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Multimodal Transportation Enhance Program (MTEP)




Monthly PROGRESS report  (MPR)


(Instructions and Responsibilities)   

DUE: 5th DAY OF EACH MONTH                                                                       

	  Link to Form: 
	http://www.oregon.gov/ODOT/TD/AT/Pages/Forms_Applications.aspx

	Who initiates the MPR form?
	
Agency’s Project Leader 


	Action required by Local Agency
	1. Fill out the MPR form and any required Project Change Request forms. 
2. On or before the 5th day of each month: Submit the MPR by email to:


STIP-Enhance@odot.state.or.us.  


Also send a copy to State’s Contact listed in the Intergovern​mental 

Agreement. 

	Action required by State’s Contact
Local Agency Liaison 
	1. Review the MPR by the 10th day of each month. 
2. Contact Agency Project Manager to discuss missing or incorrect MPR entries, and any Project Change Request needed.

	How to Complete the MPR Form


	1. Refer to the “Project Timeline Reference” document on page 2 of these instructions for assistance in establishing target dates initial monthly report. 

2. Schedule Dates - Original
For each milestone task enter the date taken from the Intergovernmental Agreement (IGA)
3. Schedule Dates - Approved Revision
This field is only used when an approved amendment of the milestone schedule date has been executed.

4. Current Report - Anticipated Completion 
Enter the same date as “Schedule Date” if the task is on time. 
Enter new projected date if the task is delayed. 

5. Current Report - Project Change Request 
If Anticipated Completion is more than 90 days past the Schedule Date for any Project Milestone, enter YES in the “Need PCR?” column. Complete the PCR Form 734-2863. Submit it with the MPR or within 30 days after the need for change becomes known.
6. Status Summary 
Provide a brief explanation in the Status Summary box (required). Provide additional detail in separate attachments (optional).
7. Completion of Milestone or Target 

This is a yes or no field.  If the Milestone/Target has been completed then enter the actual completion date in the Anticipated Completion column.  Provide comments in the status 
summary which indicate the Milestone or Target Date has been completed.




Project Timeline Reference Document

The following table provides general guidelines for establishing the target dates for your monthly report. The milestone dates have already been established and can be found in Exhibit B of the Intergovernmental Agreement. 

· Target dates do not require a Project Change Request to be submitted. Initially, the target dates on the monthly reports are simply an estimate based on general guidelines. 

· Once a consultant has been selected (if applicable) the target dates will be finalized based on the actual project time line. Establishing target dates will assist in ensuring the funding obligation dates for the project are met.   

· Obligation simply means authorization of funds by FHWA – funds are now available for the project.

· The ODOT Local Agency Liaison will be able to assist you with completion of the report.  Questions can also be submitted to the appropriate Program Manager. 

General Guidelines:

	Milestone/Target 
	Action or Product
	Target Completion

	Informational 
	Project Programming

Scoping, Prospectus and IGA
	4 months after award notice

	Milestone 1


	Obligate Funds for Preliminary Engineering (PE)

(or first phase of project)
	4  - 5 months after award notice or 1 month after STIP approval

	Target

Design Notice to Proceed 
	Start Design or Development

Consultant contract in place, project team begins meeting.
	2 months after funds authorized

	Target 

Preliminary Plans 
	Preliminary Plan Approval 

Design Acceptance Package or equivalent
	6 – 9 months after Start Design or 15 months after award notice

	Target Environmental 
	Environmental/NEPA clearance (CE Minimums or Closeout)
	6 – 9 months after Start Design or 15 months after award notice

	Milestone 2 
	Obligate Right of Way Funds

(after NEPA clearance)
	6 -9 months after Start Design

	Target

 PS&E Approval 
	PS&E Approval 

Final design, with utility and clearance
	18 months after Start Design

(12 mo. if no ROW phase)

	Milestone 3 
	Obligate  Construction Funds

and advertise contract for bid
	1 month after PS&E

	Target

 Bid Let Opening
	Contract “Let Date”

(bid opening)
	1 month after advertisement or 26 months after award notice

	Milestone 4
	Project Completion 
	Only required for Non-Construction Projects 


	[image: image2.jpg]Oregon
Department of
Transportation




	
Multimodal Transportation Enhance Program (MTEP)

Monthly PROGRESS report

DUE: 5th DAY OF EACH MONTH





Project Details
	Project name

     
	Region #
     
	IGA # 

      

	Recipient AGENCY (AGENCIES)
     
	KEY #

     

	SUBMITTED BY
NAME      



TITLE      


AGENCY/ORG. 
     

	Phone

     
	Fax

     
	E-mail

     
	reportING PERIOD
MO.      
YR.      

	Send this completed form and any attachments by email to address indicated on the instruction page. 
	signature
	Date

     


	Target Date for Consultant Selection:
	
	Scheduled Dates
	Current Report 
	 

	Target or Milestone
	Task Description 
	Schedule IGA
Original
	Amended IGA Schedule 
	Anticipated

Completion 
	Need

PCR?
	Complete

Yes/No

	1

Milestone
	Obligate Funds for Preliminary Engineering 
or first phase of Project
	     
	     
	     
	     
	

	Target
	Design Notice to Proceed (NTP)
	     
	
	     
	NO
	

	Target
	Preliminary Design Approval (DAP)
	     
	
	     
	NO
	

	Target
	Environmental Sign-off  
(NEPA/CE Close-out) 
	     
	
	     
	NO
	

	2

Milestone 
	Right-of-way Obligation 

(may be a target date – see agreement) 
	     
	     
	     
	
	

	Target
	Plans, Specifications & Estimates Approval
	     
	
	     
	NO
	

	3

Milestone
	Obligate Funds for Construction 
(or final phase) 
	     
	     
	     
	     
	

	Target
	Bid Let (Bid Opening)
	     
	 
	     
	NO
	

	4

Milestone 
	Project Completion 
(Milestone only required for Non-Construction Projects)
	     
	     
	     
	     
	


Project Milestones - Project Change Request required if Anticipated Completion of a Milestone is >90 days past the Schedule Date.

Status Summary
	     



734-2935 (April 2014)
1
Overview
734-2935 (April 2014)
2
Overview 

