PROJECT TIMELINE CHECKLIST

The project timeline is the official documentation of the budget and time
frame of the project. The project timeline must be consistent with the scope
of work.

The project timeline must:

O Be completed using the FY 2013-14 template provided (do not alter the
template) and submit in Microsoft Excel format.

O List all tasks and sub-tasks with the same title as stated in the scope of
work.

O Have task and sub-task numbers in proper sequencing, consistent with the
scope of work.

Include a task for a kick-off meeting with Caltrans at the start of the grant.
Include a task for procurement of consultants, if consultants are needed.
Include a task for quarterly reporting to Caltrans.

Include a task for invoicing.

List the responsible party for each task and sub-task, and ensure that it is
consistent with the scope of work (i.e., applicant, sub-applicant, or
consultant).

O Complete all budget columns as appropriate: Total Cost, Grant Amount,
Local Cash Match, and if applicable, Local In-Kind Match.

O State a realistic total cost for each task based on the work that will be
completed.

O Include a proportional spread of local cash match. The percentage of local
cash match contributed should be the percentage used to determine the local
cash match amount for each task on the timeline. For example, if 7.5%
local cash match is contributed, multiply 7.5% by the grant amount and
note the product in the local cash match column. This must be done for
each task.

[0 Have a best estimate of the amount of time needed to complete each task.

[0 Have the timeframe begin at the beginning of the contract period
(Feb 2014).

O Have the timeframe extend all the way to the end of the contract period
(Feb 2016).

O List the deliverable for each task as stated in the scope of work.

NOTE: Applications with missing components will be at a competitive disadvantage.
Please use this checklist to make sure your project timeline is complete.
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