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PURPOSE:  
Provide a major input to FTA in its determination that the grantee continues to demonstrate technical capability and capacity to execute a project efficiently and effectively, hence, whether the grantee continues to be ready to receive Federal funds for further project development. 

To provide Guidance to PMO contractors for the monitoring of a major capital project's progress to determine whether a project is on time, within budget, in conformance with design criteria, constructed to approved plans and specifications and is efficiently and effectively implemented. 

Section A: Background 

The final PMO rule (49 CFR Part 633), (“Final Rule”) states that "Project Management Oversight" is the monitoring of a major capital project's progress to determine whether a project is on time, within budget, in conformance with design criteria, constructed to approved plans and specifications and is efficiently and effectively implemented. The Final Rule also clearly states the roles and responsibilities of FTA and recipients with respect to the PMO and Project Management Plans (“PMP”). 

The products and outcomes resulting from the PMO contractor’s monitoring efforts are major inputs to FTA’s determination that the grantee has demonstrated or continues to demonstrate the technical capability and capacity to execute a project, hence, whether the grantee is ready to receive Federal funds for further project development. 

Such monitoring includes but is not limited to a comprehensive review of the PMP and its implementation as well as other project documents, including cost, schedule and quality, in an ongoing process or series of activities by the PMO contractor.  

The PMO contractor to conduct on-site inspections of projects, project designs, documentation, or records to evaluate the grantee's effectiveness in implementing the project in conformance with the grant agreement, or other statutory and administrative requirements. Inspection visits may be made, for example, to follow up on information received from the grantee about an event with significant impact on the project, or to determine whether the grantee has adequately complied with civil rights laws, regulations, and agreements. 

Subsequent to FTA’s acceptance of the Technical Review of Grantee Technical Capacity whether performed by the PMO contractor or others, the PMO contractor as part of a TO assignment, shall assess, monitor and otherwise ensure that the development and implementation of each grantee project is in conformance with the requirements of this PMOOG No. 12 and the following:

· Complies with all applicable statutes, regulations, and FTA guidance (both circulars and guidelines);

· Proceeds in accordance with the terms of the Approval letter for Grantee Entry into Final Design, Letter of No Prejudice (LONP), or Full Funding Grant Agreement (FFGA), including the agreed upon scope, budget and schedule;  

· Conforms with sound engineering and project management practices; and 

· Meets the requirements of the approved plans and specifications.

The PMO contractor shall also assess or monitor the following: 

· Grantee’s project development and implementation as well as its technical capacity and capability to effectively and efficiently implement the project through continuous administrative and management direction of project operations and adequate technical inspection and supervision by qualified professionals (either direct or third party) of all work in progress;  

· Grantee’s ability to develop, maintain and adhere to project budgets, cost estimates and schedules that are reasonably adequate for the current and future phases of the project; 

· Grantee’s conformance with grant agreement reporting requirements for information in a narrative milestone/progress report format about significant events, relevant grant activities and any changes or variances to the grant agreement budgets that FTA requires for program forecasting, management and reporting, forecasting of industry trends, respond fully to specific requests from Congressional committees and FTA’s own oversight program requirements. The PMO contractor shall also make recommendations for achieving an adequate level of grantee reporting detail as well as special reports. 

· Grantee’s management of project contingency relative to the status of the design, procurement, and construction; and the complexities and uncertainties of the component parts of the project and status of committed and uncommitted, or allocated and unallocated contingency for the project;

· Grantee’s ability to identify, analyze, manage and mitigate project risk, specifically cost, technology and schedule risks, in federally assisted projects. The PMO contractor shall also monitor the grantee’s implementation of any management plans with risk mitigation work elements;     

· Grantee's development and implementation of various management plans such as the PMP on the basis of grantee’s technical information in conformance with FTA guidance and with special emphasis on (1) the definition, staffing and implementation of the Grantee's Quality Program, (2) the grantee's real estate program, especially if railroad property is involved; and that

· Grantee’s PMP defines the objectives of the project, the methods and resources proposed to be used in meeting those objectives; 

· Grantee’s PMP defines (1) the overall management strategy and scope of project implementation, management and control, (2) relevant policies for all relevant management and control activities, (3) responsibilities, authorities, and measures of performance for all parties involved;  

· Grantee’s PMP demonstrates that all phases of the project have been thoroughly considered, giving thought to the methods to be used to execute the project, and the various design or construction interfaces that will be created between various organizational participants;  

· Grantee’s development and implementation of force account plans.

The PMO contractor shall make a specific recommendation as part of each monitoring period or report on:

· The grantee’s continuing technical capacity and capability to effectively and efficiently implement the Federally assisted project;

· The adequacy or acceptability of the grantee’s various management plans, current or proposed. Where the current plan is determined by the PMO contractor to be adequate or acceptable, the contractor shall forecast when such plan will no longer be adequate for the project and synopsize its rationale for such a recommendation.  

Section B: Services and Costs

CLIN 0003 – Monitoring of Grantee Project Development and Implementation
The following PMOOG No. 12 Subtasks may be ordered under this CLIN: 

Subtask 12A:  Monitoring of Grantee Project Development and Implementation 

Subtask 12B:
 Specialized Monitoring Deliverables 
 

The following PMOOG No. 10 Subtasks may be ordered under this CLIN: 

Subtask 10C: Individual Work Order Level Implementation Plans

Section C: Scope of the Requirement: 

Subject to the issuance of individual work orders, FTA may require the PMO contractor to perform the following subtasks as part of the products or services delivered under this PMOOG No. 12 guidance. 

Subtask 12A:  Monitoring of Grantee Project Development and Implementation
The PMO contractor to provide services or deliver products or outcomes during project development that continuously review and evaluate various grantee processes or products as an ongoing activity. The PMO contractor shall monitor the adequacy of grantee systems to ensure proper planning, technical, financial and administrative controls and which will result in improved grantee compliance with statutory and administrative requirements. 

The PMO contractor shall report on its activities in order to ensure that FTA’s CO, Task Order Manager (TOM), FTA’s Office of Major Capital Projects and COTR are fully aware of the grantee's project management practices and results.   

Subtask 12B:
 Specialized Monitoring Deliverables  
 

The PMO contractor shall report on its activities in the form of specialized monitoring products or services in order to ensure that FTA’s CO, Task Order Manager (TOM), FTA’s Office of Major Capital Projects and COTR are fully aware of the grantee's project management practices and results as well as the PMO  contractors site meetings, reviews, or trips.   

Subtask 10C: Individual Work Order Level Implementation Plans 


See PMOOG No. 10 for Section C: Scope of Work requirements 

Section D: Packaging, Marking and Formatting 

Subtask 12A: Monitoring of Grantee Project Development and Implementation
The Section D requirements of PMOOG No. 9 are applicable.

The following requirements shall also apply: (In this guidance, use of the word “Appendix” refers to supplemental material for this guidance. Use of the word “Attachment” refers to material that is part of the monitoring report delivered by the PMO contractor.) 

1. Unless directed otherwise by FTA’s Task Order Manager (TOM) or COTR in individual work orders (See Section G requirements for subtask 12A in this Guidance), monitoring reports shall be delivered monthly and shall be delivered together with the CLIN 0009 Task Order Level Status Report (formerly the Part II, Monthly Progress Report, now reference PMOOG No. 65, Subtask 65A)     

· The CLIN 0003 Monitoring Report, Part I, will address data and issues with respect to the grantee's project management in conformance with this guidance.   

· The CLIN 0009 Task Order Level Status Report, Part II, will address contractual and administrative activities between the Federal Transit Administration (FTA) and the PMO contractor.  This will allow FTA to forward copies of Part I (project-related) of the report to a grantee but not Part II (PMO contractor-related) of the report. 

2. CLIN 0003 products (such as Subtask 12A reports, Part I) and CLIN 0009 products (such as Subtask 65A reports, Part II) are distributed to four different audiences:  

Contracting Officer (CO), Contracting Officer’s Technical Representative (COTR), Office of Major Capital Projects (TMC), Task Order Manager (TOM), Quality Evaluators (QE) and the grantee, as follows:

CO

Parts I and II, and all other “listed” TO deliverables in CD-ROM format.  

· The Cover letter is only transmitted to the Contracting Officer and shall include appropriate reference(s) to the contract number, project number, task order number, date of report, report number, Part reference (such as Part I or Part II ), period covered and the distribution.  

COTR
Parts I and II and all other TO deliverables, in electronic format   

TOM

Parts I and II and all other TO deliverables, in electronic format unless otherwise directed by the TOM.

TMC

Parts I and II and all other TO deliverables, in electronic format   

QE

As directed by the COTR or TOM

Grantee
Part I only, in hard copy and/or electronic format as directed by the TOM.

Others

Part I only, in hard copy and/or electronic format and cover letter as directed by the TOM or COTR. 

3. The required formats and files for Subtask 12A deliverables as well as naming conventions are in Appendix E.  

4. The PMO contractor shall provide a draft monitoring report (CLIN 0003, Part I only) and/or conduct an exit interview with the grantee prior to issuing the report as directed by the TOM. 

· This review by the grantee will focus on the accuracy of the findings only. Any comments or critiques will be separately reported either formally or informally to the TOM.   

5. If the task order covers more than one grantee, the contractor should submit a CLIN 0003 subtask 12A report for each grantee covered under the task order and only one CLIN 0009 Task Order Level Status Report per task order. 
· The COTR or TOM may direct the PMO Contractor to integrate multiple projects from a single grantee into a single CLIN 0003 product or service. 
· However, in all cases, each grantee project with an executed FFGA must be the subject of a separate CLIN 0003 report. 
· For contractors with more than one task order, the monthly CLIN 0003 reports for each task order should be submitted under a separate e-mail. 
6. Monitoring Reports shall be formatted as follows:  


COVER 


PART I – Monitoring Report

Table of Contents


List of Acronyms

1. Executive Summary and Attachment A : Safety Checklist

2. Action Items: Items for Grantee Action 

3. PMO Contractor Observation Report:  (Current Issues) and Attachment B: Summary of Concerns and Recommendations 

4. OST Project Status Report

In conformance with the requirements of PMOOG No. 65, when the CLIN 0003 products are to be delivered on a monthly basis, the PMO contractor shall deliver the CLIN 0009 Task Order level report as Part II of the CLIN 0003 monitoring report with the required format and data.

7. Executive Summary

In addition to the requirements of PMOOG No. 9, The PMO contractor shall deliver as part of the monitoring report an Executive Summary that briefs the FTA executive staff in a clear, concise manner on the status of the project, including any major issues that have an impact on the project's scope, schedule, budget, safety, or quality and the following: 

· Current information on the grantee’s estimated project cost at completion and forecasted Revenue Operations Date as well as the PMO contractor’s forecast and analysis for the same data items. 
Details that support that summary shall be provided in the body of the PMO contractor observation report itself (see below), and in spot reports as required in the PMO Operating guidance or as directed by the TOM. 

The required information in the Executive Summary is provided in Appendix A.  

8. Action Items

The PMO contractor shall deliver as part of the monitoring report a section of the report entitled “Action Items” that draws attention to, tracks progress on, or the status of those significant issues or administrative requirements that the FTA, based upon the PMO contractor’s recommendation, has assigned as an action item to either the grantee or FTA, itself. These items are then tracked as part of the Quarterly progress meeting. The required information for this section is included in Appendix B. 

At the direction of the TOM, the PMO contractor shall develop the action items and data for the Entry into FD and Application for FFGA “checklists”, see Appendices H and I respectively. At the direction of the TOM, the PMO contractor may substitute this material for the action item format in Appendix B.

These action items shall be fully coordinated with the TOM prior to the PMO discussing them with the grantee.  FTA will determine the ultimate handling of such PMO recommendations for grantee action items.  Some items may require prolonged periods to remedy in which case they can be included as agenda items for the FTA/grantee quarterly meetings.  The date of action item entry shall correspond with the date of the monthly report when the issue was first raised in the Part I, PMO contractor observation report. The PMO contractor shall not directly assign action items to the grantee.

The PMO contractor shall identify only those items that in the PMO contractor’s opinion, meet the following threshold tests:

· For issues and concerns, only those issues and concerns that have a significant or adverse impact on the project's scope, schedule, budget, safety and quality.

· For administrative requirements, only those requirements that have a significant, direct bearing on project cost or schedule. 

The PMO contractor shall ensure that only those items that meet these threshold tests shall be brought to FTA’s attention as meriting tracking at the Quarterly meeting. Once such an issue/area of concern has gone through the complete oversight cycle (i.e., remedial action has been successfully implemented by the grantee and no further monitoring by the PMO contractor is anticipated) the PMO contractor shall remove the item from the action item list the month after it was completed.  

The PMO contractor shall develop and maintain a summary table of all action items and related data in Microsoft Word format. 

· This summary table will be transmitted with the monitoring report. 
Supporting documentation developed by the PMO contractor shall be maintained in a file for inclusion in the Final Report as appropriate or requested by FTA.  

9. Observations and Current Issues  

The PMO contractor shall deliver as part of the monitoring report a section of the report entitled “Observations and Current Issues” that reports its observations, findings and grantee's responses with respect to the contractor’s monitoring of the grantee's management of the project. 

This PMO contractor shall also include professional opinions, recommendations, and grantee's responses in a structured manner that assess and monitor the grantee’s project development and implementation as well as its technical capacity and capability to effectively and efficiently implement the project on the following items: 

· The project status, areas of concern, trends, and likely impacts, milestone accomplishments, 
improved methodology; 

· The adequacy/acceptability of the grantee’s management plans as well as the grantee's effectiveness in applying project management techniques;

· The grantee's compliance with approved plans such as the PMP and FFGA terms, as well as 
project management activities during the reporting period.

· The status of the grantee's implementation of its PMP and various management plans;

· If the grantee is not properly implementing its PMP, the PMO contractor shall provide recommendations along supporting rationales for such actions for the grantee to correct the situation.  

· If the grantee is properly implementing its management plan, the PMO contractor shall acknowledge the efforts of grantee's management.   

· The grantee's associated Quality Assurance/Quality Control (QA/QC) program and safety program. (See Appendix D to this document for a checklist of items relevant to the safety program.) 

· The grantee’s risk assessment and mitigation efforts as well as the grantee’s ability to identify, analyze, and manage project risk, specifically cost and schedule risks, in federally assisted projects.

10. “Summary of Concerns and Recommendations” (Attachment B to the Monitoring report)

The PMO contractor shall deliver as Attachment B of the monitoring report a section of the report entitled “Summary of Concerns and Recommendations” that completely summarizes all the PMO contractor's open or unresolved concerns and recommendations on major issues/problems that could have a significant or adverse impact on the project's scope, schedule, budget, safety and quality. 

Only those issues or concerns that in the PMO contractor’s opinion, meets this threshold test of presenting a significant or adverse impact on the project's scope, schedule, budget, safety and quality shall be tracked in this attachment. 

Every PMO contractor concern identified in Attachment B shall be accompanied with a definite contractor recommendation. The recommendation should represent the PMO contractor’s professional opinion on the most cost effective approach to resolve the concern in a timely fashion. 

The difference between the issues or concerns raised in the body the observational report and Attachment B is the threshold test of significance or materiality. The difference between the issues or concerns raised in the body the observational report or Attachment B and that in the Action item summary is the specific grantee action items to be tracked at the Quarterly meeting. The difference between this Attachment B and Section G of the executive summary is that Section G represents only those critical issues and problems identified in Attachment B that in the PMO’s professional opinion, need to addressed in the next 90 calendar days. 

· The PMO contractor shall only identify issues in Section G of the executive summary that are also identified in Attachment B. 

Similarly, the PMO contractor shall not discuss anything in Attachment B that is not also discussed in detail, in the body of the PMO observational report. 

· The PMO contractor shall also identify the topics or titles in Section G, Attachment B and PMO Observational report, such that the topics/titles are the same and completely cross-referenced by item number in all three. 

· The PMO contractor shall fully coordinate these “concerns and recommendations” in this section, its attachment and their Section G counterparts, with the TOM prior to discussing such with the grantee.  

· The TOM will determine the ultimate handling of the PMO contractor’s concerns and recommendations.  

· Some items may require prolonged periods to remedy in which case they can be included as agenda items for the FTA/grantee quarterly meetings.  

· The cross referencing shall uniquely identify issues at Attachment B or Section G levels while there may be multiple cross references to the unique identity in the body of the PMO observational report. 

· The date of such entries in Attachment B shall correspond with the date of the monthly report when the issue was first raised in the PMO contractor report. 

· Once an item of concern or recommendation has gone through the complete cycle (i.e., remedial action has been implemented and no further monitoring by the PMO contractor is anticipated) the issue/area of concern item should be dropped from the action item list the month after it was completed. 
· The required format and information for Attachment B is provided in Appendix C.  

The PMO contractor shall develop and maintain a summary table in Microsoft Word format with all the contractor developed data on all issues/areas of concern that have been identified by the PMO contractor in the monitoring reports Attachment Bs. 

· This Summary table shall classify this material into those categories described hereafter that primarily describe the concern. 

· The categories are scope, budget, schedule, quality, safety/security and FFGA terms. 
· This summary table file will be transmitted with the monitoring report. 

· Supporting documentation developed by the PMO contractor for both Attachment B and this summary table will be maintained in a physical file for inclusion in the Final Report as appropriate or requested by FTA.  

11. OST Project Status Report

The PMO contractor shall deliver as part of its monitoring report a one-page project status report for each major capital project, in the format specified by DOT’s Office of the Secretary (OST), including any graphics and/or charts. 

· This reporting requirement shall commence in the same month that the FFGA is executed.  
· At the TOM’s discretion, with TPM concurrence, the reporting requirement may start earlier. 
· A sample report with the required information and formatting is provided as Appendix J.

· For electronic submissions, this report should be a separate file.  

Subtask 12B:
 Specialized Monitoring Deliverables  
 


The TOM or COTR will detail the specifics in the work order itself.

Subtask 10C: Individual Work Order Level Implementation Plans 


See PMOOG No. 10 for Section D: requirements 

Section E: Inspection and Acceptance 

Inspection and Acceptance for all subtasks shall be in conformance 

with this PMO Operating Guidance No. 12. 

Subtask 12A:  Monitoring of Grantee Project Development and Implementation
Products will be delivered and services performed in conformance with PMO Operating Guidance Number 12. The COTR and TOM shall inspect the delivered products or performed services. If the delivered products or performed services are in conformance with 95% of the applicable subtask requirements for schedule, format, quality and content, they will be accepted. 

Subtask 12B:
 Specialized Monitoring Deliverables 
 

Products will be delivered and services performed in conformance with PMO Operating Guidance Number 12. The COTR and TOM shall inspect the delivered products or performed services. If the delivered products or performed services are in conformance with 95% of the applicable subtask requirements for schedule, format, quality and content, they will be accepted. 

Subtask 10C: Individual Work Order Level Implementation Plans 


See PMOOG No. 10 for Inspection and Acceptance requirements 

Section F: Deliveries or Performance 

The due dates may be modified by the TO, Implementation Plans, individual work orders or by written direction of the COTR or TOM.   





Due date 


 




(All from Task Order or Work Order Effective Date)  

Subtask 12A:  Monitoring of Grantee Project Development and Implementation
Products





 

 

1.
Monitoring Reports





(1) For monthly reporting, 

15 calendar days after the end of each Month; or 

(2) For quarterly reporting, 15 calendars after the end of the quarter; or 

(3) As specified in the individual work order. 

2.
Project Maps (Reference PMOOG, Appendix A) 

With the first CLIN 0003 









products and as specified in the 








individual work order.


Outcomes: 

1.
FTA kickoff meetings.




7 Calendar days  

 


The following Outcomes will be performed throughout the period of Performance. 

2.
FTA technical debriefings on progress.   


3.
Establish and maintain key contacts between contractor’s assigned personnel, 

 


FTA’s Regional Director/Engineer and FTA Headquarters personnel. 

4.
Maintain readiness for QPRM, grantee meeting, interviews/introductions, 


 


project site tours.

5.
Conducting an adequate number of site visits, meetings, or grantee personnel 

 


interviews to be cost effective.

6.
Maintain readiness to perform monitoring responsibilities by periodically re-orienting 
 


PMO contract personnel with grantee project, issues, reports and data and applicable 


FTA guidance and regulatory materials.  

Subtask 12B:
 Specialized Monitoring Deliverables 
 

The TOM or COTR will detail the specifics in the work order itself. These deliverables can be recurring or non-recurring.

Subtask 10C: Individual Work Order Level Implementation Plans 


See PMOOG No. 10 for Delivery or Performance requirements 

Section G: Contract Administration Data

Ordering Procedures

Subtask 12A:  Monitoring of Grantee Project Development and Implementation  

In addition to the requirements of PMOOG no. 5, Subtasks 5G-W1 and 2, the following requirements also apply:

FTA may issue work orders that specify the reporting interval for delivery of these CLIN 0003 products such as Part 1 monitoring reports as follows: 

With 60 calendar days notice, FTA may require the PMO contractor to report on less frequent basis than the PMO contractor is currently reporting on. 

An example is the PMO Contractor is currently delivering Subtask 12A monitoring products on a monthly basis. The Work Order requires a report every 90 calendar days, effective date is April 1. The next subtask 12A product (the March report) is due April 15th. The PMO contractor shall continue to deliver the April report, due May 15th. With the delivery of the May report on June 15th, the contractor completes the delivery of subtask 12A products on a monthly basis. The June, July and August report is due September 15th. 

With 30-calendar days notice, FTA may require the PMO contractor to report on a more frequent basis than the PMO contractor is currently reporting on. 

With 15-calendar days written notice to the PMO contractor, FTA may also require additional reports in between a regularly recurring delivery. 

An example is the PMO Contractor is currently delivering Subtask 12A monitoring products on a monthly basis. Because of recent events on the grantee project, the FTA TOM or COTR issues a Work Order that requires delivery of a single report within 15 calendar days, effective date is March 15th. The next subtask 12A product (the March report) is due April 15th. The PMO contractor shall deliver an intermediate subtask 12A product that is updated to the WO requirements, due April 1st. The PMO contractor shall continue to deliver the March report, due April 15th. 

FTA will order such intermediate reports only once every calendar quarter.

In delivering CLIN 0003 products and services, the PMO contractor shall not deliver subtask 12A monitoring reports on a less frequent basis than once every 12 calendar months. 

Subtask 12B:
 Specialized Monitoring Deliverables 


The requirements of PMOOG no. 5, Subtasks 5G-W1 through 3 shall apply. The TOM may issue subtask 5G-W1 Work Orders for up to $100,000. 

Section H: Special Requirements

The requirements of PMOOG No. 8 Section H Special Requirements shall apply to all subtasks.

The following requirements shall also apply to all subtasks:

None… 
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