taken shall include the following:

a.
Including qualified small, minority, and women's businesses on solicitation lists;

b.
Assuring that small, minority, and women's businesses are solicited whenever they are potential sources;

c.
Dividing total requirements, when economically feasible, into smaller tasks or quantities to permit maximum participation of small, minority, and women's businesses;

d.
Establishing delivery schedules, where the requirements of the work permit, which will encourage participation by small, minority, and women's businesses;

e.
Using the services and assistance of the Small Business Administration, the Minority Business Development Agency of the U.S. Department of Commerce, and the State Office of Small Business Certification and Resources (OSBCR) as appropriate; and

f.
If the Contractor awards subcontracts, requiring the subcontractor to take the affirmative steps in paragraphs a. through e. of this Section. (40 CFR 31.36 (e)




2.


Privity:  This agreement is funded in whole or in part by a grant from the USEPA.  
Neither the 
United States nor any of its departments, agencies, or employees are, or will be, a party to this 
agreement or any lower tier subcontract nor to any solicitation or request for proposal.

3.
Compliance with Federal Regulations:  The Contractor understands that the State is obligated, in accordance with its assistance agreement with USEPA to comply with the provisions of federal regulations contained in Title 40 CFR and any conditions in the grant agreement and any amendments thereto.  In order to ensure that the State can meet these obligations, the Contractor warrants, represents, and agrees that it and its subcontractors, employees, and representatives will comply with (1) all applicable provisions of Title 40 CFR and (2) all general and special conditions contained in the USEPA Assistance Agreement.

4.
Copyrights: The Contractor agrees to and does hereby grant to USEPA a royalty-free, nonexclusive and irrevocable license to reproduce, publish or otherwise use, and to authorize others to use, for Federal Government purposes:

a.
The copyright in any work developed under this agreement; and

b.
Any rights of copyright which the Contractor purchases, in whole or in part, with funds provided by this agreement.

5.
Standards for Financial Management System:  The Contractor and all subcontractors shall maintain fiscal control and accounting procedures which are sufficient to:

a.
Permit preparation of reports required by 40 CFR Part 31 (including those required by 40 CFR Part 31.40 and 31.41) and statutes authorizing the grant.

b.
Permit tracing of funds to a level of expenditures adequate to establish that such funds have not been used in violation of the restrictions and prohibitions of applicable statutes.

A requirement to this effect shall be placed in all subcontracts related to performance of work under this agreement.

6.
Applicable Cost Principles:  The cost principles for this agreement are applicable as set forth below:

OMB Circular A-87 for State, local or Indian tribal governments,

OMB Circular A-133 for Audits of States, Local Governments, and Non-Profit Organizations

OMB Circular A-21 for Educational Institutions, or

48 CFR Part 31 for For-profit organizations.

Funds provided under this agreement shall not be used for payment of salaries to individual consultants retained by the Contractor or any subcontractors in excess of the rate for Level 4, Federal Executive Schedule.  The limit expressed herein does not include transportation and subsistence costs for necessary travel for work required under this agreement.

7.
Contingent Funding:  It is mutually understood between the parties that this agreement may have been written before ascertaining the availability of congressional appropriation of funds, for the mutual benefit of both parties in order to avoid program and fiscal delays which would occur if the agreement were executed after that determination was made.

This agreement is valid and enforceable only if sufficient funds are made available to the State by the United States Government for the fiscal year(s) covered by this agreement for the purposes of this program.  In addition, this agreement is subject to any additional restrictions, limitations, or conditions enacted by the Congress or any statute enacted by the Congress which may affect the provisions, terms, or funding of this agreement in any manner.

It is mutually agreed that if the Congress does not appropriate sufficient funds for the agreement, the agreement shall be amended to reflect any reduction in funds.  The State has the option to terminate the agreement under the termination clause or to amend the agreement to reflect any reduction of funds.

8.
Environmental Quality:  (For agreements in excess of $100,000) Contractor and subcontractors shall comply with all applicable standards, orders, or requirements issued under Section 306 of the Clean Air Act (42 U.S.C. 1857(h), Section 508 of the Clean Water Act (33 U.S.C. 1368) Executive Order 11738, and USEPA regulations (40 CFR Part 15). 

Contractor shall comply with mandatory standards and policies related to energy efficiency which are contained in the state energy conservation plan issued in compliance with the Conservation Act (Pub. L.94-163).

9.
Recycled Paper:  Contractor agrees to use recycled paper for all reports which are prepared as a part of this agreement and delivered to the State. This requirement does not apply to reports which are prepared on forms supplied by USEPA.  This requirement applies even when the cost of recycled paper is higher than that of virgin paper.

10.
Single Audit Act:  To the extent applicable, the Contractor shall be subject to and shall comply with the provisions and requirements of the Single Audit Act of 1984 (Pub. L. 98-502) and implementing policies, procedures and guidelines, including applicable circulars issued by the Federal Office of Management and Budget.
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INTRODUCTION

This “cookbook” was developed to provide guidance to Contractors in preparing the Scope of Work and Budget for their contract and to minimize redrafts and the negotiation process.  It is set up to show what is required for the various tasks/subtasks for a particular type of activity.  For example, if you are writing a construction task, you should include, at a minimum, all of the subtasks or similar subtasks that are listed under the task for construction, incorporating the type of information and the level of detail.

Aside from required tasks, such as Project Administration and Draft and Final Project Report, the type of activity to be included in the Scope of Work will be determined by the proposal written to request the grant.  The work proposed in the Grant Proposal, on which the grant was approved, must be translated into the final Scope of Work and Budget.  Each project is unique so please keep this in mind when creating your tasks.

The following pages are titled by the type of activities you might be using in your scope of work.  If an activity is not represented, refer to any of the pages to see the type of information and level of detail needed.  Please note that languages in parentheses are provided to serve as examples only.  

Some general hints not included in the Cookbook:

· Be sure to start all tasks/subtasks with an action verb.

· List all deliverables at the end of each Task (not subtask) and by subtask number.

· In the Schedule of Deliverable Due Dates, list each deliverable by subtask number with corresponding completion dates (mm/dd/yy).

· The Budget must include a Task Budget and a Line Item Budget.  As a reminder, the Line Item Budget must contain resources for the applicant’s Project Director.

· Please remember that the State Water Resources Control Board will hold only the applicant (Prime Contractor) responsible for the tasks.  Write the tasks with that in mind.

One-time Advance Payment Request (Only applies to Prop 13 Agreements) 

Task 4 One-time Advance Payment Requirements 

4.1 Prepare a written justification for a one (1)-time advance payment of up to twenty five percent (25%) of the total Agreement amount.  The written justification must contain the need for the advance payment and must justify the advance payment costs by category (i.e. cash flow, equipment or supply purchases, advancing funds to the subcontractor to begin work).  The written justification must contain a proposed time frame for accounting for the recoupment of the advance payment during the Agreement invoicing process.  This recoupment schedule will be an approved written agreement between the Contractor and the Contract Manager and the agreed upon scheduled recoupment amounts will be deducted from future invoices.  Submit the written justification to the Contract Manager for review and approval.  Once the written advance payment justification has been approved by the Contract Manager, the Project Director will submit an invoice for the approved advance payment amount consisting of an original and two copies to the Contract Manager.  All subsequent invoices must be in the format provided with the advance payment approval. 

4.2 Set up a separate interest bearing bank account for the advance payment that will reflect only activities related to funds advanced (even for one (1)-time purchase of equipment or land purchase).

4.3 Submit bank statements yearly or at the end of the reconciliation of the advance payment funds depending on the accounting schedule that details any interest earned on the account.  All interest earned will be retained by the Contractor and the amount of interest earned will be deducted from the final invoice of the Agreement.

Task Deliverables:  4.1 Written Justification with Recoupment Schedule, 4.2 Proof of Separate Bank Account, 4.3 Bank Statements.  
Tasks to be added to Watershed Subaccount Contracts (required):

Task x Adjoining Landowner Notification

x.1.
Notify adjoining landowners, in writing, about the scope of the project.

x.2
If more than 200 landowners, notify the owners of record of the largest 200 adjoining parcels and publicize in a local newspaper of general circulation for 20 days.

x.3
Notify the Contract Manager when notification has occurred.

Task Deliverable:  x.1 Notification letter, x.2 Copy of newspaper notice, x.3 Notification to Contract Manager 

Task to be added to CALFED Watershed Subaccount Contracts (required):

Task x Adjoining Landowner Notification

x.1
Submit a copy of the Landowner Notification documentation, required by the CALFED Watershed Request for Proposals, which was sent out by the contractor prior to execution of this contract.

Task Deliverables:  x.1 Landowner Notification documentation

______________________

NOTE:  This is not the task for landowner access permission.  If applicable, a contract applicant shall obtain written permission from the landowners of the parcel of land upon which the project is proposed to be carried out.  The written permission shall expressly consent to the actions described in the proposal application.  This step should be included under the respective task where the agreement would be necessary. Do not include the task for written landowner agreements into this “Adjoining Landowner Notification” task.

Project Assessment and Evaluation Plan (“monitoring and reporting plan” in Prop 13 legislation)

Task to be added to Watershed Subaccount Contracts.  (Projects developing a Watershed Management Plan for $200,000 or less, are exempt from this requirement.) 

79080(g) A proponent of a project funded from the subaccount, except a grant recipient pursuant to subdivision (d), shall be required to submit to the board a [monitoring and reporting plan] that does all of the following:

(1) Describes the baseline water quality of the waterbody impacted.

(2) Describes the manner in which the proposed watershed restoration activities are implemented.

(3) Determines the effectiveness of the watershed restoration activities in preventing or reducing pollution.

(4) Determines, to the extent feasible, the changes in the patter of flow in affected streams, including reduction of flood flows and increases in spring, summer, and fall flows that result from the implementation of the project.
(5) Determines, to the extent feasible, the economic benefits resulting from changes determined pursuant to paragraph (3) and (4).
Task to be added to Nonpoint Subaccount Contracts:

79114(f) A proponent of a project funded from the subaccount shall be required to submit to the board a [monitoring and reporting plan] that does all of the following:

(1) Identifies one or more nonpoint sources of pollution.

(2) Describes the baseline water quality of the waterbody impacted.

(3) Describes the manner in which the proposed practices or measures are implemented.

(4) Determines the effectiveness of the proposed practices or measures in preventing or reducing pollution.

Task to be added to Coastal Nonpoint Subaccount Contracts:

79148.8(d) A proponent of a project funded from the subaccount shall be required to submit to the board a [monitoring and reporting plan] that does all of the following:

(1) Identifies the nonpoint source or sources of pollution to be prevented or reduced by the project.

(2) Describes the baseline water quality or quality of the environment to be addressed.

(3) Describes the manner in which the project will be effective in preventing or reducing pollution and in demonstrating the desired environmental results.

Task to be added to CALFED Drinking Water Subaccount Contracts:

79114(f) A proponent of a project funded from the subaccount shall be required to submit to the board a monitoring and reporting plan that does all of the following:

(1) Identifies one or more nonpoint sources of pollution.

(2) Describes the baseline water quality of the waterbody impacted.

(3) Describes the manner in which the proposed practices or measures are implemented.

(4) Determines the effectiveness of the proposed practices or measures in preventing or reducing pollution.

(5) Demonstrates and, to the extent possible, quantifies the effectiveness of Proposition 13 projects in protecting beneficial uses and improving water quality;

(6) Tracks the extent of implementation of management measures and determines the effectiveness of specific measures and practices;

(7) Promotes collection of scientifically sound data that can be used in evaluating the implementation of TMDLs; and

(8) Promotes information exchange and coordination among watershed groups and regulatory entities.

Task to be added to CALFED Watershed Subaccount Contracts:

79080(g) A proponent of a project funded from the subaccount, except a grant recipient pursuant to subdivision (d), shall be required to submit to the board a monitoring and reporting plan that does all of the following:

(1) Describes the baseline water quality of the waterbody impacted.

(2) Describes the manner in which the proposed watershed restoratioin activities are implemented.

(3) Determines the effectiveness of the watershed restoration activities in preventing or reducing pollution.

(4) Determines, to the extent feasible, the changes in the pattern of flow in affected streams, including reduction of flood flows and increases in spring, summer, and fall flows that result from the implementation of the project.

(5) Determines, to the extent feasible, the economic benefits resulting from changes determined pursuant to paragraph (3) or (4).

(6) Quantified benefits to the CALFED Bay-Delta Program.

(7) Tracking of success toward meeting project desired outcomes.

(8) Other project-appropriate environmental monitoring that will provide data of regional significance to the CALFED Watershed Program, including water quality characteristics, flow and hydrograph, habitat quality and distribution, and other data important to the accumulation of information regarding the status of the Bay-Delta system as a whole.

Task to be added to Prop. 13 Watershed, Nonpoint and Coastal Nonpoint Subaccount Contracts:

If land is to be purchased with the Prop. 13 funds, a task must be added that lists getting land appraisals, one of which has to be an independent appraisal.

Land Acquisition

NOTE:  Provided for information only.  Specific tasks would be unique to each project.

The Contractor approved the purchase contract at their Date Board Meeting.  The purchase contract outlines the terms and conditions of escrow.  Tasks associated with land acquisition are included below:

3.1 The Contractor shall open escrow for the purchase of the parcel on Date.  Escrow instructions shall be generated.  Escrow is anticipated to close on or before Date, therefore grant funding must be available prior to close of escrow.

3.2
Provide the escrow company with the purchase contract outlining the terms and conditions.

3.3
Within two weeks of opening escrow, the buyer Contractor, which will also be the title holder of the property, and the seller agree to execute and deliver a Memorandum of Agreement and a Release of Memorandum of Agreement to include the terms of escrow and the seller’s restrictions during the term of the escrow, if any.

3.4
Provide escrow with the required deposit amount of x dollars ($x) along with vesting preferences and insurance information to Title in City.

3.5
Perform a Phase 1 Hazardous Waste Assessment to determine the possibility of any site toxins or environmental hazards.  The contingency regarding inspections of the condition of the property terminates on Date.

3.6 Submit a copy of the independent appraisal prepared by Name of Appraiser.

3.7 Prepare and submit a copy of the in-house appraisal.

3.8 Processing of grant deeds shall occur as part of the escrow instructions, and the grant deed will be recorded when all escrow instructions have been completed and immediately after escrow closes on or before Date.  If all of the acreage of the parcel is not purchased, the funds must be returned to the SWRCB.

Task Deliverables:  3.1 Escrow documents,  3.2 Purchase contract, 3.3 Agreement documents, 3.4 Insurance verification, 3.5 Inspection report, 3.6 Copy of independent appraisal, 3.7 Copy of in-house appraisal, 3.8 Copy of the grant deed 

MEETINGS

· Purpose

· [Include statement in the introductory paragraph to explain the purpose the task.]

· How many/How often

· Conduct (give a number) meetings on a quarterly/monthly (or other time frame) basis.

· How noticed

· Develop announcement (e.g., flyers and news releases) to advertise meeting.

· Place announcement (e.g., news/magazine articles) in publication (e.g., newspapers/magazines) of general circulation and targeted groups.

· E-mail notification to interested parties.

· Place on Internet site.

· Audience/Mailing List/Stakeholders

· Solicit involvement of general public through announcement (e.g., flyers and news/magazine releases).

· Develop mailing list from interested parties identified through general solicitation, stakeholder groups mailing list, target groups, or other groups of interest.

· Materials

· Develop agenda and handouts for meetings.

· Collect items such as informational pamphlets, pens, and other items for distribution (goody bags).

· Develop “sign-in” (attendance list) for meeting participants.

· Minutes

· Develop meeting minutes.

(MEETINGS, continued)

The following is a sample task for MEETINGS.  It has been provided to assist when developing your task.  Please DO NOT copy this task.  

Task x.  Meetings

Several meetings will be held throughout the life of the contract to keep the public and interested parties informed of the project’s development.  The meetings will be organized around the completion of tasks and of upcoming tasks to be performed.  The meetings will target specific interest groups but the public is welcome to come to all meetings.

x.1 Set up biannual (January and July) meeting schedule.  The schedule will be set up in conjunction with project partners such as Save the Cows and Moo Moo.

x.2 Submit meeting notification to local media such as newspapers and magazines at least 30 days in advance of the scheduled meeting.

x.3 Mail invitation to local stakeholders, Council Members, city residents, members of Cow Club at least 30 days in advance of the scheduled meeting.  Transmit electronic notification to interested parties via e-mail at least 30 days in advance of the scheduled meeting where applicable.

x.4 Prepare agenda listing subjects to be discussed and activities of meeting.  The meeting agendas will provide in detail the subjects to be discussed and any activities that will take place.

x.5 Collect and package “goody bags” to be distributed at meetings.  The “goody bag” will include informational pamphlets, pens, paper, and T-shirt.

x.6 Conduct meetings the third week of January and July at the Cow Lodge of Farm County.

x.7 Write up meeting minutes.  The write-up will include a list of attendees of each meeting and a brief summary of each meeting.

Task Deliverables:  x.1  List of meetings; schedule, x.2  Copy of newspaper and magazine article, x.3  Copy of invitation to meeting attendees, x.4  Copy of Agenda, x.5 goody bag sample, x.6  Copy of meeting minutes with list of attendees and summary.

ADVISORY COMMITTEES (TACs)

· Purpose

· Include statement in the introductory paragraph to explain the purpose of the task.

· How solicited

· Develop letters to various departments, agencies, and stakeholder groups to solicit members to serve on the TAC.

· Put notice of solicitations on the web site.

· Send letters to groups with technical expertise, such as _______________, to serve on the TAC.

· Membership

· Who?  e.g., Recruit representatives from the County Planning Department, Natural Resources Conservation Service, Central Coast Regional Water Quality Control Board and any other representatives agreed upon by the Project Director and the Contract Manager to serve on the TAC.

· How?  e.g., Develop a mailing list/database including names, affiliations, contact information for the TAC.

· Roles and Responsibilities

· Meetings

· How many?

· How often?

EDUCATION AND OUTREACH

· Purpose

· Include statement in the introductory paragraph to explain the purpose of the task.

· How noticed

· Develop announcement (e.g., flyers, news articles) to distribute to (e.g., the adult education centers and high schools in the watershed).

· Distribute announcements to (e.g., local high schools and to local businesses).

· Who?/Audience 

· Identify the audience, (e.g., students, landowners), depending on the type of outreach.

· Develop a database with contact information or use an existing database.

· How Conducted?

· Workshops (see “Workshop/Tours” page 10)

· Citizens Monitoring (see “Citizens Monitoring” page12)

· Water Quality Sampling (see “Water Quality Sampling” page 11)

· Materials

· Develop a slide presentation to (e.g., educate the high school students on the watershed).

· Develop a questionnaire to solicit the knowledge gained by the participants.

· Produce (e.g., monthly/semi-annual) newsletters to provide information to the general public regarding (e.g., watershed activities, problems, and achievements).

· Develop brochures.

WORKSHOP/TOURS

· Purpose

· Include statement in the introductory paragraph to explain the purpose of the task.

· How noticed

· Develop flyers and news releases to announce workshop/tour for _  (reason/purpose).

· Distribute flyers at (e.g., local environmental group meetings).

· Submit news articles to newspapers of general circulation and place in (e.g., environmental groups) newsletters.

· Audience/Mailing list

· Solicit involvement from the general public through flyers and news releases.

· Develop a mailing list from interested parties identified through general solicitation or from other stakeholder groups’ mailing lists.

· Materials

· Develop agenda and handouts for workshops/tours.

· How many and how often

· Conduct _#_ of meetings at least (e.g., quarterly).
· Landowner Agreements

· Obtain signed agreement from landowners to allow access to their property for the workshop/tour.

· Surveys/Questionnaires

· Develop a survey/questionnaire to distribute to the participants to get their input as to the usefulness/effectiveness of the workshop/tour.

NOTE:

Contractor must ensure that parties providing transportation (private or commercial) have Transportation/Hazardous Insurance.

· Obtain and retain liability insurance forms/parental consent forms for participants.

· Obtain a copy of the liability insurance for parties providing transportation, if applicable.

WATER QUALITY SAMPLING/QAPP

· Purpose

· Include statement in the introductory paragraph to explain the purpose of the task.

· Monitoring Plan

· If a monitoring plan was not developed as part of the QAPP task, include a task which states where the sampling is being done, how many samples will be taken, how often sampled, and what is being sampled.  If photos are being taken, refer to the Photo Documentation Procedures beginning on page V-1 of the Prep Guide.

(
If a monitoring plan was developed and approved in conjunction with the QAPP task.  Language should be included:  "Conduct (water quality) sampling according to the approved monitoring plan developed in Task X."

· Landowner Agreements

· If private property access is required, include a subtask to develop and obtain written agreements from the landowners to allow access.

For water quality sampling, the development of or identification of a Quality Assurance Project Plan must be included in the Scope of Work.

Quality Assurance Project Plan (if applicable)

Prepare and maintain a Quality Assurance Project Plan (QAPP).  The QAPP shall be approved by the RWQCB or SWRCB QA Officer prior to the implementation of any sampling or monitoring activities.  No monitoring shall occur prior to QAPP approval.  Any costs related to monitoring data collected prior to and not supported by the approved QAPP will not be reimbursed.

Task Deliverables:  Approved and Signed QAPP

NOTE:  You can use an existing approved QAPP which has been/will be updated specific to the project.  Include that information in the task description.


In either case, the QAPP must be approved by the RWQCB or SWRCB QA officer.

CITIZENS MONITORING

· Purpose

· Include statement in the introductory paragraph to explain the purpose of the task.

· Recruitment 

· Number to be recruited?

· How will they be recruited?

· Who:  Stakeholder, Landowners, Students?

· What will they do and where?

· Training

· How many sessions.

· Training materials and/or supplies.

· When will training sessions be conducted (e.g., in spring and fall)?

· Work with Clean Water Team

· Include a subtask to meet with representatives of the SWRCB Clean Water Team to discuss the Citizens Monitoring Program.

· Landowner Agreements

· Include a subtask to obtain signed agreements from the landowners to allow access to their property to conduct monitoring, if needed.

DESIGN

· Purpose
· Include statement in the introductory paragraph to explain the purpose of the task.
· Plans/Specifications/Maps
· Develop the design of the project including the plans and specifications and a map showing where the project will be carried out.   

· Reference any county/city publication used in design preparation which specifies requirements which must be addressed.  (Any publication used to prepare the design must be submitted as a task deliverable.) 

· State what materials will be used.
· Submit the draft design to the Contract Manager for review and approval prior to implementation.

· Submit for approval by the permitting agency, i.e., the county, city, etc.

CONSTRUCTION

(This includes Demonstration Projects)

· Purpose

· Include statement in the introductory paragraph to explain the purpose of the task.

· Construction Site Location

· Include a subtask for identification/selection of construction site(s).  What criteria was used for selection?

· Landowner Agreements

· If private property access is required, include a subtask to develop and obtain written agreements from the landowner(s).

· Construction

· Include a subtask that directs the actual construction.  The subtask should open with “Construct” and should provide a clear description of what will be constructed.  Specify if construction is based on a design plan and note where the plan was developed.

·  “As Built” Drawings

· Include a subtask for development of “as built” drawings at the end of construction.  Explain what the “as built” drawings will include.

· Pre- and Post-Construction Photomonitoring 

· For construction contracts, pre- and post-construction photomonitoring are required.  Include a subtask for conducting photomonitoring in accordance with the Photo Documentation Procedures beginning on page V-1 of the Prep Guide.

DRAFT AND FINAL DOCUMENTS

Draft and Final Documents (other than the Draft and Final Project Report required as last task)

· Purpose

· Include statement in the introductory paragraph to explain the purpose of the task.

· Compile all related information developed in previous tasks into a draft document.

· Submit document for review and comment to ______________.

· Explain how the document will be made available or distributed.

· Provide comment period.

· Incorporate comments to produce a draft final document.

· Conduct workshop(s) or meeting(s) to discuss and receive comments.

· Submit draft final document to _____________ for final approval and adoption.

EXHIBIT "B"

BUDGET INSTRUCTIONS
Exhibit "B" must be set out in both a Task Budget and Line Item Budget format (see attached sample Exhibit B).  The information required is described below.  All 319(h) Agreements require a minimum 40 percent (of the total project costs) non-federal funding match by the grant recipient which must be shown on the budget summary.  The match requirements for Prop 13 are noted in the RFP.
Exhibit B should show total SWRCB dollars to be paid, any match required, and the total project cost.  There must be three (3) columns if match is included:  319(h)/Prop 13 Funds, Match, Total.

The task budget breakdown should include all components from the line item budget, such as:  personnel services, operating expenses, program administration, general support, equipment, supplies, travel, and overhead required for each task.  (A budget adjustment or amendment will be required to redirect dollars from one line item to another or from one task to another after execution of the Agreement.  The adjustment should include information regarding both line item and task changes that are affected.)

The line item budget breakdown should be broken down in the following format:

Personnel Services

Personnel Services include:  salaries and benefits for wage-earning personnel employed by the contractor and working on the project.  Benefits, calculated as a percentage of salaries, are contributions made by the contractor for sick leave, retirement, insurance, etc.  These services should be broken down by classification/title and rate of pay, and number of hours.

Operating Expenses
Operating Expenses may include printing, postage, telephone, and supplies.  Types of Operating Expenses must be listed.

Travel

Travel includes the cost of transportation, subsistence, and other associated costs incurred by personnel during the term of the project.  Travel will be reimbursed at or below the rate allowed for State employees.  

Equipment Purchase

Equipment is considered any one item over $5,000.  Anything under $5,000 should be listed under supplies under Operating Expenses.

Professional and Consultant Services

Professional and Consultant Services (subcontracts) include the costs for any consultants needed by the contractor to complete any or all tasks.

Construction

Construction expenses include the estimated costs of material and labor for capitol improvements.

Overhead

Overhead consists of a reasonable percentage of all costs, not related to the project, to run your agency while completing your project.  Overhead cannot be calculated against subcontracted services.  Any overhead over 15% must be justified.

All $s must be reflected in the tasks.  There will be no contingency costs allowed.
Standard Operating Procedure 5.2.3

Photo Documentation Procedures

Introduction:

Photographs provide a qualitative, and potentially semi-quantitative, record of conditions in a watershed or on a water body. Photographs can be used to document general conditions on a reach of a stream during a stream walk, pollution events or other impacts, assess resource conditions over time, or can be used to document temporal progress for restoration efforts or other projects designed to benefit water quality.  Photographic technology is available to anyone and it does not require a large degree of training or expensive equipment.  Photos can be used in reports, presentations, or uploaded onto a computer website or GIS program.  This approach is useful in providing a visual portrait of water resources to those who may never have the opportunity to actually visit a monitoring site.

Equipment:
Use the same camera to the extent possible for each photo throughout the duration of the project.  Either 35 mm color or digital color cameras are recommended, accompanied by a telephoto lens.  If you must change cameras during the program, replace the original camera with a similar one comparable in terms of media (digital vs. 35 mm) and other characteristics.  A complete equipment list is suggested as follows:

Required:

· Camera and backup camera

· Folder with copies of previous photos (do not carry original photos in the field)

· Topographic and/or road map

· Aerial photos if available

· Compass

· Timepiece 

· Extra film or digital disk capacity (whichever is applicable)

· Extra batteries for camera (if applicable)

· Photo-log data sheets or, alternatively, a bound notebook dedicated to the project
· Yellow photo sign form and black marker, or, alternatively, a small black board and chalk
Optional:

· GPS unit

· Stadia rod (for scale on landscape shots)

· Ruler (for scale on close up views of streams and vegetation)

· Steel fence posts for dedicating fixed photo points in the absence of available fixed landmarks 

How to Access Aerial Photographs:

Aerial Photos can be obtained from the following federal agencies:

USGS Earth Science Information Center

507 National Center

12201 Sunrise Valley Drive

Reston, VA 22092

800-USA-MAPS

USDA Consolidated Farm Service Agencies

Aerial Photography Field Office

222 West 2300 South

P.O. Box 30010

Salt Lake City, UT 84103-0010

801-524-5856

Cartographic and Architectural Branch

National Archives and Records Administration

8601 Adelphi Road

College park, MD 20740-6001

301-713-7040

Roles and Duties of Team:

The team should be comprised of a minimum of two people, and preferably three people for restoration or other water quality improvement projects, as follows:

1. Primary Photographer

2. Subject, target for centering the photo and providing scale

3. Person responsible for determining geographic position and holding the photo sign forms or blackboard.

One of these people is also responsible for taking field notes to describe and record photos and photo points.

Safety Concerns:

Persons involved in photo monitoring should ALWAYS put safety first. For safety reasons, always have at least two 2 volunteers for the survey. Make sure that the area(s) you are surveying either are accessible to the public or that you have obtained permission from the landowner prior to the survey. 

Some safety concerns that may be encountered during the survey include, but are not limited to:

· Inclement weather

· Flood conditions, fast flowing water, or very cold water

· Poisonous plants (e.g.: poison oak)

· Dangerous insects and animals (e.g.: bees, rattlesnakes, range animals such as cattle, etc.)

· Harmful or hazardous trash (e.g.: broken glass, hypodermic needles, human feces)

We recommend that the volunteer coordinator or leader discuss the potential hazards with all volunteers prior to any fieldwork.

General Instructions:
From the inception of any photo documentation project until it is completed, always take each photo from the same position (photo point), and at the same bearing and vertical angle at that photo point.  Photo point positions should be thoroughly documented, including photographs taken of the photo point.  Refer to copies of previous photos when arriving at the photo point. Try to maintain a level (horizontal) camera view unless the terrain is sloped.  (If the photo can not be horizontal due to the slope, then record the angle for that photo.)  When photo points are first being selected, consider the type of project (meadow or stream restoration, vegetation management for fire control, ambient or event monitoring as part of a stream walk, etc.) and refer to the guidance listed on Suggestions for Photo Points by Type of Project. 

When taking photographs, try to include landscape features that are unlikely to change over several years (buildings, other structures, and landscape features such as peaks, rock outcrops, large trees, etc.) so that repeat photos will be easy to position.  Lighting is, of course, a key ingredient so give consideration to the angle of light, cloud cover, background, shadows, and contrasts.  Close view photographs taken from the north (i.e., facing south) will minimize shadows.  Medium and long view photos are best shot with the sun at the photographer’s back.  Some artistic expression is encouraged as some photos may be used on websites and in slide shows (early morning and late evening shots may be useful for this purpose).  Seasonal changes can be used to advantage as foliage, stream flow, cloud cover, and site access fluctuate.  It is often important to include a ruler, stadia rod, person, farm animal, or automobile in photos to convey the scale of the image.  Of particular concern is the angle from which the photo is taken.  Oftentimes an overhead or elevated shot from a bridge, cliff, peak, tree, etc. will be instrumental in conveying the full dimensions of the project.  Of most importance overall, however, is being aware of the goal(s) of the project and capturing images that clearly demonstrate progress towards achieving those goal(s). Again, reference to Suggestions for Photo Points by Type of Project may be helpful.

If possible, try to include a black board or yellow photo sign in the view, marked at a minimum with the location, subject, time and date of the photograph.  A blank photo sign form is included in this document.

Recording Information:
Use a systematic method of recording information about each project, photo point, and photo.  The following information should be entered on the photo-log forms (blank form included in this document) or in a dedicated notebook:

· Project or group name, and contract number (if applicable, e.g., for funded restoration projects) 

· General location (stream, beach, city, etc.), and short narrative description of project’s habitat type, goals, etc.

· Photographer and other team members

· Photo number

· Date

· Time (for each photograph)

· Photo point information, including:

· Name or other unique identifier (abbreviated name and/or ID number)

· Narrative description of location including proximity to and direction from notable landscape features like roads, fence lines, creeks, rock outcrops, large trees, buildings, previous photo points, etc. – sufficient for future photographers who have never visited the project to locate the photo point

· Latitude, longitude, and altitude from map or GPS unit

· Magnetic compass bearing from the photo point to the subject

· Specific information about the subject of the photo

· Optional additional information: a true compass bearing (corrected for declination) from photo point to subject, time of sunrise and sunset (check newspaper or almanac), and cloud cover.

For ambient monitoring, the stream and shore walk form should be attached or referenced in the photo-log.  

When monitoring the implementation of restoration, fuel reduction, or Best Management Practices (BMP) projects, include or attach to the photo-log a narrative description of observable progress in achieving the goals of the project.  Provide supplementary information along with the photo, such as noticeable changes in habitat, wildlife, and water quality and quantity.

Archive all photos, along with the associated photo-log information, in a protected environment.   

The Photo Point: Establishing Position of Photographer:
1. Have available a variety of methods for establishing position: maps, aerial photos, GPS, permanent markers and landmarks, etc. If the primary method fails (e.g., a GPS or lost marker post) then have an alternate method (map, aerial photo, copy of an original photograph of the photo-point, etc).

2. Select an existing structure or landmark (mailbox, telephone pole, benchmark, large rock, etc.), identify its latitude and longitude, and choose (and record for future use) the permanent position of the photographer relative to that landmark. Alternatively, choose the procedure described in Monitoring California’s Annual Rangeland Vegetation (UC/DANR Leaflet 21486, Dec. 1990).  This procedure involves placing a permanently marked steel fence post to establish the position of the photographer.

3. For restoration, fuel reduction, and BMP projects, photograph the photo-points and carry copies of those photographs on subsequent field visits.

Determining the Compass Bearing:
1. Select and record the permanent magnetic bearing of the photo center view. You can also record the true compass bearing (corrected for declination) but do not substitute this for the magnetic bearing.  Include a prominent landmark in a set position within the view.  If possible, have an assistant stand at a fixed distance from both the photographer and the center of the view, holding a stadia rod if available, within the view of the camera; preferably position the stadia rod on one established, consistent side of the view for each photo (right or left side).

2. Alternatively, use the procedure described in Monitoring California’s Annual Rangeland Vegetation (UC/DANR Leaflet 21486, Dec. 1990).  This procedure involves placing a permanently marked steel fence post to establish the position of the focal point (photo center).

3. When performing ambient or event photo monitoring, and when a compass is not available, then refer to a map and record the approximate bearing as north, south, east or west.

Suggestions for Photo Points by Type of Project:

Ambient or Event Monitoring, Including Photography Associated with Narrative Visual Assessments:

1. When first beginning an ambient monitoring program take representative long and/or medium view photos of stream reaches and segments of shoreline being monitored. Show the positions of these photos on a map, preferably on the stream/shore walk form. Subjects to be photographed include a representative view of the stream or shore condition at the beginning and ending positions of the segment being monitored, storm drain outfalls, confluence of tributaries, structures (e.g., bridges, dams, pipelines, etc.). 

2. If possible, take a close view photograph of the substrate (streambed), algae, or submerged aquatic vegetation.

3. Time series: Photographs of these subjects at the same photo points should be repeated annually during the same season or month if possible.

4. Event monitoring refers to any unusual or sporadic conditions encountered during a stream or shore walk, such as trash dumps, turbidity events, oil spills, etc.  Photograph and record information on your photo-log and on your Stream and Shore Walk Visual Assessment form. Report pollution events to the Regional Board.  Report trash dumps to local authorities.

All Restoration and Fuel Reduction Projects – Time Series:

Take photos immediately before and after construction, planting, or vegetation removal. Long term monitoring should allow for at least annual photography for a minimum of three years after the project, and thereafter at 5 years and ten years.

Meadow Restoration: 

1. Aerial view (satellite or airplane photography) if available.

2. In the absence of an aerial view, a landscape, long view showing an overlapping sequence of photos illustrating a long reach of stream and meadow (satellite photos, or hill close by, fly-over, etc.)

3. Long view up or down the longitudinal dimension of the creek showing riparian vegetation growth bounded on each side by grasses, sedges, or whatever that is lower in height

4. Long view of conversion of sage and other upland species back to meadow vegetation

5. Long view and medium view of streambed changes (straightened back to meandering, sediment back to gravel, etc.)

6. Medium and close views of structures, plantings, etc. intended to induce these changes

Stream Restoration/stabilization:

1. Aerial view (satellite or airplane photography) if available.

2. In the absence of an aerial view, a landscape, long-view showing all or representative sections of the project (bluff, bridge, etc.)

3. Long view up or down the stream (from stream level) showing changes in the stream bank, vegetation, etc.

4. Long view and medium view of streambed changes (thalweg, gravel, meanders, etc.)

5. Medium and close views of structures, plantings, etc. intended to induce these changes.

6. Optional: Use a tape set perpendicular across the stream channel at fixed points and include this tape in your photos described in 3 and 4 above. For specific procedures refer to Harrelson, Cheryl C., C.L. Rawlins, and John P. Potyondy, Stream Channel Reference Sites: An Illustrated Guide to Field Techniques, United States Department of Agriculture, Forest Service, Rocky Mountain Forest and Range Experiment Station, General Technical Report RM-245. 

Vegetation Management for Fire Prevention (“fuel reduction”):
1. Aerial view (satellite or airplane photography) if available.

2. In the absence of an aerial view, a landscape, long view showing all or representative sections of the project (bluff, bridge, etc.)

3. Long view (wide angle if possible) showing the project area or areas. Preferably these long views should be from an elevated vantage point.

4. Medium view photos showing examples of vegetation changes, and plantings if included in the project.  It is recommended that a person (preferably holding a stadia rod) be included in the view for scale

5. To the extent possible include medium and long view photos that include adjacent stream channels.

Stream Sediment Load or Erosion Monitoring:

1. Long views from bridge or other elevated position.

2. Medium views of bars and banks, with a person (preferably holding a stadia rod) in view for scale.

3. Close views of streambed with ruler or other common object in the view for scale. 

4. Time series: Photograph during the dry season (low flow) once per year or after a significant flood event when streambed is visible.  The flood events may be episodic in the south and seasonal in the north.

5. Optional: Use a tape set perpendicular across the stream channel at fixed points and include this tape in your photos described in 1 and 2 above. For specific procedures refer to Harrelson, Cheryl C., C.L. Rawlins, and John P. Potyondy, Stream Channel Reference Sites: An Illustrated Guide to Field Techniques, United States Department of Agriculture, Forest Service, Rocky Mountain Forest and Range Experiment Station, General Technical Report RM-245. 

PHOTO- LOG FORM

Project: 

Location:

Date: 

Photographer:

Team members:

	Photo

#
	Time
	Photo Point

ID
	Photo Pt. Description & Location
	Bearing to Subject
	Subject Description

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


General Notes or Comments (weather, cloud cover, time of sunrise and sunset, other pertinent information):

PHOTO SIGN FORM: Print this form on yellow paper.  Complete the following information in black marker for each photograph.  Include in the photographic view so that it will be legible in the finished photo.

Location:

Subject Description:

Date: 

Time:

INSTRUCTIONS FOR COMPLETING THE QUALITY ASSURANCE PROJECT PLAN (QAPP)

The instructions for preparing the QAPP may be more scientific than will be necessary for some of the smaller monitoring projects.  These instructions are provided for information only and for specific information on the type or level of QAPP needed for your project, please contact your Contract Manager.  Samples of completed QAPPs are also available from the Grants and Contracts Unit if needed.

Date:
June 29, 2000

To: 
Citizen Monitoring Groups in Regions 5, 6, and 7

From: 
Dominic Gregorio


State Water Resources Control Board

Re:
Instructions for completing your QAPP

In 1998 Gwen Starrett of the State Water Resources Control Board, working with the Los Angeles Volunteer Monitoring Committee, authored the first edition of this QAPP.  Since then other groups in California have used it as a model QAPP.  This second edition, while still in draft form, is designed to accommodate a cluster of monitoring groups, working together through a local “steering committee.” In certain cases a single monitoring group may also use it as their QAPP.

In order to complete this plan for your cluster of groups, or for a single group, there are red, yellow and blue highlighted areas that must be completed. These areas are described below:

Red highlighted areas are for group specific information. You’ll notice that there are some areas that require three numerated lines or section of information. For example:

4.
Project Organization

The                         Monitoring Project is a multi-organization project.                       citizen groups will monitor and assess natural streams, storm drains and                       in the                    watershed.  These organizations are:

1.


2.


3.
 

Each of these organizations should identify personnel/positions whose responsibility it will be to perform the following functions:

1. Project Management (Leaders and Trainers)

2. Equipment and Supply Management (including calibration)

3. Field Data Collection (rank and file volunteers)

4. Data Management

5. Quality Assurance and Quality Control

6. Technical Advisors

Refer to other sections of this QAPP to further understand these different roles or functions within your group.

These lines (1, 2, & 3) are for specific monitoring groups that participate in the steering committee cluster.  If there are more or less groups in a cluster then adjust accordingly. Each group is responsible for supplying the necessary information for each of their sections. Also, the red text (in Italics) is intended as guidance and upon completion of the QAPP this red guidance text should be removed.

Yellow highlighted areas are those sections which may be left “as is” or may be changed to account for group specific differences that may vary from cluster to cluster. These mostly relate to group goals and types of monitoring parameters. An example follows:

This QA plan only addresses data quality objectives for the following parameters:

· Temperature

· Dissolved Oxygen

· pH

· Conductivity
· Salinity

· Turbidity

· Ammonia (nitrogen)

· Nitrate (nitrogen)

· Ortho-Phosphate

· Chlorine

· Phenols

· Copper

· Detergents

· Total Coliform Bacteria 

· Fecal (E. coli) Coliform Bacteria

· Enterococcus Bacteria

· Benthic Macroinvertebrates
For this draft a large menu of monitoring items was included to account for the diversity of interests displayed by groups throughout the state. If your cluster of groups does not plan to measure certain parameters, and if you are reasonably certain that you won’t expand to measure these parameters in the future, then those items/parameters should be removed.  Also, if your group or cluster plans to monitor some other parameter that is not listed, then add those parameters to the list.

Reference is made to  ___________ Watershed Monitoring Manual throughout the draft QAPP. This “how to monitor” manual will contain standard operating procedures (SOP’s) and will also likely be the document used for training your volunteers. There are several alternatives that you can consider to satisfy this component, including the U.S. EPA volunteer monitoring manuals.  In addition, the State Water Resources Control Board’s Citizen Monitoring “Clean Water Team” is also working to develop additional guidance documents that may be of use to your group.  You should specify whichever alternative, or combination of alternatives, you decide to use in these blue highlighted areas.

I did not include the appendices in this draft. Most of the material in the appendices is described by example in the main text of the QAPP. If you want copies of the appendices from the original edition let me know.

Finally, you should realize that this is a draft document and as such may contain some errors, omissions or discrepancies.  This draft is also being submitted to a variety of reviewers, including State and Regional Board staff, and to the Calif. Dept. of Fish and Game Aquatic Bioassessment Lab.  Technical changes are entirely likely at this point, but I will work to keep you informed of these revisions.  QAPP’s are typically “living documents” and are revised, possibly several times, even after they receive approval.
1. Title and Approval Page

(Note: Instructions are given in bold type. Make sure to complete all underlined sections and remove the underlining upon completion.  Also, erase the instructions and any irrelevant sections of the plan as you complete the QAPP for your specific project.)

(Insert your organization’s name here in place of “The Clean Water Team Model”)

THE CLEAN WATER TEAM MODEL              
QUALITY ASSURANCE PROJECT PLAN

OUTLINE PREPARED BY:

First Edition: Gwen Starrett, SWRCB, 1998

Second Edition: Dominic Gregorio, SWRCB, 2001

COMPLETED PLAN PREPARED BY:

__________________________

Refer correspondance to:

 (give name, organization, address, telephone, and email)

Approvals:

Agency / Organization:  ________________________________________________


Signature:  __________________________________________Date: ____________

Agency / Organization:  ________________________________________________


Signature:  __________________________________________Date: ____________
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3.
Distribution List

All group leaders, and technical advisors will receive copies of this Quality Assurance (QA) plan, and any approved revisions of this plan.  Once approved, this QA plan will be available to any interested party by requesting a copy from the project management.  

4.
Project Organization

Option 1.  Multi-Organizational Citizen Monitoring Projects.  Use the following approach if the QAPP will represent the combined efforts of more than one citizen monitoring organization.  Remember to erase all of Option 2, at the bottom of Section 4, if this course of action is followed.

This QAPP is a multi-organization project.     The following citizen monitoring groups will cooperate to monitor and assess the streams, storm drains, lakes, bays, etc. in the                    watershed(s):  

1.


2.


3.
 

This QA plan reflects the diversity of monitoring and organizational support involved in this project. For the elements of this QA plan, we have addressed aspects that are shared with all groups as well as those aspects that are unique to individual groups.  While the goals of monitoring may vary, the data quality objectives are consistent allowing  us to compare data collected by different organizations.  The specific organizational structure for each of the participating organizations is given below.

4.1 Name of Organization #1

Briefly describe the nature of the organization and the waterbodies/watershed that will be monitored.  

This organization should identify personnel/positions whose responsibility it will be to perform the following functions:

4.1.1 Management (Monitoring Leaders and Trainers)

4.1.2 Field Monitors and Team Captains (Volunteers and Staff)

4.1.3 Data Managers

4.1.4 Quality Assurance Personnel

4.1.5 Technical Advisors (provide at least three advisors and give some statement of their qualifications or specialty , e.g., college degree, job title, etc.)

Refer to other sections of this QAPP to further understand these different roles or functions within your group.
4.2 Name of Organization #2
Briefly describe the nature of the organization and the waterbodies/watershed that will be monitored.  

This organization should identify personnel/positions whose responsibility it will be to perform the following functions:

4.2.1 Management (Monitoring Leaders and Trainers)

4.2.2 Field Monitors and Team Captains (Volunteers and Staff)

4.2.3 Data Managers

4.2.4 Quality Assurance Personnel

4.2.5 Technical Advisors (provide at least three advisors and give some statement of their qualifications or specialty , e.g., college degree, job title, etc.)

Refer to other sections of this QAPP to further understand these different roles or functions within your group.
4.3 Name of Organization #3

Briefly describe the nature of the organization and the waterbodies/watershed that will be monitored.  

This organization should identify personnel/positions whose responsibility it will be to perform the following functions:

4.3.1 Management (Monitoring Leaders and Trainers)

4.3.2 Field Monitors and Team Captains (Volunteers and Staff)

4.3.3 Data Managers

4.3.4 Quality Assurance Personnel

4.3.5 Technical Advisors (provide at least three advisors and give some statement of their qualifications or specialty , e.g., college degree, job title, etc.)

Refer to other sections of this QAPP to further understand these different roles or functions within your group.
Option 2.  Single Organization Citizen Monitoring Project.  Use the following approach if the QAPP will represent only one citizen monitoring organization.  Remember to erase all of Option 1, above, if this course of action is followed.

Briefly describe the nature of the organization and the waterbodies/watershed that will be monitored.  

This organization should identify personnel/positions whose responsibility it will be to perform the following functions:

4.1 Management (Monitoring Leaders and Trainers)

4.2 Field Monitors and Team Captains (Volunteers and Staff)

4.3 Data Managers

4.4 Quality Assurance Personnel

4.5 Technical Advisors (provide at least three advisors and give some statement of their qualifications or specialty , e.g., college degree, job title, etc.)

Refer to other sections of this QAPP to further understand these different roles or functions within your group.
5.
Problem Definition/Background

5.1.
Problem Statement

Provide your own problem statement here based on your understanding of local circumstances and conditions.  The following general example may be useful in helping you formulate your statement.

There is insufficient information to adequately assess the status of aquatic resources in the                watershed.  There are concerns over the status and maintainance of the quality of water resources in this watershed.  Citizen monitoring organizations have been formed in local watersheds to address these water quality concerns.  If quality assurance is adequate, valuable information will be provided for watershed management and pollution prevention.

5.1.1. Citizen Monitoring Mission and Goals

5.1.1.1.
Mission

The mission of citizen monitoring is to produce environmental information which is needed to protect California’s watersheds and aquatic resources. Citizen monitoring will also inform and engage the community in effective watershed stewardship.  

5.1.1.2.
Program Goals

The general goals of citizen monitoring are: 

· Identifying valued resources and watershed characteristics for setting management goals,

· Identifying physical watershed characteristics influencing pollutant inputs, transport and fate,

· Identifying the status and trends of biological resources in and around an aquatic environment,

· Screening for water quality problems,

· Identifying pollution sources and illegal activities (spills, wetland fill, diversions, discharges),

· Establishing trends in water quality for waters that would otherwise be un-monitored, 

· Evaluating the effectiveness of restoration or management practices,

· Evaluating the effect of a particular activity or structure, and

· Evaluating the quality of water compared to specific water quality criteria.

In addition, citizen monitors build awareness of water quality issues, aquatic resources and pollution prevention.

This project will supplement existing agency information by monitoring streams in the                watershed.  The focus of the project is on habitat and chemical, physical and biological water quality measures that will identify the status of these aquatic resources.  This information obtained will be provided to the regulatory agencies.  It is the responsibility of the regulatory agencies to ensure that adequate and valid data are collected to meet their regulatory requirements.  
Note: If Option 1 is followed (i.e., if this QAPP represents a multi-organizational approach) then the additional specific missions and goals of each participating group should be identified here.  If Option 2 is followed, then the following section (5.1.1.3) should be erased.

5.1.1.3. The following paragraphs identify the specific additional missions and goals of the citizen monitoring organizations taking part in this project.  

5.1.1.3.1.The additional mission  of “organization #1” is                 . The additional goals of “organization # 1” are as follows                                           .

5.1.1.3.2. The additional mission  of “organization #2” is                 . The additional goals of “organization # 2” are as follows                       .

5.1.1.3.3. The additional mission  of “organization #3” is                 . The additional goals of “organization # 3” are as follows                       .

5.2. Intended Usage of Data

The data will be used by the         your group  for general watershed assessment purposes.  This assessment of this data will be useful in providing information for watershed management and pollution prevention.  The data will be made available to the public for purposes of watershed education.  It will also be made available to the regulatory and resource management agencies to supplement their existing data collection efforts.  One potential application of the data will be to provide information to the Regional and State Boards for their use, if they so choose, in Section 305(b) reporting.

Option 1. Multi-Organizational QAPP.  Use the following example if there is more than one participating group.  If you follow this course of action then erase the version for Option 2.

Data will be compiled by “organization #1” at                   .  Data will be compiled by “organization #2” at _______.  Data will be compiled by “organization #3” at                   .The information will be collated and shared with the State Water Resources Control Board, the                       Regional Water Quality Control Board, and upon request to other state, federal, and local agencies and organizations.  The main database will be maintained at                . 

Option 2.  Single Organizational QAPP.  Use the following example if there only one participating group.  If you follow this course of action then erase the version for Option 1.

Data will be compiled and maintained at (locaion and address).  The information will be shared with the State Water Resources Control Board, the                       Regional Water Quality Control Board, and upon request to other state, federal, and local agencies and organizations. 

6.
Project/Task Description

General Overview of Monitoring

Option 1. Multi-Organizational QAPP.  Use the following example if there is more than one participating group.  If you follow this course of action then erase the version for Option 2.

The citizen monitoring organizations are monitoring water quality in the              watershed.  Physical, chemical and biological parameters are measured, although not all groups are measuring all parameters.  Table 6.1 summarizes the monitoring design that relates to each of the participating groups, including the physical, chemical and biological parameters to be measured, whether the samples will be analyzed by the monitoring group or sampled for later analysis by a professional lab, and the frequency of measurement.  

Table 6.1  Summary of Monitoring Design (version for Option 1)
	Parameter
	Org.#1, type & frequency
	Org.#2, type & frequency
	Org.#3, type & frequency 

	Flow
	
	
	

	Temperature
	
	
	

	Dissolved Oxygen
	
	
	

	pH
	
	
	

	Conductivity (fresh water) or Salinity (marine))
	
	
	

	Turbidity
	
	
	

	Ammonia
	
	
	

	Nitrate
	
	
	

	Ortho-Phosphate
	
	
	

	Chlorine
	
	
	

	Phenols
	
	
	

	Copper
	
	
	

	Detergents
	
	
	

	Total Organic Carbon
	
	
	       

	Metals
	
	
	

	Oil and Grease
	
	
	

	Pesticides
	
	
	

	Bacteria
	
	
	

	Benthic Macroinvertebrates
	
	
	

	Odor and Visual Observations
	
	
	


Codes for Table 6.1: 

Type: F:  field analysis,   L: in-house lab analysis,   P:  sample only, send to outside professional lab
Frequency:   M:  monthly,   S:  seasonal,   X:  irregular

Option 2. Single Organizational QAPP.  Use the following example if there is only one participating group.  If you follow this course of action then erase the version for Option 1.

The citizen monitors are monitoring water quality in the              watershed.  Table 6.1 summarizes the monitoring design, including the physical, chemical and biological parameters to be measured, whether the samples will be analyzed by the monitoring group or sampled for later analysis by a professional lab, and the frequency of measurement.  

Table 6.1  Summary of Monitoring Design  (version for Option 2)
	Parameter
	Type of monitoring
	Frequency of monitoring 

	Flow
	
	

	Temperature
	
	

	Dissolved Oxygen
	
	

	pH
	
	

	Conductivity (fresh water) or Salinity (marine)
	
	

	Turbidity
	
	

	Ammonia
	
	

	Nitrate
	
	

	Ortho-Phosphate
	
	

	Chlorine
	
	

	Phenols
	
	

	Copper
	
	

	Detergents
	
	

	Total Organic Carbon
	
	       

	Metals
	
	

	Oil and Grease
	
	

	Pesticides
	
	

	Bacteria
	
	

	Benthic Macroinvertebrates
	
	

	Odor and Visual Observations
	
	


Codes for Table 6.1: 

Type: F:  field analysis,   L: in-house lab analysis,   P:  sample only, send to outside professional lab
Frequency:   M:  monthly,   S:  seasonal,   X:  irregular

All of the water quality data will be compared to the Regional Water Quality Control Board Basin Plan.  For results that are not comparable to the Basin Plan we will review those data with our Technical Advisors.

This QA plan only addresses data quality objectives for the following parameters:

· Flow

· Temperature

· Dissolved Oxygen

· pH

· Conductivity

· Salinity

· Turbidity

· Ammonia (nitrogen)

· Nitrate (nitrogen)

· Ortho-Phosphate

· Chlorine

· Phenols

· Copper

· Detergents

· Total Coliform Bacteria 

· E. coli Bacteria

· Enterococcus Bacteria

· Benthic Macroinvertebrates

· For stream and urban storm drain environments flow will be determined by using the protocol described in the ___________ Watershed Monitoring Manual.  Chemistry, physical, and bacterial parameters will be monitored using protocols outlined in the ___________ Watershed Monitoring Manual .   Benthic macro-invertebrate monitoring will be performed according to the California Stream Bioassessment Procedure.  This program has a systematic method for visual and other sensory observations. A Stream/Shore Walk Visual Assessment observation sheet, with instructions, is included in the ___________ Watershed Monitoring Manual.  Observations using the Stream/Shore Walk Visual Assessment observation sheet will be made, at a minimum, on a monthly basis.  Observational data include color, Secchi depth, odor, presence of oil or tar, trash, foam, and algae.  In addition, the stream habitat quality will be assessed, at least once per year, using the California Dept. of Fish and Game Physical Habitat Assessment Form.  Observational data include epifaunal substrate/available cover, embeddedness, velocity/depth regimes, sediment deposition, channel flow status, channel alteration, frequency of riffles, bank stability, vegetative protection, and riparian vegetative zone width.

Analytical methods and data quality objectives for the following parameters are not addressed in this QA plan.  Samples for these and other parameters will be taken by volunteers and staff, and sent to an agency, commercial, or academic laboratory for analysis:

· 
Total Organic Carbon

· 
Metals

· 
Oil and Grease and PAH’s

· 
Pesticides and other synthetic organic compounds

Toxicity

6.2.
Project Timetable

Table 6.2 identifies the schedule of major activities associated with this project.

Note: If you are following Option 1, and if the different cooperating groups will be following slightly different schedules, then incorporate those differences into Table 6.2.  If their milestone activities and schedules are considerably different from each other then you will need to provide a table for each group.

Table 6.2  Project Schedule

	Activity
	Date

	Identify monitoring leaders
	

	Obtain training for monitoring leaders
	

	Recruit monitors
	 

	Obtain and check operation of instruments
	

	Train monitors
	

	Initiate monitoring
	

	Initiate data entry
	

	Calibration and quality control sessions
	

	Review data with technical advisors
	


7.
Data Quality Objectives

This section identifies how accurate, precise, complete, comparable, sensitive and representative our measurements will be.  These data quality objectives were derived by reviewing the QA plans and performance of other citizen monitoring organizations (e.g. Chesapeake Bay, Texas Watch, Coyote Creek Riparian Station, Southern California Citizen Monitoring Steering Committee, Heal the Bay Malibu StreamTeam), by considering the specifications of the instruments and methods which we will employ, and by considering the utility of the data.  For purposes of this QAPP the data quality is considered adequate for the determination of general water quality conditions, with a potential application of the data to Section 305(b) reporting purposes. 

Data quality objectives are summarized in Tables 7-1 to 7-5.  Whenever possible the methods with the greatest sensitivity and lowest detection limit will be employed as the primary methods.  Methods with lesser sensitivity and higher detection limits will be used for field confirmations or as back-up methods in the case that the primary methods are not available or functioning properly for a particular sampling event.  Specific DQOs were not given for in-situ continuous monitoring devices.  See Section 14 for quality control protocols to be followed when continuous monitoring devices are employed.

Table 7.1.  Data Quality Objectives for Conventional Water Quality Parameters
	Parameter
	Method/range
	Units
	Detection Limit
	Sensitivity*
	Precision
	Accuracy
	Complete-ness

	Temperature
	Thermometer

(-5 to 50)
	o C
	-5
	0.5 o C
	 0.5 o C
	 0.5 o C
	80%

	Dissolved oxygen
	Electronic meter/probe
	mg/l
	0.1 mg/l
	0.1 mg/l
	 10%
	 10%
	80%

	Dissolved oxygen
	Micro-Winkler Titration
	mg/l
	0.2 mg/l
	0.2 mg/l
	 10%
	 10%
	80%

	Dissolved oxygen
	Vacuum ampoule

Indigo carmine
	mg/l
	1.0 mg/l
	1.0 (1.0-6.0)

2.0 (6.0-12.0)
	+ 1.0 mg/l
	+ 1.0 mg/l
	80%

	pH
	pH meter


	pH units
	2.0
	0.1 unit
	 10%
	 10%
	80%

	pH
	Non-bleeding strips (range 4.5-10.0)
	pH units
	4.5
	0.5 unit
	+ 0.5 units
	+ 0.5 units
	80%

	Conductivity
	conductivity meter
	µS/cm
	10
	10 µS/cm
	 10%
	 10%
	80%

	Turbidity
	Nephelometer
	NTUs
	0.1
	0.1
	 10%
	 10%
	80%

	Turbidity
	Dual Tube Optical


	JTUs
	 5
	5 JTUs
	 5 JTUs
	NA
	80%


NA:  not applicable

* Note: Some test kits vary in sensitivity over the range of detection.  The specific range of readings is noted in parentheses.  

Table 7.2. Data Quality Objectives for Nutrients Using Colorimeters or Spectrophotometers

	Parameter
	Method/range
	Units
	Detection Limit
	Sensitivity 
	Precision
	Accuracy
	Completeness

	Ammonia

Nitrogen
	Nessler method
	mg/l
	0.05
	0.01
	0.2 (<2.0)

10% (>2)
	0.2 (<2.0)

10% (>2)
	80%

	Nitrate

Nitrogen
	Cadmium reduction
	mg/l
	0.05
	0.01
	0.2 (<2.0)

10% (>2)
	0.2 (<2.0)

10% (>2)
	80%

	Ortho-Phosphate
	Ascorbic acid
	mg/l
	0.07
	0.01
	0.2 (<2.0)

10% (>2)
	0.2 (<2.0)

10% (>2)
	80%


Table 7.3. Data Quality Objectives for Nutrients Using Comparators

	Parameter
	Method/range
	Units
	Detection Limit
	Sensitivity* 
	Precision
	Accuracy
	Completeness

	Ammonia

Nitrogen
	Salicylate method
	mg/l
	0.25
	0.25 (0-0.5)

0.5 (0.5-1.0)

1.0 (1.0-2.0)

2.0 (2.0-4.0)
	 0.5(<2.0)

 1.0(>2.0)
	 1.0
	80%

	Nitrate

Nitrogen
	Zinc reduction
	mg/l
	1.0
	1.0
	 1.0
	 1.0
	80%

	Ortho-Phosphate
	Ascorbic acid
	mg/l
	0.2
	0.2 (0-1.0)

0.5 (1.0-2.0)
	 0.5
	 1.0
	80%


* Note: Some test kits vary in sensitivity over the range of detection.  The specific range of readings is noted in parentheses.  

Table 7.4. Data Quality Objectives for Urban Pollutants Using Field Kits

	Parameter
	Method/range
	Units
	Detection Limit
	Sensitivity* 
	Precision
	Accuracy
	Completeness

	Total Residual Chlorine
	Colorimetric

(0.2 - 3.0)
	mg/l
	0.2
	0.2 (0.2-1.0)

0.5 (1.0-2.0)

1.0 (2.0-3.0)
	 0.5(<2.0)

 1.0(>2.0)
	 0.5(<2.0)

 1.0(>2.0)
	80%

	Phenols
	Direct Photometric

(0.5 - 5.0)
	mg/l
	0.5
	0.5 (0.5-3.0)

1.0 (3.0-5.0)
	 0.5(<3.0)

 1.0(>3.0)
	 0.5(<3.0)

 1.0(>3.0)
	80%

	Total Copper
	Neocuproine

(0.25 - 4.0)
	mg/l
	0.25
	0.25 (0-0.5)

0.5 (0.5-2.0)

1.0 (2.0-4.0)
	 0.5(<2.0)

 1.0(>2.0)
	 0.5(<2.0)

 1.0(>2.0)
	80%

	Detergents
	Anionic Surfactants as MBAS

(0.1)
	mg/l
	0.1
	0.1
	 0.1
	 0.1
	80%


* Note: Some test kits vary in sensitivity over the range of detection.  The specific range of readings is noted in parentheses.  

Table 7.5. Data Quality Objectives for Biological Parameters
	Parameter
	Method/range
	Units
	Detection Limit
	Sensitivity 
	Precision
	Accuracy
	Completeness

	Benthic Macro-invertebrates
	Calif. Stream Bioassessment Protocol
	N/A
	Family level
	N/A
	< 5% difference
	< 5% difference
	80%

	Total Coliform Bacteria
	Colilert 18 hour
	MPN/  100ml
	10
	See IDEXX quantitray tables
	Duplicates within 95% confidence limits
	Positive standard within ½ of an order of magnitude
	80%

	E. coli Bacteria
	Colilert 18 hour
	MPN/  100ml
	10
	See IDEXX quantitray tables
	Duplicates within 95% confidence limits
	Positive standard within ½ of an order of magnitude
	80%

	Entero-coccus Bacteria
	Enterolert 24 hour
	MPN/  100ml
	10
	See IDEXX quantitray tables
	Duplicates within 95% confidence limits
	Positive standard within ½ of an order of magnitude
	80%


7.1.
Accuracy

7.1.1. Chemical and Physical Parameters

Accuracy describes how close the measurement is to its true value.  Accuracy is the measurement of a sample of known concentration and comparing the known value against the measured value.  The accuracy of chemical measurements will be checked by performing tests on standards at the quality control sessions held twice a year.  A standard is a known concentration of a certain solution.  Standards can be purchased from chemical or scientific supply companies.  Standards might also be prepared by a professional partner, e.g. a commercial or research laboratory.  The concentration of the standards, known to the volunteer leader, will be unknown to the monitors until after measurements are determined.  The concentration of the standards should be within the mid-range of the equipment.  The Data Quality Form: Accuracy, found in Appendix 1, will be used to record accuracy.

7.1.2. Biological Parameters 

Accuracy for bacteria will be determined by analyzing a positive control sample twice annually.  A positive control is similar to a standard, except that a specific discreet value is not assigned to the bacterial concentrations in the sample.  This is due to the fact that bacteria are alive and capable of mortality and reproduction.  Instead of a specific value, an approximate target value of the bacterial concentration is assigned to the sample by the laboratory preparing the positive control sample. 

For benthic macroinvertebrate analysis, accuracy will be determined by having 20% of the samples (annually) re-analyzed and validated to CSBP Level 3 (genus level) by a professional taxonomist.

·  7. 2.
Comparability

Comparability is the degree to which data can be compared directly to similar studies.  Citizen monitoring groups will use the methods described in the following resource documents to ensure that their data can be compared to others:

· U.S. EPA’s Volunteer Monitoring Manuals for Streams, Lakes or Estuaries,

· SWRCB Clean Water Team Compendium for Water Quality Monitoring and Assessment, and

· California’s Department of Fish and Game’s (CDFG) California Stream Bioassessment Protocol (CSBP) for Citizen Monitors.

· Heal the Bay’s Malibu Creek Stream Team Pilot Project, Shattering the Myths of Volunteer Monitoring

· San Francisco Estuary Institute’s Volunteer Monitoring Protocols.

Before modifying these methods, or developing alternative or additional methods, technical advisors will evaluate and review the effects of the potential modification.  It will be important to address their concerns about data quality before proceeding with the monitoring program.

7. 3.
Completeness

Completeness is the fraction of planned data that must be collected in order to fulfill the statistical criteria of the project.  Volunteer data will not be used for legal or compliance uses.  There are no statistical criteria that require a certain percentage of data.  However, it is expected that 80% of all measurements could be taken when anticipated.  This accounts for adverse weather conditions, safety concerns, and equipment problems.  

We will determine completeness by comparing the number of measurements we planned to collect compared to the number of measurements we actually collected that were also deemed valid.  An invalid measurement would be one that does not meet the sampling methods requirements and the data quality objectives. Completeness results will be checked quarterly.  This will allow us to identify and correct problems.  The Data Quality Form: Completeness, found in Appendix 1, will be used to record completeness.

7. 4.
Precision

7.4.1. Chemical and Physical Parameters

The precision objectives apply to duplicate and split samples taken as part of a QC session or as part of periodic in-field QC checks.  Precision describes how well repeated measurements agree.  The evaluation of precision described here relates to repeated measurements taken by either different volunteers on the same sample (at quality control sessions) or the same volunteer analyzing replicate samples (in the field).  Sampling variability will not be covered in this section.  The Data Quality Form: Precision, found in Appendix 1, will be used to record precision.

7.4.2. Biological Parameters

Precision for bacterial parameters will be determined by having the same analyst complete the procedure for laboratory duplicates of the same sample. At a minimum this should be done once per day, or run duplicates on a minimum of 5% of the samples if there are over 20 samples run per day.  The results of the duplicates should be within the confidence limits supplied by the manufacturer. 

For benthic macroinvertebrate analysis, precision will be determined by having the technical advisor annually perform an evaluation on the citizen analysts as discussed in Section 14.2 of this QAPP.

7. 5.
Representativeness

Representativeness describes how relevant the data are to the actual environmental condition.  Problems can occur if:

· Samples are taken in a stream reach that does not describe the area of interest (e.g. a headwaters sample should not be taken downstream of a point source),

· Samples are taken in an unusual habitat type (e.g. a stagnant backwater instead of in the flowing portion of the creek),

· Samples are not analyzed or processed appropriately, causing conditions in the sample to change (e.g. water chemistry measurements are not taken immediately).

Representativeness will be ensured by processing the samples in accordance with Section 10, 11 and 12, by following the established methods, and by obtaining approval of this document.

7. 6.
Method Detection Limit and Sensitivity

The Method Detection Limit is the lowest possible concentration the instrument or equipment can detect.  This is important to record because we can never determine that a pollutant was not present, only that we could not detect it. Sensitivity is the ability of the instrument to detect one concentration from the next.  Detection Limits and Sensitivities are noted in Tables 7.1. - 7.5.
8.
Training Requirements

· All citizen monitoring leaders must participate in a minumum of three days of hands-on training sessions on water quality monitoring conducted by the Clean Water Team of the State Water resources Control Board.  

· For macroinvertebrate bioassessment citizen monitoring leaders must also participate in a three day training course provided by the California Department of Fish and Game, the Sustainable Lands Stewardship Institute, the American Fisheries Society, or the State Water Resources Control Board.

Trained citizen monitoring leaders may then train their rank-and-file volunteers. Individual trainees are evaluated by their performance of analytical and sampling techniques, by comparing their results to known values, and to results obtained by trainers and other trainees.

In addition to completion of the above described training course, the citizen monitoring leaders must participate in semi-annual Quality Control Sessions.  These Quality Control Sessions will be supervised by Quality Control Trainers and will provide an opportunity for citizen monitors to check the accuracy and precision of their equipment and techniques.  Quality Control Trainers are defined as water quality professionals from the U.S. Environmental Protection Agency, the State Water Resources Control Board, and the Regional Water Quality Control Boards.  Additional qualified trainers may be recruited and designated by the above agencies from experienced citizen monitoring organizations, universities and colleges, commercial analytical laboratories, and  other federal, state, and local agencies.

The monitor will bring his/her equipment to the Quality Control Session. The monitor will conduct duplicate tests on all analyses and meet the data quality objectives described in Section 7.  If a monitor does not meet the objectives, the trainers will re-train and re-test the monitor.  If there is insufficient time at the QC session to re-train and re-test monitors, the monitor will be scheduled for an additional training session.  The monitor will be encouraged to discontinue monitoring for the analysis of concern until training is completed.

The Quality Control Trainers will examine kits for completeness of components: date, condition, and supply of reagents, and whether the equipment is in good repair.  The Trainers will check data quality by testing equipment against blind standards.  The trainers will also ensure that monitors are reading instruments and recording results correctly.  Sampling and safety techniques will also be evaluated.  The trainer will discuss corrective action with the volunteers, and the date by which the action will be taken.  The citizen monitoring leader is responsible for reporting back that the corrective action has been taken.  Certificates of completion will be provided once all corrective action has been completed.

9.
Documentation and Records

All field results will be recorded at the time of completion, using the field data sheets (see Appendix 2).  Data sheets will be reviewed for outliers and omissions before leaving the sample site.  Data sheets will be signed after review by the citizen monitoring leader.  Data sheets will be stored in hard copy form at the location specified in Section 5.2.  Field data sheets are archived for three years from the time they were collected.  If data entry is ever performed at another location, duplicate data sheets will be used, with the originals remaining at the headquarters site.  Hard copies of all data as well as computer back-up disks are maintained at headquarters.

All voucher collections, completed data quality control forms and maintenance logs will also be kept at the headquarters location specified in Section 5.2. The mainenance log details the dates of equipment inspection, battery replacement and calibrations, as well as the dates reagents and standards are replaced. 

10. Sampling Process Design

10.1.
Rationale for Selection of Sampling Sites

Sampling sites are indicated on the maps in Appendix 3.  The following criteria were evaluated when choosing sampling locations:

· access is safe,

· permission to cross private property is granted,

· sample can be taken in main river current or where homogeneous mixing of water occurs,

· sample is representative of the part of the water body of interest,

· location complements or supplements historical data,

· location represents an area that possesses unique value for fish and wildlife or recreational use.

Any reference sites are chosen upstream of any potential impact.  A site chosen to reflect the impact of a particular discharge, tributary or land use is located downstream of the impact where the impact is completely integrated with the water, but upstream of any secondary discharge or disturbance.  

Prior to final site selection, permission to access the stream was obtained from all property owners.  If access to the site becomes a problem, the citizen monitoring leader will select a new site.  Safety issues are included in the ___________ Watershed Monitoring Manual .

Sample sites will be reviewed by the leader before sending volunteers out to the site.  The monitoring leader will document permission and terms obtained from landownwers, and will complete and file a Stream/Shore Walk form for the site, which will include a map and photographs.
10.2.
Sample Design Logistics

Volunteers are instructed to work in teams of at least two people.  If a scheduled team cannot conduct the sampling together, the team captain is instructed to contact the citizen monitoring leader so that arrangements can be made for a substitute trained volunteer. 

Prior to final site selection, permission to access the stream is obtained from all property owners.  If access to the site is a problem, the citizen monitoring leader will select a new site following the site selection criteria identified in Section 10.1.  
Safety measures will be discussed with all volunteers.  No  instream sampling will be conducted if there are small creek flood warnings or advisories. It is the responsibility of the citizen monitoring organization to ensure the safety of their volunteer monitors.  Safety issues are included in the ___________ Watershed Monitoring Manual .

Sampling Method Requirements
The ___________ Watershed Monitoring Manual describes the appropriate sampling procedure for collecting samples for water chemistry.  Water sampling apparatus may include Van Dorn Samplers, Niskin Bottles, Kemmerer Tubes, LaMotte Oxygen Samplers, DH 48 Sediment Samplers, extension pole type sampling devices, and hand held plastic containers.  Benthic invertebrates will be collected with a D shaped kick net (0.5 mm mesh) mounted on a pole.  In those cases where glass bottles are required in Table 11.1, plastic samplers are allowed as long as the hold time in the sampling device is minimal before transfer to the glass sample bottle.  Sampling devices and sample bottles (that are not pre-sterilized and do not contain preservatives/fixing agents) will be rinsed three times with sample water prior to collecting each sample.   For sterile bottles, whirl-paks, and sample bottles which do contain preservatives/fixing agents (e.g., acids, etc.) never rinse with sample water prior to collecting the sample.  Also, never use a sample bottle containing preservatives/fixing agents for sampling; in these cases always use a sampling device to collect the sample prior to transferring the sample into the bottle.

Whenever possible, the collector will sample from a bridge so that the water body is not disturbed from wading.  All samples are taken approximately in mid-stream, at least one inch below the surface.  If it is necessary to wade into the water, the sample collector stands downstream of the sample, taking a sample upstream.  If the collector disturbs sediment when wading, the collector will wait until the effect of disturbance is no longer present before taking the sample.

The following table describes the sampling equipment, sample holding container, sample preservation method and maximum holding time for each parameter.

Table 11.1 Sampling Method Requirements

	Parameter
	Sample Bottle
	Preferred / Maximum Holding Times

	Conventional Parameters


	Temperature
	clear plastic bottle or sample directly
	immediately

	Dissolved oxygen
	plastic bottle or sample directly
	immediately / for wet chemistry fix per protocol instructions, continue analysis within 8 hr.

	pH
	plastic bottle or sample directly
	immediately

	conductivity
	plastic bottle or sample directly
	immediately / refrigerate up to 24 hours

	turbidity
	plastic bottle 
	immediately / store in dark for up to 24 hr.

	Nutrients



	Ammonia N
	plastic bottle 
	immediately / up to 8 hours if the sample is acidified with sulfuric acid to less than 3.0 pH

	Nitrate N
	plastic bottle 
	immediately / refrigerate in dark for up to 48 hours.

	Ortho-Phosphate
	plastic bottle 
	immediately / refrigerate in dark for up to 8 hours 

	Urban Pollutants – Field Measurements



	Total Residual Chlorine
	plastic bottle 
	immediately

	Phenols
	plastic bottle 
	immediately

	Total Copper
	plastic bottle 
	immediately

	Detergents
	plastic bottle
	immediately

	Laboratory Analysis of Chemical Parameters



	· Total Organic Carbon

· 
	acid and d.i. water rinsed glass sampling bottle, teflon liner in lid
	refrigerate to 4 degrees C, send to lab immediately

	· Metals


	plastic sampling bottle
	fix with Ultrapure (or comparable) nitric acid, send to lab immediately

	Oil and Grease
	acid and d.i. water  rinsed glass sampling bottle, teflon liner in lid
	refrigerate to 4 degrees C, send to lab immediately

	PAH’s
	acid and d.i. water  rinsed glass sampling bottle, teflon liner in lid
	refrigerate to 4 degrees C, send to lab immediately

	Pesticides and other synthetic organic compounds
	acid and d.i. water  rinsed glass sampling bottle, teflon liner in lid
	refrigerate to 4 degrees C, send to lab immediately

	Toxicity
	acid and d.i. water  rinsed glass sampling bottle, teflon liner in lid
	refrigerate to 4 degrees C, send to lab immediately

	Biological Samples



	Bacteria
	sterile plastic sampling bottle or whirl-pak
	Refrigerate to 4 degrees C in the dark; deliverd to the lab within 4 hours, start analysis within 6 hours

	Benthic macroinvertebrates
	wide mouth plastic bottles
	Fixed with ethanol immediately


12.
Sample Handling and Custody Procedures

12.1.
Sample Handling

Identification information for each sample will be recorded on the field data sheets (see Appendix 2) when the sample is collected.   Samples that are not processed immediately in the field will be labeled with the waterbody name, sample location, sample number, data and time of collection, sampler’s name, and method used to preserve sample (if any).

12.2.
Custody Procedures

The conventional water quality monitoring tests do not require specific custody procedures since they will, in most cases, be conducted immediately by the same person who performs the sampling.  In certain circumstances (such as driving rain or extreme cold), samples will be taken to a nearby residence for analysis.  Samples requiring chemical preservation will be fixed prior to transport.  

When samples are transferred from one volunteer to another member of the same organization for analysis, or from the citizen monitoring group to an outside professional laboratory, then a Chain of Custody form should be used.  This form identifies the waterbody name, sample location, sample number, data and time of collection, sampler’s name, and method used to preserve sample (if any).  It also indicates the date and time of transfer, and the name and signature of the sampler and the sample recipient. In cases where the sample remains in the custody of the monitoring organization, then the field data sheet may be allowed to double as the chain of custody form.  It is recommended that when a sample leaves the custody of the monitoring group, then the Chain of Custody form used be the one provided by the outside professional laboratory.  Similarly, when quality control checks are performed by a professional lab, their samples will be processed under their chain of custody procedures with their labels and documentation procedures. For benthic macroinvertebrate samples, the California Department of Fish and Game Aquatic Bioassessment Laboratory Chain of Custody form will be used.

12.3.
Disposal

All analyzed samplesor spent chemicals (except for waste from the nitrate/cadmium reduction test and the Nessler ammonia test) including used reagents, buffers or standards will be collected in a plastic bottle clearly marked “Waste” or “Poison”.  This waste material will be disposed of according to appropriate state and local regulations.  This will usually mean disposal into a drain connected to a sewage treatment plant.  

Liquid waste from the cadmium reduction nitrate test will be kept separate and disposed of at a facility that is permitted to handle, transport, or dispose Cd waste. Liquid waste from the Nessler ammonia test (which contains mercury) will likewise be kept separate and disposed of at a facility that is permitted to handle, transport, or dispose Hg waste.  Waste from the zinc reduction nitrate test and the salicylate ammonia test can be held in the regular waste container and disposed of as described in the previous paragraph.

Whenever possible, if waste includes reagents from the detergent test, these wastes will be poured down a drain underneath a flume hood.

13.
Analytical Methods Requirements

Water chemistry is monitored using protocols outlined in the ___________ Watershed Monitoring Manual .  The methods were chosen based on the following criteria:

· capability of volunteers to use methods,

· provide data of known quality,

· ease of use,

· methods can be compared to professional methods in Standard Methods.

If modifications of methods are needed, comparability will be determined by side-by-side comparisons with a US EPA or APHA Standard Method on no less than 50 samples.  If the results meet the same precision and accuracy requirements as the approved method, the new method will be accepted.

Table 13.1 outlines the methods to be used, any modifications to those methods, and the appropriate reference to a standard method.

Table 13.1  Analytical Methods for Water Quality Parameters

	Parameter
	Method
	Modification
	Reference (a)

	Temperature
	Thermometric
	Alcohol-filled thermometer marked in 0.5oC increments
	2550 B.

	Dissolved Oxygen
	Winkler Method, Azide Modification
	Prepackaged reagents, 20 ml sample size
	4500-O C.

	Dissolved Oxygen
	Membrane Electrode
	none
	4500-O G.

	Dissolved Oxygen
	Colorimetric indigo carmine
	Vacuum ampoules
	ASTM D 888-87

	pH
	Electrometric
	none
	4500-H B.

	pH
	Litmus indicator strips
	Non-bleeding
	Whatman Co.

	Conductivity
	Electrometric
	none
	2520 B.

	Turbidity
	Dual tube optical comparisons
	none
	None

	Turbidity
	Nephelometric
	none
	

	Ammonia N
	Phenate 
	Salicylate with Color Comparator
	4500 - NH3 F.

	Ammonia N
	Nessler or Phenate/Salicylate
	prepackaged reagents, colorimeter or spectrophotometer
	4500 – NH3 C 18th edition only (1992)

	Nitrate N
	Cadmium Reduction or

Zinc reduction
	Color Comparator
	4500 – NO3- E.

	Nitrate N
	Cadmium Reduction or Zinc Reduction
	prepackaged reagents, colorimeter or spectrophotometer
	4500 – NO3- E.

	Ortho-Phosphate
	Ascorbic acid
	Color Comparator
	4500 – P E.

	Ortho-Phosphate
	Ascorbic acid
	prepackaged reagents, colorimeter or spectrophotometer
	4500 – P E.

	Total Residual Chlorine
	DPD

Colorimetric
	none
	4500 - Cl G.

	Phenols
	Direct Photometric
	Color Comparator
	5530 D.

	Total Copper
	Neocuproine
	Color Comparator
	3500 -Cu D.

	Detergents
	Anionic Surfactants as MBAS
	none
	5540 C.

	Total Coliform Bacteria
	Colilert 18 hour
	none
	9223

	E. coli Bacteria
	Colilert 18 hour
	none
	9223

	Enterococcus Bacteria
	Enterolert 24 hour
	none
	IDEXX Corp.

	Benthic Macroinvertebrates
	California Stream Bioassessment Protocol
	Level 2 (to family only)
	Harrington, Jim, CDFG, 1997


(a) All of the above methods, with the exception of dissolved oxygen via indigo carmine, pH via non-bleeding indicator strips, turbidity via dual tube (JTUs), enterococcus bacteria, and benthic macroinvertebrates are described in Standard Methods for the Examination of Water and Wastewater 20th Edition.  American Public Health Association et al, 1998. 

14.
Quality Control Requirements

Quality control samples will be taken to ensure valid data are collected.  Depending on the parameter, quality control samples will consist of blanks, replicate samples, and split samples.  In addition, quality control sessions (a.k.a. intercalibration exercises) will be held twice a year to verify the proper working order of equipment, refresh volunteers in monitoring techniques and determine whether the data quality objectives are being met.

14.1. Cautions Regarding Test Procedures

14.1.1.
Winkler Method for Dissolved Oxygen

The Winkler method is not appropriate for highly alkaline waters.

Other citizen monitoring groups have noted problems with short shelf-life of the sodium thiosulfate reagent.  Field measurements should be evaluated immediately to determine whether they are reasonable.
The validaty of the dissolved oxygen test will also be assured by taking these steps:

· Care is taken not to aerate water samples during collection,

· Water is added gently to the dissolved oxygen bottle,

· No air bubbles are present in the sample,

· The titration sample will be measured carefully with a graduated cylinder,

· The sample is swirled thoroughly after each drop of titrant,

If the endpoint is overrun, another 20 ml. of the sample will be titrated.

14.1.2.
Nutrients

The nitrate test measures nitrite as well as nitrate. Therefore the results for the nitrate test are actually mg/l Nitrite + Nitrate Nitrogen.  When mixing nitrate reagents take care not to agitate aggressively.  The LaMotte phosphate reagents have been shown to degrade well within their listed shelf life once opened. 

14.1.3.
Urban Pollutants

The tests for detergent, chlorine and phenol should not be conducted on saline waters.  Suspended matter and algae may give false positive results for detergent.  The low sensitivity of the copper test may preclude detecting copper as most falls out of solution forming copper carbonate.

14.2.
Blanks, Replicates, Split Samples, and Standardization

Field/Laboratory Blanks: For all conventional water quality analyses, except temperature, dissolved oxygen and pH, field blanks will be analyzed once daily.  For nutrients using comparators, a field blank will be analyzed every sampling trip.  Color can sometimes appear in these nutrient blanks, suggesting that the real samples may be overestimating the true nutrient concentration. When colorimeters or spectrophotometers are used at the group’s facility for nutrient analysis, a laboratory reagent blank will be analyzed and recorded for each day of analysis.  For urban pollutants field blanks will be run daily.   For bacterial analysis performed at a group’s facility a laboratory blank will be performed during for each sampling/analysis event.  Blanks do not apply to benthic macroinvertebrate sampling. (see Table 14.1)

Instructions for Field and Lab  Blanks:  Distilled water is taken into the field or used in the laboratory and handled just like a sample. It will be poured into the sample container and then analyzed. When reagents are used in a test method, then the reagents are added to the distilled water and these types of blanks are referred to as reagent blanks. Field blanks are recorded on the field data sheet.  For nutrients measured with comparators, results from the field reagent blanks should be “not detected”.  If nutrients are detected, corrective action will be taken to eliminate the problem.  For nutrients measured with colorimeters, the lab reagent blanks should be less than 0.05 ppm and the specific value should be recorded and subtracted from the field sample result. For bacterial analysis, the reagents are added to distilled water (in the same manner as for a field sample) and that blank is then sealed in a quantitray and incubated along with the field samples.  The blank should be below detection limits (i.e., no positive wells) at the end of the incubation period.

Field Confirmations:  When a second method for measuring temperature, dissolved oxygen, and pH is available in the field, then the monitors are encouraged to perform both measurements on a split sample at least once daily.  Examples of this sort of redundant measurement would be:

· for temperature, the use of an electronic thermometer (such as those that are built into dissolved oxygen meters) and an armored thermometer; 

· for dissolved oxygen, the use of an oxygen meter and an indigo carmine colorimetric kit;

· for pH, a meter and a non-bleeding indicator strip.

This will serve to provide backup capability if the more sensitive electronic meters fail, and will provide additional confidence as to the quality of the data. The results of both measurements will be recorded along with the procedure used on the field data sheet.  If both results are comparable then the result produced using the method of greater sensitivity will be the one entered in the final data set by the data manager in consultation with the monitoring leader.  If the two results are inconsistent, then the monitoring leader will note on the data sheet which of the results will be entered on the final data set by the data manager. 
Replicate Samples:  Replicate samples are two or more samples collected at the same time and place.  When there are only two replicates then these are referred to as duplicates.  For conventional water quality, nutrients, and urban pollutant analyses duplicate field samples will be taken once every 20 samples, or quarterly whichever comes first.  Duplicate samples will be collected as soon as possible after the initial sample has been collected, and will be subjected to identical handling and analysis.  For bacterial analysis lab duplicates will be run at least once per sampling day, and when there are more than 20 samples run per day then there will be a minimum 5% of the samples analyzed in duplicate.  For benthic macroinvertebrate sampling, instead of duplicate sampling, each sampler will be evaluated annually by measuring the area sampled upstream of the net.  The area should be two square feet and should be verified by using a two square foot pvc frame. 

Split Samples: Twice a Year, split spiked samples (standards) will be analyzed as part of the Quality Control Session.  The split standard is one sample, containing a known concentration of an analyte, that is divided equally into two or more sample containers.  Split standards will be analyzed by the volunteers, and sent to a professional laboratory (except for dissolved oxygen, temperature, and pH), before the maximum sample handling time is exceeded.  Volunteers will analyze the split standard normally and will perform at least three analyses on that same sample. From these results accuracy and precision will be determined.  The professional laboratory will analyze the sample using the method referenced in Table 13.1

For turbidity using the dual tube (JTU) method, split field samples will be analyzed as part of the Quality Control Session. The laboratory receiving the split sample will analyze it using the nephelometric method, even though these results are not strictly comparable to the visual JTU comparators.  The results of turbidity using the two methods will be plotted to determine if there is a linear correlation.  If this correlation is significant, then it will be used to estimate and compare results of the turbidity tubes with nephlometric results.  The Technical Advisory Committee for all groups will use the product-moment correlation coefficient (r) to determine the adequacy of the correlation.

For bacteria, split field samples or split positive controls will be analyzed by the citizen monitoring group and an outside professional laboratory twice annually. In addition, at the quality control session different analysts from the citizen monitoring group(s) will each read a minimum of the three quantitrays and compare their results. These results should be within + one well for concentrations of less than 1000 MPN/100 ml, and within + two wells for concentrations of greater than 1000 MPN/100ml.

A minimum 20% of the benthic macroinvertebrate samples will be subjected to validation by a outside professional taxonomist.  Following analysis by the citizen group the selected samples will be reconstituted and sent out for professional level 3 taxonomic analyses. Reconstituted means opening the vials containing the 100 identified specimens, pouring the specimens back into the original sample jar, and gently stirring the contents.  In addition, once a year citizen macroinvertebrate analysts will participate in an intercalibration exercise in which their subsampling/sorting and taxonomic skills will be evaluated.  A minimum of two teams of analysts will each inspect each other’s processed grids immediately following completion of the subsampling procedure.  There should be no more than 10% missed organisms.  A technical advisor should then evaluate each of the citizen analysts by testing their identification to order and family level on at least 20 specimens, including at least one representative from each of the major orders and families as determined by the technical advisor for that watershed. Accuracy and precision can be determined by the results of these validation and evaluation measures.

Standardization of Instruments and Procedures:  At the Quality Assurance Sessions the temperature measurements will be standardized by comparing our thermometers to a NIST-certified or calibrated thermometer in ice water and ambient temperature water.  All meters (pH, conductivity, oxygen) will be evaluated at the Quality Assurance Session using standards provided with the assistance of a professional laboratory and/or the technical advisors.  For oxygen meters the standard will be distilled water saturated with oxygen.  The Winkler kits for dissolved oxygen will be checked by standardizing the sodium thiosulfate solution in the test kit, and/or by comparing the entire kit to a saturated oxygen standard.  Instructions for checking the sodium thiosulfate are included in the test kit.  (Additional reagents and glassware must be purchased separately however.)  If the result is unsatisfactory, as indicated in the instructions, the sodium thiosulfate and/or other reagent will be discarded and replaced with new reagents.  

Continuous Monitoring Devices:  Should continuous monitoring devices be used for any parameters then such devices must be calibrated and deployed according to the manufacturer’s specifications and field confirmation will be performed using replicate sampling (for laboratory analysis) or standardized instruments.   For example, there is the possibility of using in-situ continuous monitoring devices for flow or temperature measurements.  Confirmations using a flow meter or a standardized field thermometer will be perfomed at the time of deploying and retrieving the device.  This will serve to determine the accuracy of the continuous monitoring device.

Table 14.1 summarizes the quality control regimen.

Table 14.1  Summary of Quality Control Requirements

	Parameter
	Blank
	Duplicate Sample
	Split Sample to lab
	QC session 

	Water quality

	Temperature
	none
	5% or a minimum of once a year
	none
	twice a year

	Dissolved oxygen
	none
	5% or a minimum of once a year
	none
	twice a year

	pH
	none
	5% or a minimum of once a year
	none
	twice a year

	conductivity
	daily
	5% or a minimum of once a year
	twice a year
	twice a year

	turbidity
	daily
	5% or a minimum of once a year
	twice a year
	twice a year

	Nutrients (comparators)

	Ammonia
	daily
	5% or a minimum of once a year
	twice a year
	twice a year

	Nitrate
	daily
	5% or a minimum of once a year
	twice a year
	twice a year

	Ortho-Phosphate
	daily
	5% or a minimum of once a year
	twice a year
	twice a year

	Nutrients (colorimeters or spectrophotometers)

	Ammonia
	daily
	5% or a minimum of once a year
	twice a year
	twice a year

	Nitrate
	daily
	5% or a minimum of once a year
	twice a year
	twice a year

	Ortho-Phosphate
	daily
	5% or a minimum of once a year
	twice a year
	twice a year

	Urban Pollutants

	Total Residual Chlorine
	daily
	5% or a minimum of once a year
	twice a year
	twice a year

	Phenols
	daily
	5% or a minimum of once a year
	twice a year
	twice a year

	Total Copper
	daily
	5% or a minimum of once a year
	twice a year
	twice a year

	Detergents
	daily
	5% or a minimum of once a year
	twice a year
	twice a year

	Biological Parameters

	Total Coliform and E. coli Bacteria
	daily
	5% or a minimum of once per day
	twice a year
	twice a year

	Enterococcus Bacteria
	daily
	5% or a minimum of once per day
	twice a year
	twice a year

	Benthic Invertebrates
	none
	None, instead conduct evaluation of sampling area annually
	20% per  year
	once a year


15.
Instrument/Equipment Testing, Inspection and Maintenance

A maintenance log is kept by the monitoring group leader.  This log details the dates of instrument and sampling gear inspection, calibrations performed in the laboratory, battery replacement, the dates reagents and standards are replaced, and any problems noted with instruments, samplers, or reagents. 

15.1.
Temperature

Before each use, thermometers are checked for breaks in the column.  If a break is observed, the alcohol thermometer will be placed in nearly boiling water so that the alcohol expands into the expansion chamber, and the alcohol forms a continuous column. verify accuracy by comparing with a calibrated or certified thermometer.

15.2.
Dissolved oxygen

Dissolved Oxygen Winkler Titration: Before each use, bottles, droppers, and color comparators are checked to see if they are clean and in good working order.  Reagents are replaced annually according to manufacturer’s recommendation.

Dissolved Oxygen Meters:  Membranes and solutions should be replaced according to manufacturer’s specifications, but no less frequently than quarterly.  Membranes should be checked for bubbles after replacement. Before each use, D.O. meters are checked to see if they are clean and in good working order.     

15.3.
pH and Conductivity

Before each use, pH and conductivity meters are checked to see if they are clean and in good working order.  pH and conductivity meters are calibrated before each use.  pH buffers and conductivity standards are replaced at least annually.  conductivity standards are stored with the cap firmly in place and in a dry place kept away from extreme heat.  Do not re-use pH or conductivity standards.
15.4.
Turbidity

Dual Tube Turbidity (JTU’s): Before each use, turbidity tubes are checked to ensure that they are clean.  The turbidity standard will be replaced annually.

Nephelometers:  Meters and tubes should be checked for cleanliness and proper operation.  The tubes should not be smudged or scratched.

15.5.
Nutrients and Urban Pollutants

Before each use, test kits are checked to ensure that droppers, sample containers, and color comparators are clean and in working condition.  Colorimeter tubes should be checked to make sure they are clean and are not scratched.  Reagents are replaced annually according to manufacturer’s instructions.

16.
Instrument Calibration / Standardization and Frequency

Instruments will be calibrated and reagents checked against standards accordingly to the following schedule.  Standards will be purchased from a chemical supply company or prepared by (or with the assistance of) a professional laboratory.  Calibration records will be kept in the maintenance log at the headquarters location (described in Section 5.2.) location where it can be easily accessed before and after equipment use.  Calibrations that are performed by monitors in the field are recorded on the field data sheets, also archived at the headquarters.  The frequency of calibration is described in Table 16.1.

Table 16.1  Instrument Calibration and Frequency 

	Conventional Water Quality Parameters

	Equipment Type
	Calibration Frequency
	Standard or Calibration Instrument Used

	Temperature
	Every 6 months
	NIST calibrated or certified thermometer

	Dissolved Oxygen (Winkler)
	Every 6 months
	Check sodium thiosulfate and/or against a saturated oxygen standard every 6 months.  

	Dissolved Oxygen meter
	Every sampling day
	At a minimum, water saturated air, according to manufacturer’s instructions.

	pH
	Every sampling day
	pH 7.0 buffer and one other standard (4 or 10)

	conductivity
	Every sampling day
	Conductivity standard and distilled water

	Turbidity meter (nephelometer)
	Every sampling day
	For clear ambient conditions use an 1.0 NTU standard, for turbid conditions use an 10.0 NTU standard

	Dual TubeTurbidity 
	Every sampling day
	Distilled water


	Nutrients (using comparators)

	Equipment type
	Checked against Standard
	Standard Used

	Ammonia 
	every 6 months or when reagents replaced
	ammonia standard

	Nitrate
	every 6 months or when reagents replaced
	nitrate standard

	Ortho-Phosphate
	every 6 months or when reagents replaced
	phosphorous standard


	 Nutrients (using colorimeters or spectrophotometers)

	Equipment type
	Checked against Standard
	Standard Used

	Ammonia 
	Every day of analysis
	ammonia standard

	Nitrate
	Every day of analysis
	nitrate standard

	Ortho-Phosphate
	Every day of analysis
	ortho-phosphate standard


	Urban Pollutants

	Equipment type
	Checked against Standard
	Standard Used

	Total Residual Chlorine
	every 6 months or when reagents replaced
	sodium hypochlorite 

	Phenols
	every 6 months or when reagents replaced
	phenol standard

	Total Copper
	every 6 months or when reagents replaced
	copper standard

	Detergents
	every 6 months or when reagents replaced
	MBAS surfactant standard


17. Inspection/Acceptance Requirements 

Upon receipt, buffer solutions, standards, and reagents used in the field kits will be inspected by the citizen monitoring leader for leaks or broken seals, and to compare the age of each reagent to the manufacturer’s recommended shelf-life.  All other sampling equipment will be inspected for broken or missing parts, and will be tested to ensure proper operation.

Before usage, thermometers are inspected for breaks.  Breaks can be eliminated by heating (see Section 15.1).  If not, they will be returned to the manufacturer.  

Reagents are replaced before they exceed manufacturer’s recommended shelf life.  These shelf lives are typically one to two years.  However, specific replacement dates can determined by providing the reagent lot number to the manufacturer.  Reagent replacement dates are noted in the maintenance log. 

18.
Data Acquisition Requirements

18.1.
Professional Analytical Data

Only certified analytical laboratories or academic laboratories (with approval of State and/or Regional Board staff) will be used for quality assurance checks and analysis of field samples.  The Technical advisory Committee (TAC) or technical advisors will review these laboratories’ data as well as the volunteers.  They may also review the lab’s own quality control data to ensure data validity.

18.2.
Geographical Information/ Mapping

USGS maps will be used to verify watershed boundaries and river courses.  NOAA navigation charts can be marine used for mapping marine sampling sites.  Additional information on distribution of natural resources will be obtained from the National Park Service and the CDFG’s Biodiversity database.  Land use information will be obtained from local planning offices.  When information is requested, the agency will be asked to provide appropriate megadata and any information on data limitations.  This information will be maintained with the data files.

19.
Data Management

Field data sheets are checked and signed in the field by the citizen monitoring leader.  The citizen monitoring leader will identify any results where holding times have been exceeded, sample identification information is incorrect, samples were inappropriately handled, or calibration information is missing or inadequate.  Such data will be marked as unacceptable by the monitoring leader and will not be entered into the electronic data base.

Independent laboratories will report their results to the citizen monitoring leader.  The leader will verify sample identification information, review the chain-of-custody forms, and identify the data appropriately in the database.  These data are also reviewed by the technical advisors quarterly.

The data management coordinator will review the field sheets and enter the data deemed acceptable by the citizen monitoring leader and the technical advisors.  Upon entering the data the data management coordinator will sign and archive the field data sheets.  Data will be entered into a spreadsheet (MS Excel) or a database (MS Access) in a way that will be compatible with EPA’s STORET and the Regional WQCB’s database guidelines.  Following initial data entry the data coordinator will review electronic data, compare to the original data sheets and correct entry errors.  After performing data checks, and ensuring that data quality objectives have been met, data analysis will be performed.

Raw data will be provided to the State WQCB and Regional WQCB in electronic form at least once every two years so that it can be included in the 305(b) report.  Appropriate quality assurance information may be provided upon request.

20.
Assessment and Response Actions

Review of all field and data activities is the responsibility of the citizen monitoring leader, with the assistance of the technical advisory committee.  Volunteers will be accompanied by the citizen monitoring leader, or a technical advisor on at least one of their first 5 sampling trips.  If possible, volunteers in need of performance improvement will be retrained on-site.  All volunteers must attend a refresher course offered by the citizen monitoring group.  If errors in sampling technique are consistently identified, retraining may be scheduled more frequently.

Within the first three months of the monitoring project, the State Water Board or Regional Board staff, or its designee, will evaluate field and laboratory performance and provide a report to the citizen monitoring group.  All field and laboratory activities, and records may be reviewed by State and EPA quality assurance officers as requested.  

21.
Reports

The technical advisors will review draft reports to ensure the accuracy of data analysis and data interpretation.  Raw data will be made available to data users per their request.  The citizen monitoring organization(s) will report their data to its (their) constituents after quality assurance has been reviewed and approved by their technical advisors.  Every effort will be made to submit data and/or a report to the State and/or Regional Board staff in a fashion timely for their data uses, e.g. 305(b) reports.

22.
Data Review, Validation and Verification

Data sheets or data files are reviewed quarterly by the technical advisors to determine if the data meet the Quality Assurance Project Plan objectives.  They will identify outliers, spurious results or omissions to the citizen monitoring leader.  They will also evaluate compliance with the data quality objectives.  They will suggest corrective action that will be implemented by the citizen monitoring leader.  Problems with data quality and corrective action will be reported in final reports.

23.
Validation and Verification Methods

As part of standard field protocols, any sample readings out of the expected range will be reported to the citizen monitoring leader.  A second sample will be taken as soon as possible to verify the condition.  If the data is invalid, then the data will be noted (flagged) on the data sheet.  We will take further actions to trace the sources of error, and to correct those problems.   If the error is a result of improper monitoring procedures, then we may re-train monitors until their performance is acceptable.  

It is the responsibility of the citizen monitoring leader to re-train volunteers until performance is acceptable.

24.
Reconciliation with DQOs

The Technical Advisory Committee working with the monitoring leader(s) will review data quarterly to determine if the data quality objectives (DQOs) have been met.  A quorum of 1/2+1of the technical advisory committee will be required for committee decisions.  If a quorum is not met at the meeting, work will still proceed. The work product (e.g., review and comments on data or reports) will then be sent out to the whole technical advisory committee for approval with a 30-day review period. 

 If data do not meet the project’s specifications, the following actions will be taken.  First, the technical advisors working with the monitoring leader(s) will review the errors and determine if the problem is equipment failure, calibration/maintenance techniques, or monitoring/sampling techniques. They will suggest corrective action.  If the problem cannot be corrected by training, revision of techniques, or replacement of supplies/equipment, then the technical advisors and the TAC will review the DQOs and determine if the DQOs are feasible. If the specific DQOs are not achievable, they will determine whether the specific DQO can be relaxed, or if the parameter should be eliminated from the monitoring program.  Any revisions to DQOs will be appended to this QA plan with the revision date and the reason for modification.  The appended QAPP will be sent to the quality assurance panel that approved and signed this plan.  When the appended QAPP is approved, the citizen monitoring leader will work with the data coordinator to ensure that all data meeting the new DQOs are entered into the database.  Archived data can also be entered.

APPENDIX 1.  Data Quality Forms

Use these forms to keep records of your own quality assurance.  There are data quality forms accuracy, completeness and precision.  Temperature, Dissolved Oxygen, pH, and Conductivity are already listed under Parameters/units.  Additional space are available for other parameters.
Data Quality Form: Accuracy
 
Quality Control Session

	Monitoring Group Name 
	Type of Session  (field or lab)

	Your Name
	Quality Assurance Leader 

	Date 
	


	Parameter/ units
	Sensitivity
	Accuracy Objective
	Standard

Conc.
	Analytical

Result
	Estimated Bias
	Meet Objective?

Yes or No
	Corrective action planned
	Date Corrective Action taken

	Temperature

o C


	
	
	
	
	
	
	
	

	Dissolved Oxygen (mg/l)


	
	
	
	
	
	
	
	

	pH

standard units


	
	
	
	
	
	
	
	

	Conductivity

(umhos/cm)


	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


Comments:

Data Quality Form: Completeness
 
Quality Control Session

	Monitoring Group Name 
	Type of Session  (field or lab)

	Your Name
	Quality Assurance Leader 

	Date 
	

	Parameter
	Collection Period
	No. of Samples Anticipated


	No. Valid Samples Collected and Analyzed
	Percent Complete

	Temperature

o C


	
	
	
	

	Dissolved Oxygen (mg/l)


	
	
	
	

	pH

standard units


	
	
	
	

	Conductivity

(umhos/cm)


	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Comments:

Data Quality Form: Precision 
Quality Control Session

	Monitoring Group Name 
	Type of Session  (field or lab)

	Your Name
	Quality Assurance Leader 

	Date 
	


	Parameter/ units
	Mean (x)
	Standard Deviation

(s.d.)
	s.d./x
	Precision Objective
	Meet Objective?

Yes or No
	Corrective action planned
	Date Corrective Action taken

	Temperature

o C
	
	
	
	
	
	
	

	Dissolved Oxygen mg/l
	
	
	
	
	
	
	

	pH

standard units
	
	
	
	
	
	
	

	Conductivity

(umhos/cm)
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Comments:

APPENDIX 2.  Data and Observation Sheets

Design and insert your own forms here, based on the information discussed in your QAPP.

APPENDIX 3.  Maps of Sampling Sites

Insert maps of your sampling sites here.

INSTRUCTIONS FOR PROJECT INVOICE PREPARATION

The purpose of these instructions is to ensure a consistent format for invoicing the project contracts (see sample invoice).  Since incorrect invoices can be a problem for both the contractor and the State Water Resources Control Board (SWRCB), it is preferred that all project contractors follow these guidelines as closely as possible.  Invoices received by the Regional Water Quality Control Board (RWQCB) Contract Manager which are not consistent with this format will be returned to the Projector Director for revision.  The SWRCB or RWQCB Contract Manager will be required to approve all invoices for reimbursement.  Only invoices for costs incurred after the start date of the contract and have all appropriate backup documents attached will be approved.  It is suggested that you discuss this information with your fiscal/accounting staff so that there is an understanding of how your invoicing procedures will comply with these requirements.  Expect at least a 45-day turnaround for reimbursement from satisfactory receipt by the Contract Manager and Program Analyst.

 The invoices should include the following information (see attached example):

1. The word "Invoice" should appear in a prominent location at the top of the page(s) and include a sequential number;

2. Printed name of the Contractor/Agency;

3. Business address of the Contractor/Agency, including P.O. Box/Street Address, City, State, and Zip Code;

4. Name of State Board/Regional Board being billed;

5. The date of the invoice;

7. The Agreement number upon which the claim is based; 

8. An itemized account of the services by task for which the State Board is being billed; and

9. Original signature by Contractor’s Administrative Officer or designee.

Invoice Number
Each invoice should include an invoice number.  If your accounting system does not use prenumbered invoices, it is acceptable to number the project invoices sequentially beginning with number 1.  

Time Period
The invoice must show the time period actually being billed.  The frequency for invoice submittal (monthly or quarterly) will be specified in the contract.  Quarterly invoices must be based on the calendar quarter (ending in March, June, September, and December).

10 Percent (10%) Withhold

State Contracting law requires that the last 10 percent (10%) of each Agreement be withheld until satisfactory completion of the Agreement.  The specified amount will be held at the end of Agreement until the assigned Contract Manager and Program Analyst approve the final invoice and final documents.

Final Invoice
The final invoice should include the amount of the remainder of the Agreement work.  The invoice must be clearly marked FINAL INVOICE.  

Backup Documents

It is only necessary to provide monthly/quarterly reports, products/deliverables due, and vendor invoices for the purchase of equipment (items over $5000) as attachments to the invoices.  You must, however, keep copies of all vendor invoices, timesheets, and any other documents related to the project for future audit purposes.

Submittal

When submitting invoices and products:  submit one (1) original invoice and one (1) full set of products to the Program Analyst and two (2) copies of each invoice and one (1) set of all products, including the progress report, to the Contract Manager.  The invoice and all required products will be reviewed and approved or disputed shortly after receipt.

SAMPLE INVOICE FOR 319(h) AND PROP 13
1    INVOICE #?
FROM:: 2
DATE:  3
TO:
 4a    Program Analyst (ORIGINAL)
AGREEMENT #   5
State Water Resources Control Board-DFA
1001 I Street, 15th Floor
FOR BILLING PERIOD:  6
[image: image5.png]s



Sacramento, CA  95814

4b   Contract Manager (3 COPIES)

Regional Water Quality Control Board

(Address)

EXHIBIT "B" - BUDGET

 8    8       9                   10                11               12                13                 14                15        16   

	Task No.
	Task Title
	Total Prop13/ 319(h) Budget
	Expenditures 
Current
	Expenditures To Date
	Amount of Advance Payment Withheld (Prop 13 only)
	Amount to Be Paid This Invoice (Prop 13 only)
	Match This Billing Period
	Percent of Task Work Completed to Date

	1
	Project Mgmt
	$
	$  
	$
	$
	$
	$
	%

	2
	
	$
	$
	$
	$
	$
	$
	%

	3
	
	$
	$
	$
	$
	$
	$
	%

	4
	
	$
	$
	$
	$
	$
	$
	%

	5
	
	$
	$
	$
	$
	$
	$
	%

	6
	
	$
	$
	$
	$
	$
	$
	%

	7
	
	$
	$
	$
	$
	$
	$
	%

	8
	
	$
	$
	$
	$
	$
	$
	%

	?
	Draft/Final Report
	$
	$
	$
	$
	$
	$
	%

	Totals
	$
	$
	$
	$
	$
	$
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	18
	19 By signing below, I certify that I have reviewed the progress 

	Administrative Officer
	report, verified the deliverables, and I APPROVE THE 

	(Must be signed by Administrative Officer or Project Director)
	INVOICE FOR PAYMENT.  I verify that the amount is consistent with the submissions.

	
	

	
	Contract Manager
Date


Instructions for Invoice Sample-Template
Below are instructions for payment of invoices for Federal 319(h) and Proposition 13 grant programs. 

1.
Invoice Number:  Contractor must assign an invoice number.  Sequential numbers must be used, i.e., 1, 2, 3.

2.
From:  Ensure Contractor’s name and address to which the check is to be mailed is entered.  The check from the State Controller’s Office will be sent to this address. 

3.
Date:  Submittal date must be filled in.

4.
To:  There should be two individuals listed:  

a.
One individual is the Program Analyst who receives the original signed invoice and 1 set of products;

b..
The second individual is the Contract Manager who receives 3 copies of the signed invoice and 1 set of products.

5.
SWRCB Agreement #:  The SWRCB Agreement Number must be identified.

6.
Billing Period:  The billing periods cannot overlap each other, and the quarterly or monthly reporting periods must correspond to this billing period.  The billing period must be identified by month/day/year to month/day/year.

7.
Total Advance Payment:  This box applies only to Prop 13 Agreements requesting Advance Payment.  (Disregard this box for 319(h) Agreements and Prop. 13 Agreements not requesting Advance Payment.  Please delete. )
a.
List the amount of the advance payment.

b.
List the amount withheld on the current invoice.

c.
List total withheld to date.

8.
All Task numbers must be listed, even when zero dollars are in the Task budget.  If zero dollars are in the Task budget, please indicate such by placement of a zero in the column titled “Total Prop. 13 or Total 319 Budget.

9.
Task Title must match exactly the Task Title in the Agreement.

10.
Total Prop. 13 or 319 budget.  This is where the Task allotments are identified exactly as they are shown in the Task budget of the executed Agreement.  These cannot be changed without an amendment.

11.
Expenditures Current:  Charges being billed for the task for the invoice billing period.

12.
Expenditures to date:  Charges including the amount of the current invoice and all past invoices.

13.
Amount of Advance Payment Withheld:  These dollars are to be deducted from item #11, per the recoupment agreement.  This amount will be deducted from the amount advanced to the Contractor in the Advance Payment check.  (This column does not apply to 319(h) Agreements or to Prop. 13 Agreements not requesting Advance Payment.  Please delete.)
14.
Amount to be Paid this invoice:  This amount would match the “Expenditures Current” column unless there is payment on Advance Payment funds.   If Advance Payment funds are to be recouped, deduct all or part of the amounts in the “Amount of Advance Payment Withheld” column.  The difference would be the amount to be paid this invoice. (This column does not apply to 319(h) Agreements or to Prop. 13 Agreements not requesting Advance Payment.  Please delete.)
15.
Match:  List the amount of match dollars earned this invoicing period.

16.
Percent of Task Work Completed to Date:  This column must indicate the percent of task work completed to date, not the percent dollars spent to date.

17.
Total Due This Invoice:  This is the total amount from Item #14, “Amount to be Paid This Invoice.”

18.
Administrative Officer (signature and date):  This line is for the Administrative Officer or Project Director to sign and is required unless the invoice is on the Contractor’s letterhead.

19.
Approve to Pay:  After the Contract Manager reviews and verifies that the invoice reflects the work reported in the corresponding progress report and the reported deliverables have been submitted and are deemed satisfactory, the Contract Manager signs and dates two copies of the invoice, which are then sent to the assigned Program Analyst at SWRCB for administrative review and signature before handcarrying to the Accounting Office for Payment.
Invoice/Product Dispute Notification

(without prejudice)

Vendor:      
Date:        
Invoice Number:      
Agreement #      
Amount:  $     
Date Received:       

The invoice/product referenced above is disputed for the following reasons:

	 FORMCHECKBOX 
 Incorrect Format
	     

	 FORMCHECKBOX 
 Noncompliance with Agreement
	     

	 FORMCHECKBOX 
 Missing Deliverable(s)
	     

	 FORMCHECKBOX 
 Incomplete Deliverable(s)
	     

	 FORMCHECKBOX 
 Incorrect Task Percentage Billed/Incorrect Calculations
	     

	 FORMCHECKBOX 
Other
	     


	Comments:
	     

	     

	     

	If you have any questions regarding this dispute, please contact:
	      (Contract Manager or Program Analyst)
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 (Contract Manager or Program Analyst)

VII-6

Progress Report Template


Progress Report #




Reporting Period:
 to 



Submittal Date _________


Agreement No. 


Project Name:


Contractor Name:


Project Director (print and sign): 


Summary of Work Completed During This Reporting Period (List all tasks)

	Task 
	Deliverable by Subtask #
	Due Date
	% of Work Complete
	Date Submitted

	1 Project Management
	1.2  Progress Report
	(mm/dd/yy)
	(__%)
	(mm/dd/yy)

	
	1.5  Contract Summary Form
	
	
	

	
	1.6  MBE/WBE Documentation
	
	
	

	
	1.7  Subcontractor Agreements/ Solicitation Documentation
	
	
	

	
	1.8  Project Survey Form
	
	
	

	2 CEQA/NEPA, Permits
	2.1  CEQA/NEPA Documents
	
	
	

	
	2.2  Permits
	
	
	

	
	
	
	
	


List of Deliverables by Subtask No. included in this Quarterly Progress Report:

· ____

· ____

(Follow with narrative of Progress Report--)

Introduction

Task 1 Project Administration (Cumulative ___% complete)

(Describe at subtask level activities, problems, successes, milestones… OR “No work performed this period.”)

Task 2 __________________ (Cumulative ___% complete)

(Describe at subtask level activities, problems, successes, milestones… OR “No work performed this period.”)

(Continue similarly with all tasks.)

Progress Report Instructions

Progress Report #

Indicate what number the report is.

Reporting Period
Identify the time period covered by the report (e.g., Jan. 1, 2003 to March 30, 2003 must match invoice billing period).

Submittal Date

Indicate the date that the report is sent to the Contract Manager/Program Analyst.

Agreement Number
Indicate the SWRCB Agreement Number.

Project Name
Indicate the name of the project.

Contractor Name
Indicate Contractor’s name.

Project Director

Indicate Project Director by printing and signing name

Summary of Work Completed During Reporting Period

Provide information indicated by table headings.

List of Deliverables

List all deliverables included with this report.  Label all deliverables by subtask number per the Tasks and Schedule.

Progress Report Narrative

· Introduction

Provide a brief one or two sentence introduction or summary of the report (e.g., “During the reporting period, project activities focused on completing design of the pipeline segments 1, 3, and 4” or “ … focused on monitoring activities and repairing process or system failures or deficiencies” or … “focused on improving system efficiency,” etc.).
· Summary of Activities

Provide, by subtask number, a brief description of milestones, products, meetings and modifications completed and problems and issues encountered during the reporting period.

· Miscellaneous Items

-- Clearly and properly label all deliverables by subtask #.

-- Number all pages including pictures, laboratory data, diagrams, etc.

This section is only for 319(h) Agreements.

MBE/WBE FORMS

The following forms are provided for use in reporting all MBE/WBE information at the levels indicated in the previous sections.  They are available on the SWRCB Web site at http://www.swrcb.ca.gov/nps/319hproj.html (at the bottom of the page) for downloading.  If you have any questions about how to fill out these forms, please contact your Contract Manager or the Program Manager.

ALL FORMS, WHERE APPLICABLE, MUST HAVE ORIGINAL SIGNATURE AND DATE.

REMINDER:  Don’t forget to make extra copies of any forms you need. 

For more information, please call: 916/341-5650.

FORM 1

MINORITY- AND WOMEN-OWNED BUSINESS ENTERPRISES (MBE/WBE)

Good Faith Effort List of Contractors Solicited

(Contractor Completes)

	Contractor Name
	Contractor Address
	    Category

(MBE or WBE)
	   How

Located
	Date of

Contact
	Contact

Method
	     Task

Description
	 Delivery

Schedule
	Response

   Yes/No

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


FORM 2

MINORITY- AND WOMEN-OWNED BUSINESS ENTERPRISES (MBE/WBE)

Good Faith Effort Bidder’s List

(Contractor Completes)

	                    Contractor Name
	        Category


(MBE, WBE or Non)

	     Task

Description
	    Bid

Amount

	Selected

 (Check)
	     Explanation

For Not Selecting

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


FORM 3

SELECTED MINORITY- AND WOMEN-OWNED BUSINESS ENTERPRISES (MBE/WBE)

Prime/Recipient


(Contractor Completes)

	Contract Recipients Name:


	Contract No. or Specification No.:

	Project Description:


	Project Location:


	Prime Contractor Information

	Name & Address (Include Zip Code, Federal Employer Tax Id #):

Phone:


	MBE                              WBE

	
	Amount of Contract $

	Mbe/Wbe Information

	None*
	

	MBE
WBE
	Name and Address (Include Zip Code)

Phone:

	Subcontractor 
Supplier/Service

Joint Venture 
Broker
	

	Amount of Contract  $
	

	Work to be Performed

	MBE
WBE
	Name and Address (Include Zip Code)

Phone:

	Subcontractor 
Supplier/Service

Joint Venture 
Broker
	

	Amount of Contract  $
	

	Work to be Performed

	MBE
WBE
	Name and Address (Include Zip Code)

Phone:

	Subcontractor 
Supplier/Service

Joint Venture 
Broker
	

	Amount of Contract  $
	

	Work to be Performed

	MBE
WBE
	Name and Address (Include Zip Code)

Phone:

	Subcontractor 
Supplier/Service

Joint Venture 
Broker
	

	Amount of Contract  $
	

	Work to be Performed

	Total MBE Amount:  
         $
	Total WBE Amount:  
         $

	Signature of Person Completing Form:

	Title:
	Phone:
Date:


ORIGINAL SIGNATURE AND DATE REQUIRED

*Negative reports are required.

FORM 4

MINORITY- AND WOMEN-OWNED BUSINESS ENTERPRISES (MBE/WBE)

Contractor Self Certification


(Contractor Completes)

	Firm Name:                                                                                                                         Phone:

	Address:


	Principal Service or Product:



PLEASE INDICATE PERCENTAGE OF OWNERSHIP


  MBE
 _____% Ownership
  WBE
 _____% Ownership


	

	  Prime Contractor
  Supplier of Material/Service


  Subcontractor

  Broker



  Sole Ownership

  Corporation


  Partnership

  Joint Venture


	I hereby certify that this firm is a Minority- or Women- owned Business Enterprise as defined in Public Contract Code, Section 10115.1. In making this certification, I am aware of Sections 12650 et seq. of the Government Code, providing for the imposition of treble damages for making false claims against the State, and Section 10115.10 of the Public Contract Code, making it a crime for intentionally making an untrue statement in this certificate.




	Certified by:





	
	Title:

	Print Name:



	
	Date:


Additional proofs may be required upon written challenge of this certification by any person or agency.  Falsification of this certification by a firm selected to perform federally funded work may result in a determination that the firm is non-responsive and ineligible for future contracts.

ORIGINAL SIGNATURE AND DATE REQUIRED

FORM 5

MINORITY- AND WOMEN-OWNED BUSINESS ENTERPRISES (MBE/WBE)

Prime/Recipient Participation Reporting Form

(Program Analyst Completes for All Assigned 319(h) Projects)

	
	GRANT NO.

	1. All purchases for this contract

    complete. Nothing to report. 
	2. CONTRACT/LOAN NO:
	3. REPORTING QUARTER (Check one):
	4. TOTAL PURCHASES FOR QUARTER, 

    INCLUDING MBE/WBE:

	
	Jan-March
	April-June
	July-Sept
	Oct-Dec
	$

	5. RECIPIENT'S NAME AND ADDRESS:
	6. RECIPIENT'S CONTACT PERSON AND PHONE NUMBER:

	7. MBE/WBE CONTRACTS AND/OR PURCHASES MADE DURING REPORTING QUARTER

	PURCHASE

MADE BY

RECIPIENT/

CONTRACTOR
	BUSINESS ENTERPRISE

DOLLAR VALUE OF

PROCUREMENT
	DATE OF

REWARD

(M/D/Y)
	PRODUCT

TYPE

CODE
	NAME AND ADDRESS OF MBE/WBE

CONTRACTOR/SUBCONTRACTOR OR VENDOR

	
	MBE
	WBE
	
	(BELOW)
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	TOTALS
	$
	$
	

	8. COMMENTS:

	9. SIGNATURE AND TITLE OF RECIPIENT'S AUTHORIZED REPRESENTATIVE
	10. DATE


Return to your respective Contract Manager.

Product or service codes:

1=Agriculture

2=Mining

3=Construction

4= Manufacturing

5=Transportation

6=Wholesale Trade

7=Retail Trade

8=Finance, Insurance, Real Estate

9=Services


a=Business Services


b=Professional Services


c=Repair Services


d=Personal Services

ORIGINAL SIGNATURE AND DATE REQUIRED 

PRIME/RECIPIENT

MINORITY- AND WOMEN-OWNED BUSINESS ENTERPRISES (MBE/WBE)

Instructions for Completing Form 5

BOX 1
Check this box only if all procurements (purchases) under this contract have been completed either during the reporting quarter or a prior quarter.  If you check this box, we will no longer require quarterly surveys.

BOX 2
Fill in the loan/contract number.  If you have more than one active loan, copy the form and prepare multiple reports.

BOX 3
Mark the appropriate quarter.  If this is for a loan and you are sending data for more than one quarter, copy the form and prepare multiple reports.  (Note:  reporting the information in the proper quarter is not as important as collecting and reporting all MBE/WBE purchases.)

BOX 4
Enter the total dollar amount of all purchases for this reporting period.  

BOX 5
Enter the contractor name and address.

BOX 6
Enter the contractor contact person’s name and phone number.

BOX 7
Enter details for the MBE or WBE purchases only and be sure 


to limit them to the same period used for Box 6.  


1)
Use either an "R" or a "C" to represent "Recipient" or "Contractor;"  



2)
Enter a dollar total for either MBE or WBE and total the two columns 



at the bottom of the section; 


3)
Provide an award date; 


4) 
Enter a product type choice from those at the bottom of the page; 


5) 
List the vendor name and address in the right-hand column.

BOX 8
This box is for explanatory information or questions.

BOX 9
Provide an authorized representative signature.

BOX 10 
Enter the date of completion.
FORM 6A

U.S. Environmental Protection Agency MBE/WBE Utilization Under 
Federal Grants, Cooperative Agreements, and Interagency Agreements

(SWRCB 319(h) Grant Analyst Completes)

	PART I. (NEGATIVE REPORTS ARE REQUIRED)

	1A.  Federal Fiscal Year

       20____________
	1B.  Reporting Quarter (Check appropriate box)

1st (Oct-Dec)             2nd (Jan-March)             3rd (Apr-June)4th (Jul-Sep)             Annual

	2.
Federal Financial Assistance



(EPA, Office, Address)


Grants Program PMD-7



U.S. Environmental Protection Agency, Region 9


75 Hawthorne Street 1001


San Francisco, CA 94105

Sacramento, CA 95814
	3.       Reporting Recipient (Name and Address)


State Water Resources Control Board

          1001 I St.,  ___ floor

          Sacramento, CA 95814

	2A. Reporting Contact
	Phone:
	3A. Reporting Contact
	Phone:

	4A. Financial Assistance Agreement ID Number
	4B. Federal Financial Assistance Prog

	5A. Total Grant Amount

        $
	5B. Total Contract/Procurement Amount this Quarter

       $

	
	5C. Recipient's MBE/WBE Goals

       MBE                             %              WBE                           %

	5D. Actual MBE/WBE Procurement Accomplished this Reporting Period

MBE  $                                               WBE  $
	5E. Negative Report (check)



  See Instructions

	6. Comments

	7. Name of Authorized Representative
	Title

	8. Signature of Authorized Representative (Original Signature and Date Required)
	Date


FORM 6B

MBE/WBE Procurements Made During FFY 200__
____ ANNUAL Report

(SWRCB 319(h) Grant Analyst Completes)

	PART II.

	PROCUREMENT

MADE BY
	BUSINESS

ENTERPRISE
	DATE OF

AWARD

MM/DD/YY
	TYPE OF PROCUREMENT

(ENTER CODE)
	NAME/ADDRESS OF MBE/WBE

CONTRACTOR OR

VENDOR

	RECIPIENT
	OTHER
	MINORITY
	WOMEN
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


              TOTAL    $                $

Product or service codes:

1=Agriculture

2=Miining

3=Construction

4= Manufacturing

5=Transportation

6=Wholesale Trade

7=Retail Trade

8=Finance, Insurance, Real Estate

9=Services


a=Business Services


b=Professional Services


c=Repair Services

      d=Personal Services
Instructions for completing forms 6A and 6B

MBE/WBE Utilization Under Federal Grants, 

Agreements, and Interagency EPA Form 5700-52a

A.
GENERAL INSTRUCTIONS:

MBE/WBE utilization is based on Executive Orders 11625, 12138, 12432 P.L., 102-389, and EPA Regulations Part 30 and 31.  EPA Form 5700-52A must be completed by recipients of Federal grants, cooperative agreements, or other Federal financial assistance which involve procurement of supplies, equipment, construction or services to accomplish Federal Assistance Programs.

Recipients are required to report to EPA within one month following the end of each Federal fiscal year quarter or annually as in the agreement. 

B.
DEFINITIONS:

Procurement is the acquisition through order, purchase, lease, or barter of supplies, equipment, construction, or services needed to accomplish federal assistance programs.  

A contract is a written agreement between an EPA recipient and another party (other than another public agency) and any lower tier agreement for equipment, services, supplies, or construction necessary to complete the project. Includes personal and professional services, agreements 

with consultants, and purchase orders.

A minority business enterprise (MBE) is a business concern that is (1) at least 51 percent owned by one or more minority individuals, or, in the case of publicly owned business, at least 51 percent of the stock is owned by one or more minority individuals; and (2) whose daily business operations are managed and directed by one or more of the minority owners.

U.S. citizenship is required.  Recipients shall presume that minority individuals include Black Americans, Hispanic Americans, Native Americans, Asian Pacific Americans, other groups whose members are found to be disadvantaged by the Small Business Act or by Secretary of Commerce under section 5 of Executive Order 11625. The reporting contact at EPA can provide additional information.

A woman business enterprise (WBE) is a business concern that is, (1) at least 51 percent owned by one or more women, or, in the case of a publicly owned business, at least 51 percent of the stock is owned by one or more women and (2) whose daily business operations are managed and directed by one or more of the women owners.

Business firms which are 51 percent owned by minorities or women, but are in fact managed and operated by non-minority individuals do not qualify for meeting MBE/WBE procurement goals.

The following affirmative steps for utilizing MBEs and WBEs are required to be documented:



1.
Inclusion of MBEs/WBEs on solicitation lists.



2.
Assure MBEs/WBEs are solicited once they are identified.



3.
Where feasible, divide total requirements into smaller tasks to permit maximum MBE/WBE participation.



4.
Where feasible, establish delivery schedules which will encourage MBE/WBE participation.



5.
Encourage use of the services of the U.S. Department of Commerce’s Minority Business Development Agency (MBDA) and the U.S. Small Business Administration to identify MBEs/WBEs.

 

6.
Require that each party to a subgrant, subagreement, or contract award take the affirmative steps outlined here.

C.
Instructions for 6a, Part I:



1.
Complete Federal fiscal year and check applicable reporting box quarterly or annually.  (Federal fiscal year runs from October 1 through September 30.)



2.
"Will be provided by EPA."



3.
Identify the agency, state authority, university or other organization which is the recipient of the Federal financial assistance and the person to contact concerning this report.


4.
a.
Grant/cooperative agreement or Interagency Agreement number assigned by EPA.




b.
Refer back to grant document for this information.


5.
a.
Total grant amount which includes Federal funds plus recipient matching funds and funds from other sources.




b.
Total contracts/procurements awarded this quarter.  

For example:  Actual dollars for procurement from the procuring office; actual contracts let from the contracts office; actual goods, services, supplies, etc., from other sources including the central purchasing/procurement centers.




c.
Portion of total procurement dollars recipient plans to spend with MBEs or WBEs this fiscal year.  With the concurrence of EPA, a fair share goal shall be determined by each recipient.




d.
Dollar amount of all MBE/WBE procurement amounts awarded under this reporting period.  (These amounts include the Federal, State and local shares in the procurement awards).




e.
Check only if no procurements were made this reporting period.  





(If dollar amounts are shown in 5b. indicate reason in 6. Comments Section).



6.
Additional comments or explanations.  Please refer to specific item number(s) if appropriate.



7.
Name and title of official administrator or designated reporting official.



8.
Signature and month, day, year report submitted.

D.
INSTRUCTIONS FOR 6B, PART II:

For each MBE/WBE procurement contracts made under this assistance agreement during the reporting period, provide the following information:



1.
Check whether this is a first tier procurement made directly by Federal financial assistance recipient or other second tier procurement made by recipient’s subgrantee or prime contractor.  Include the qualifying second tier purchases executed this quarter regardless of when the first tier procurement occurred.



2.
Check MBE or WBE.



3.
Dollar value or procurement.



4.
Date of award, shown as month, day, year.



5.
Using codes at the bottom of the form, identify type of product or service acquired through this procurement (e.g., enter 1 if agriculture, 2 if mining, etc.)



6.
Name and address of MBE/WBE firm.

This data is requested to comply with provisions mandated by:  statute or regulations (40 CFR Part 30 and 31); OMB Circulars; or added by EPA to ensure sound and effective assistance management.  Accurate, complete data are required to obtain funding, while no pledge of confidentiality is provided.

The public reporting and recording burden for this collection of information is estimated to average 1 hour per response annually.  Burden means the total time, effort, or financial resources expended by persons to generate, maintain, retain, or disclosure or provide information to or for a Federal agency.  This includes the time needed to review instructions; develop, acquire, install, and utilize technology and systems for the purposes of collecting, validating, and verifying information, processing and maintaining information, and disclosing and providing information; adjust the existing ways to comply with any previously applicable instructions and requirements; train personnel to be able to respond to a collection of information; search data sources; complete and review the collection of information; and transmit or otherwise disclose the information.  An agency may not conduct or sponsor, and a person is not required to respond to a collection of information unless it displays a currently valid OMB control number.

Send comments on the Agency’s need for this information, the accuracy of the provided burden estimates, and any suggested methods for minimizing respondent burden, including through the use of automated collection techniques to the Director, OPPE Regulatory Information Division, U.S. Environmental Protection Agency (2136), 401 M Street, S.W., Washington, D.C. 20460.  Include the OMB Control number in any correspondence.  Do not send the completed form to this address.

MODIFICATIONS AND AMENDMENTS

If changes must be made to an executed contract, they may be made by either a modification or an amendment.  Below is a brief description of each.

Modification
A modification to a contract is requested and processed when there is a minor change to a task, to the deliverables, or to the Schedule of Deliverable Due Dates.  

· Changes where a modification would be the most appropriate:

· A shift in the Line Item or Task Budget which is less than 15% of the line item or task.

· A change to task work that does not change the intent of the task nor deviate from the original proposal.  

· Changes which do not constitute a change to the work, but perhaps the method for completing the work.

· Changes to deliverable due dates that would not extend the term of the contract.  (See Amendment information below for term extensions.)

· Changes where a modification is definitely not appropriate and an amendment would be required.

· Changes to the scope of work affecting the amount of work being increased or decreased within a subtask; or addition/deletion of a task or subtask.  

· Shifts in the Line Item or Task Budget allotments over 15%.

· Extension of the Contract Term.

If the Contract Manager does not determine the change to the contract as having a significant impact on current work in the contract, or increasing/decreasing the work dramatically, a modification would be the most appropriate course of action to change the contract.  Decisions often must be made on a case-by-case basis.  The Program Analyst and/or Program Manager is also available to discuss the changes involved prior to choosing the path of a modification versus an amendment.

· How to document a modification.  To have a fully auditable file, a modification must be done as follows:

· The Project Director makes the request in writing with justification for contract modification on letterhead and signs the letter.  This letter should be addressed to the Contract Manager.

· The Contract Manager must approve in writing the modification.  The approval letter must be addressed back to the Project Director, with copies to the Program Analyst and the DAS Contracts Section.  Modifications should be kept in the file with the original contract so that they are easily seen in case a new Project Director is assigned.  The modifications also should be numbered as  “Modification #1,” #2, and so on.

Amendment

· An Amendment is needed when any of these apply:

· There is a change to the work in the contract that is not considered minor.

· The task or line item dollar allotments are changed more than 15%.

· The term of the contract needs to be extended beyond the current term.

An amendment is processed just like an original contract in terms of being submitted to management for approval, the DAS Contract Section for processing which takes at least 90 days until it is approved by DGS.  In a few cases, the amendment does not need DGS approval, but it still does have to be submitted to the DAS Contracts Section for their review, approval, and processing.

· How to document an amendment:

· The Project Director must write to the Contract Manager requesting the changes and justifying the NEED for the changes.  It is not sufficient just to say, for example, that the extension to the term is needed because the work has not been done yet.  The REASON why the work was not done must be included in this request letter.

· The contract must be obtained electronically (see below), and a strikeout (to remove material) and underline (to add the new wording) must be done in the “track changes” mode in MS Word to indicate the changes.  Request the contract electronic file through your Program Analyst who will obtain it from the DAS Contracts Section or their files.

· Changes should be made by the Project Director and submitted to the Contract Manager for review to determine if the items changed, added, removed, etc., match those expressed in the letter from the Project Director who requested the changes.

· Once the above steps have been completed, the following documents must be submitted by the Contract Manager to the assigned Program Analyst.

· The original letter from the Project Director to the Contract Manager requesting the amendment and including the justification.

· Amendment Request Form with original signatures

· Amendment Request Memo with original signature

· Floppy disk with the electronic contract file with “tracked” changes.

· Hard copy of the above file.

Amendment with Deviation from proposed work

· The Project Director must obtain approval from the 319(h) or Prop 13 Program Manager for any requested change to the contract that is a major deviation from the original proposal.  This should be in a letter, signed and dated, from the Project Director to the appropriate Program Manager, and approval must be granted prior to requesting the amendment.

· The Contract Manager must approve the changes prior to submittal to the Program Manager.  The written approval can be submitted by email to the Project Director with a cc to the assigned Program Analyst.  The written approval must be included with the Contractor’s written request to the Program Manager.

























Winston H. Hickox


Secretary for


Environmental


Protection


�seq User_Box  \* �Error! Switch argument not specified.�





�EMBED Word.Picture.8���





Gray Davis


Governor





TOTAL DUE THIS INVOICE::    17














�




















� EMBED Visio.Drawing.5  ���





� EMBED Visio.Drawing.5  ���











TOTAL ADVANCE PAYMENT:	$          7


Withheld This Period:	$


Withheld Year to Date:	$
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